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Self-Service: Submitting A Missed Punch Request
Submitting a Missed Punch Request
n In the Related Items pane, select the Time Review widget. : =
%

E Click the cell with the missed punch (The cell will contain horizontal red bars).

] click Fix Missing Punch.

Fix Missing Punch |

14 Verify the Date.

B Enter the Time of the punch and a
Comment from the drop-down list..

I Click Submit.

Verify the punch has been submitted.

Q) Punch is Submitted.

[ Reject | |8 immw l

Submit Missed Punch

Date:* Time:*

8/28/2018 | | Missed punched entered by Associate ¥

Missed punched entered by Associate

I Personal or Family Emergency

Customer Reqd Immed Assist

Forgot to clock in

Forgot to clock out
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