
 

 

Employee – InTouchDX Clock – Requesting Timesheet Change 
 

 

 

 

 

 

 

1. Select “Request 

Timesheet Change” 

soft key first 

2. Present Badge and 

place finger to be 

read when prompted  



 

 

 

 

 

 

 

 

 

3. Select appropriate 

Change Type 

4. Click Select 

6. Click Submit 

5. Verify Change Type 



 

 

 

 

 

 

8. Select Time From 

using keypad 

7. Select Date using 

calendar 

9. Enter Comment if 

needed 

10. Click Submit 

13. Message will 

appear once 

request is created. 


