
How to clock in and out

How to submit a “Time 
Change Request”

Timecard Instructions



Step 1: Clock In

Press the “Clock 
In” button. 

You did it!



Step 2: Record Your Location

Press the 
“Change 

Cost 
Center” 
button.

Press the drop-
down arrow.

Press “Browse”.



Find the location 
you’re working at 

and click the 
name.

You did it!

Press “Done”.



Step 3: Clock Out
You did it!

Press the 
“Clock Out” 

button.



Oops!  I forgot!



Adjust Clock In/Out Time
Click on the 
hamburger 

menu.

Click on “My 
Time”.

Click on “My Current 
Timesheet”.



Click the “ellipses” 
icon.

Click “Change 
Request”.

Click the “down” 
arrow.



Pick the type of change you 
need to make.

Click the date 
that needs the 

change.

Click on the blue arrow 
beside the time entry 
you want to change.



Type the correct time 
entry.

Then click “OK”. Enter a comment that 
explains the change.

Click “Submit Changes”.



You did it!

Your “Change Request” will send a notification to your 
manager.  

They will approve or reject the notification.

If approved, your timesheet will be updated with the 
new time entry.

If rejected, your timesheet will keep the original entry.

You will receive an email notification after your manager 
approves/rejects the “Change Request”.



Contact your immediate supervisor 

or Human Resources.  

We are here to help!

HR@blackwellinc.com │314-993-3800 x4

Questions?

mailto:HR@blackwellinc.com

