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MANAGERS

to Approve Punch Change Requests

Time and Attendance

From Manager on-the-Go®, tap
“Punch Change Requests!’

(S STEP?

From the Punch Change Request
screen, review all requests. Swipe
left on a specific request to approve
or deny.

miasy O w0 ) o

@ View Employees
@ View Timecards
=\ Punch Change Requests
6 for you to approve

=) Time-Off Requests
(S requests to approve | 11

3 |) Time-Off Calendar
Q\;) Manage Schedules

Expenses
0 expenses to approve

View Applications
£V 0 for you to review
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Total

v

1469

< Back nge Request

Q, search

0A.. Directorof Ac..

Brittany Aarons
New Punch
04/15/2021 08:00:00 A...

Brittany Aarons
New Punch
04/09/2021 08:00:00 A...

Jessica Adams
New Punch
03/25/2021 08:00:00 A...

Brittany Aarons
- Missing Punch
12/24/2020 05:15:00 P.

= Filter

04/7
Pending >
Director of Ac...

04/09/2021
Pending >
Director of Ac...

03/25/2021
Pending >
Marketing Sp...

12/28/2020
Pending >
Director of Ac...

Visit the Help Menu for the most up-to-date version of this guide.
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to Approve Punch Change Requests
Time and Attendance

e

L STEP 3 mass

< Back Punch Change Request 3 Selected

e /1:469

Pm e mm——————— -

To take action on multiple requests,
tap “Select!” Then, choose each AR
applicable punch change and tap

= Filter

O select All Cancel

1 | 04/15/2021 04/15/2021
either Deny, Remind or Approve. | g
0A. Directorof Ac... Director of Ac...
Brittany Aarons 04/15/2021 04/15/2021
“ New Punch Pending > Pending >
04/15/2021 08:00:00 A, Director of Ac. Director of Ac.
Brittany Aarons 04/09/2021 04/09/2021
New Punch Pending > Pending >

04/09/2021 08:00:00A..  Director of Ac.. Director of Ac...

Jessica Adams 03/25/2021

a New Punch Pending >

03/25/2021 08:00:00 A Marketing Sp..

Jessica Adams 03/25/2021
New Punch Pending >
03/25/2021 08:00:00 A..  Marketing Sp...

Brittany Aarons 12/28/2020
Missing Punch Pending >
12/24/2020 05:15:00 ... Director of Ac...

Brittany Aarons
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S (5 STEP4

A confirmation message
appears.

T

< Back Punch Change Request

Q search

= Filter

Brittany Aarons 04/15/2021
New Punch Pending >
04/15/2021 08:00:00 A. Director of Ac...

Brittany Aarons 04/09/2021
New Punch Pending >
04/09/2021 08:00:00 A, Director of Ac...

Jessica Adams 03/25/2021
ﬂ New Punch Pending >

03/25/2021 08:00:00 A..  Marketing Sp...

Brittany Aarons 12/28/2020
Missing Punch Pending >
12/24/2020 05:15:00 ...~ Director of Ac...
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