QUICK REFERENCE GUIDE

Missed Punch & Punch
Correction Requests

How to submit a Change Request in UKG — mobile app and web

Forgot to clock in or out, or notice a punch time that's wrong? Use a Change Request on your timesheet to
fix it.



PART ONE

On the Mobile App

UKG mobile app — iOS and Android



Welcome back, Cassie

Today's Tasks (0)

Start ~

My Timesheet

Time Off

Raniiaat

My Schedule
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0 Open UKG Ready

e From the home screen, tap My Timesheet.



& My Time > Timesheet > Historical Timesheets

My Timesheets

[System] » | 1

Timesheet Dates:
This Month

[0 > Approval State ;it’:ﬁcs:eet

O > Open 08/28/2026
[J v Open 08/14/2026 @
Timesheet End \Tfii:;\f;éic:ett

Raw Hours All actions >

# Records

0 > gsféj;fed (PayPrep 07/31/2026

View Column Totals

lTof1+  3rows
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a Go to the right pay period

e Under My Timesheets, find the pay period with the missed or incorrect
punch.

e Tap the eee next to that row, then choose View/Edit Timesheet.



e Open Change Request

& My Time > Timesheet > Current Timesheet

Timesheet Edit
B« August 4 2006 - August 22,2026 > Open & e On the Timesheet Edit screen, tap the eee button at the bottom right.

Time Entry ~

e Select Change Request from the menu.
20.90 hrs 20.00 hrs

Raw Total Calc. Total
> Date Raw / Calc. Total Actions
> FRIAugi14
> SAT Aug15 l =ubmit I
> SUNAug16

are Page
> MON Aug 17 o@ Share Pag
ZRTE U B @® Timesheet Information
> WED Aug 19
S THU Aug 20 Time Off Counts
ug
Schedul

> FRIAug 21 cheduie
> SAT Aug 22 Edit Schedule
> SUN Aug 23 Reprocess Punches
> MON Aug 24 Punch Map
> TUE Aug 25 Request Time Off

oo - QD
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Change Request X

Change Type *

| @ L -

Add Punch In

Add Punch Out

Add Time Entry
Cancel Time Off

Modify Cost Center

Modify Punch In

Modify Punch Out

Modify Shift Premium

Modify Time Off

Cancel
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° Pick the Change Type

e Missed a punch entirely: choose Add Punch In or Add Punch Out.

e Punch exists but the time is wrong: choose Modify Punch In or Modify
Punch Out.



_ e Fill in the details and submit

Change Request X

Change Type *

Add Punch Out -

e Choose the Date, enter the correct time, and add a short Comment

Choose Date *

AUg 20,2026 (3 explaining the change (e.g. "forgot to clock out for lunch").

e Tap Submit Changes. Your manager will review and approve it.

To*

17:30 ®

Comment

Clear

Cancel Submit Changes
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PART TWO

On the Web

UKG on desktop



0 Open Workforce Management

A X | = /"\ Mt.Rose Home Qoo
Q. workfor ® a
Cvorites @ Hello, Cassie
My Team Lo
For me My shortcuts P
Myself
Workforce Management My pay > ﬁ] Direct Deposit >
Your last pay was 5 day(s) ago, 8/21
My Team

Rea Contacts >
Workforce Management -]

7~ 3
‘\Share feedback/‘ A, Get the mobile app

Name, Address, and Tel... >

Download the mobile app from the Apple or
Google Play app stores. Enter mtrose for the
company access code. View instructions

@'} Income Tax

5_?), U.S. Wage and Tax Stat... >

Copyright © 1997-2026. UKG Inc. All rights reserved. Version 26.08.09.01

e From the Home page, use the search bar (or the My Team menu) and select Workforce Management.
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a Go to your Current Timesheet

e ™~

My Info Team Settings

My Time
My Schedule Timesheet v
fecruals Schedule
l‘j& || Current Timesheet I ) @
My HR Historical Timesheets
N Change Requests
My Information
Timesheet Pre-Processing Results
My Company Time Off > imesheet Dates: 08/14/2026 - 08/27/2026 » | | 2 Employees (27) B e
s Clock ~  DefaultDepa.. © =~  Firs.. - last. -~ Raw. - Emp. < Tim. < Tim. -~ Per. - Emplo 7
My Reports .
Points Balance -~
X§E Lift Maintenance Jake Brown 20.00 00899 08/14/2026 08/27/2026 Approve Active
My Hubs
Lift Maintenance Dan Fitzpatrick 5175 00414 08/14/2026 08/27/2026 Approve Active
Help Lift Maintenance Jake Jessup 10.00 00544 08/14/2026 08/27/2026 Approve Active
Lift Maintenance Frank Wortham 62.87 00999 08/14/2026 08/27/2026 Approve Active
Lift Maintenance Tiana Friend 10.00 03515 08/14/2026 08/27/2026 Approve Active
Lift Maintenance Brooke Dalessio 50.24 04637 08/14/2026 08/27/2026 Approve Active

e Under My Info in the left menu, go to My Time > Timesheet > Current Timesheet.
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e Click Change Request

My Time > Timesheet > Current Timesheet

¢ Timesheot i <0 D C D -

@ Clock In @ Clock Out & Transfer =2 Add Extra Pay

a 4 August 14, 2026 - August 27,2026 » Open o}

Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Calc Summary Counters Summary By Day

e On the Timesheet Edit page, click the Change Request button in the top toolbar.
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o Pick the Change Type

Change Request X

Change Type *

A

O
‘ Add Punch In \
Add Punch Out Cancel
Add Time Entry
Cancel Time Off

Modify Cost Center
Modify Punch In
Modify Punch Out

Modify Shift Premium
Modify Time Off

e Missed a punch entirely: choose Add Punch In or Add Punch Out.

e Punch exists but the time is wrong: choose Modify Punch In or Modify Punch Out.

Missed Punch & Punch Correction Requests — UKG Quick Reference



e Fill in the details and submit

Change Request X
Change Type * Choose Date *
Add Punch Out v 08/19/2026 &5
To*
05:30 pm @®

Comment

Clear

Cancel Submit Changes

e Choose the Date, enter the correct time, and add a short Comment explaining the change.

e Click Submit Changes. Your manager will review and approve it.
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GOOD TO KNOW

Change Requests go to your
manager for approval.

They won't show up in your totals until approved — submit them as soon as you notice the issue. The steps
work the same whether you start from the mobile app or the web.
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