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Human Resources & Payroll Department

Web Time Approver Change Request
	
Change Type:
[bookmark: Text1]          
	[bookmark: Check6]|_| Add Secondary Approver   
[bookmark: Check7]|_| Change Current Approver 
      Name of approver being changed ______________________

	


  New Approver Information:
	
Name:
	
     


	
E-mail User Name: 
	
	
      

	
Position Number :
(Located on Cport Timesheet/Leave Report)

	
     


  Employee(s) to Be Approved:
	
Support Staff: Employee Name and Position Number

Student Worker: need Position Number only
	
	
      


[bookmark: Text96]     
      

	
Organization Code(s):

	
     


  Authorization:
	Requested By:
	     
	Date:
	[bookmark: Text35]     

	Supervisor’s Signature:
	[bookmark: Text85]     
	Date:
	[bookmark: Text86]     



For HR/PR Office Use Only:

|_|  Approver Security Request
|_|  PTRUSER
|_|  PSAORGN
|_|  NTRRQUE

Completed By: ______________________  Date: ____________________
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