How to Submit A Change Request at Each Time Clock

These instructions include both time clock models.

1) Older Time Clock
2) Newer Time Clock

Older Time Clock

Use the arrows to scroll over and select the “Change Request” button.
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How to Submit A Change Request at Each Time Clock

Swipe your badge.
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Choose the applicable Change Request type you are needing to use. An explanation of the
different Change Types available to you are found here. Click the arrows to see more options.
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https://drive.google.com/file/d/1RFLoTUiuxDx7aZjecB0-Odc8J9KYfLAo/view

How to Submit A Change Request at Each Time Clock

Select the applicable date you need.
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Enter the applicable time(s).
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Enter a comment if needed and then press “Done”
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How to Submit A Change Request at Each Time Clock

Newer Time Clock

Scroll down and select the ‘Change Request” button.
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How to Submit A Change Request at Each Time Clock

Choose the applicable Change Request type you are needing to use . An explanation of the
different Change Types available to you are found here. Scroll down to see more options.
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Once selected, and press “Submit”
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https://drive.google.com/file/d/1RFLoTUiuxDx7aZjecB0-Odc8J9KYfLAo/view

How to Submit A Change Request at Each Time Clock

Select the date you are requesting the change on the calendar.
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How to Submit A Change Request at Each Time Clock

Enter the applicable time(s).

Enter a comment if needed and then press “Submit”.

Change Request

Date  05/29/2026 =

(=
=/

Time From 8:00AM

Comment | Comment

Submit

Pg.7 of 7



	Older Time Clock 
	Newer Time Clock 

