
Requesting a Time Change   

   
 
Web clock timecard users are required to record their time worked by clocking in 
and out. If you miss a clock in/out you will need to request a time change. 

Log into Govs Suite 

Select Me Tab 

Select Time and Absence 
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Select Request Time Change 

 

Select the date you need to make the change. 

 

Is there a line with Worked hours and punches? 

a. Yes – Select the pencil to edit the existing information. 
b. No – Select the + to Add missing information 
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Edit Existing Information 

 When the pencil opens it will provide you with the boxes to edit the exiting 
time. Complete the adjustments and make sure to add a note so your supervisor 
knows why you are requesting a change.  

 Select Save 

 

Review your entries for accuracy 

Submit – if you do not submit it will not transfer to be approved. If the request 
does not get approved it will not transfer for payment.  
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Add Missing Information 

 

Complete the adjustments and make sure to add a note so your supervisor knows 
why you are requesting a change.  

Select Save 
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Verify your entries are correct. 

Submit – if you do not submit your request will not transfer to be approved. If the 
request does not get approved it will not transfer for payment.  

 

You can come back to Request Time Change to view the status of your request. I 
will show in a gray font on your timecard but will not actually transfer for 
payment until your supervisor has approved the request. DO NOT submit your 
timecard until all requests are approved. 

If you need to, contact your supervisor if your requests are not approved. 

 

One other thing, if you are requesting a prior period change you will need to 
resubmit the original timecard and the supervisor will need to reapprove the 
timecard so the updates will transfer for payment. 
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