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   BULLETIN 

 
Bulletin for CityTime Agency Administrators, 

Timekeepers, Approvers and Users 
 

 
 

Time Punch Request in CityTime 
 

We are pleased to announce that CityTime 7.7 will soon be available!  CityTime 
has been enhanced to allow DCD/ Web Clock employees the ability to submit a 
Time Punch Request, or void an existing punch.   

Time Punch Requests will be routed to your Approver upon submission. 

 
To submit a Time Punch Request: 

1.  Access Time Punch Request 

 Click New Requests > Time Punch in the left Navigation panel 
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Time Punch Request in CityTime (continued) 
 

2a. Enter Time Punch Request – Add Punch 

1. Click the Calendar button and select the DATE. 

2. Click the Modification Type ‘Add Punch’. 

3. Select the Punch Type ‘In, Out, and Meal Start, Meal End’ 

4. Enter the Punch Time. 

5. Select an appropriate Reason.  

6. Enter the appropriate Comments.  

7. Click Submit 
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Time Punch Request in CityTime (continued) 
 

2b. Enter Time Punch Request - Void Punch 

1. Click the Calendar button and select the DATE. 

2. Click the Modification Type ‘Void Punch’. 

3. Select the Current Punch that you would like to void. 

4. Select an appropriate Reason.  

5. Enter the appropriate Comments.  

6. Click Submit 
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Time Punch Request in CityTime (continued) 

 

3.  Timesheet View  

 The Timesheet will have the punches entered as Time punch requests, and 
the mouse over will provide the information. 
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Time Punch Request in CityTime (continued) 

 

4.  Time Punch Request on the Timesheet Preview Screen 

 The Timesheet Preview will display on the Time Punch Tab. 
 

 
 
  

 
  

 

 

 

 

 

 

NOTE:  Employees will 
be able to submit their 
timesheet with a pending 
Time Punch Request, but 
the Approver will be 
prevented from approving 
the Timesheet, until the 
Time Punch Request is 
approved. 
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Time Punch Request in CityTime (continued) 

 

5. FOR APPROVERS- Approving a Time Punch Request 

 Select Time Punch Request from the Left Navigation Bar in the Approver’s 
Workflow: 

 

 

  

 Select View Time Punch Request to Approve, Disapprove, or Return 
the request. 

 

 

 

 

 

 

Managers: A report has been developed to be able to view employee 

Time Punch Requests easily.  Please see the accompanying bulletin, 

“Time Punch Request Report.” 


