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Mobile: Timesheet Change Requests

This job aid steps you through the process of submitting a request to modify time
punches and modify cost centers via the mobile application.

Submitting a Change Request to Modify Punches
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1 Select the Show Menu [=]icon.
2 Navigate to My Info tab then My Time > Timesheet > Current Timesheet.
3 Select the ellipsis [:=-] at the bottom of the screen to expand the Actions menu.
4 Select Change Request.
5 Select the Change Type drop-down list and select Modify Punch In or Modify Punch Out.
6 Select the desired date and then press the arrow next to the punch rime requiring editing.
7 Type in the new punch time.
8 Type a Comment (optional).
9 Select Submit Changes.
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Submitting a Cost Center Change Request
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Select the Show menuE icon.

Navigate to My Info tab then My Time > Timesheet > Current Timesheet.
Select the ellipsis E at the bottom of the screen to expand the Actions menu.

Press Change Request.

Press the Change Type drop-down list and choose Modify Cost Center.

Select the desired date and then press the arrow next to the punch time requiring a cost

center modification.

Select the Cost Center drop-down list and choose a listed cost center or select Browse... to

select from additional cost center values.
Type a Comment (optional).
Press Submit Changes.
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