MANAGERS

to Approve Punch Change Requests

Time and Attendance

STEP1

In the Notification Center, click the
notification for “Punch Change

Request Dashboard!

STEP 2

The Punch Change Request
Dashboard displays all of

the requested changes from
employees. As managers, you
have the option to edit, deny

,,,,,,,,,,,,,,

4 ) Time and Asender rce ) Punch Change Request Dashboard

Punch Change Request Dashboard

Add Filter

& Saved

Pending Requests [ | Completed Requests

= Filters

e ——

Pending Requests

Actions v

[Search qJ revue [l e B 25 v
and/or approve the change. = e e e e
O | Abavs, sessica faooal 900-600-60000 ov25/2021 115732 | New 03/25/2021 080000 (10) ®
(]| AARONS, BRITTANY JANE [A001] | 500-600-8400 ‘adlulue?] 0772072021 ms@‘wm 0772072021 08:24:58 (D) e | ‘ ®)
STEP 3 < All Inboxes Y/
Tlhe employee will be notified [PaycomOnline] Punch
via email whether the punch Changes Have Been
was approved or denied. Approved
Approv nches will
ppro e,d punches Your supervisor has approved your

automatically appear on the T a——
em ponee s timecard, The following information has been

saved and can be viewed in

Employee Self Service.

Field oid New Value
Value

Punch Forgot to clock in

Comment before meeting

Punch 7:32 |_.

Time am [[F12AM
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