
Q U I C K  R E F E R E N C E  G U I D E

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.



P A R T  O N E

On the Mobile App
UKG mobile app — iOS and Android



1 Open UKG Ready

• From the home screen, tap My Timesheet.
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2 Go to the right pay period

• Under My Timesheets, find the pay period with the missed or incorrect 

punch.

• Tap the ••• next to that row, then choose View/Edit Timesheet.
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3 Open Change Request

• On the Timesheet Edit screen, tap the ••• button at the bottom right.

• Select Change Request from the menu.
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4 Pick the Change Type

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

• Punch exists but the time is wrong: choose Modify Punch In or Modify 

Punch Out.
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5 Fill in the details and submit

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

explaining the change (e.g. "forgot to clock out for lunch").

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

Missed Punch & Punch Correction Requests — UKG Quick Reference 7



P A R T  T W O

On the Web
UKG on desktop



1 Open Workforce Management

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

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

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

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

• Punch exists but the time is wrong: choose Modify Punch In or Modify Punch Out.
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5 Fill in the details and submit

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

• Click Submit Changes. Your manager will review and approve it.
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G O O D  T O  K N O W

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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