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How to Correct Time Entry

On this job aid:
® Correct Time Entry

Correct Time Entry

1. From Applications, select "Time and Absence"

@% Time and Absence

2. Under "Tasks", select "Enter Time".

[E1 Tasks
Review Time
Return Worker from Leave
My Team's Schedule
Time Off & Leave Calendar
Time Clock History
Request Absence
Enter Absence
Correct My Absence
Correct Absence
Enter Time for Worker

|Less (7)|

3. Enter name of the worker whose time you are reviewing then click “OK”.
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Enter Time for Worker

Worker * =

Date * 06/25/2020 [

Cancel

4. Use arrows to select a work week to correct time.

Enter Time i

Tdny 3 Marg8-14,2021

Tims Paried Lacksut Pardnia
C2/2A/2021 - DHOT292 0212272021 -0/

5. Click on the block you want to correct.
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iy L Mar8-14, 2021

6. A pop up will appear.

Enter Time 03/12/2021
Status Paid
Time Type * | % Hours Worked - = ‘
In * | 01:55 PM ‘
Out * | 04:44 PM ‘
Out Reason * | Out v ‘
Hours 2.816667

Position *

Student Admission Ambassador, Ca.. ¥ ‘

Details

Comment

View Details

Delete Cancel
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. Correct the time entry as needed and Click OK.

Enter Time

Time Type # »

Ot * 120

06/15/2020

Status Nat Submitted

Hours Worked -

n % 0900 aM

0 PM

Qut Reason * | Maa

. Correct the time entry as needed and Click OK.

Hours 3
Details
Comment

View Details

Dalete

Cancel

Enter Time

CaNZ/enz

Slubus Pakl

Time Type % | =

Hors Birker] <

Im 0

=3 Pl

Oant ) D&

i Rearon # i o

[0 A

wn

Heurs 20

B33

[
Pozition L | Mudert Admis=lon Ambassados, Ca

Details

C ol

Wiaw Dataila

Cancel
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9. To add additional time, double click on the time period you want to enter.

Enter Time  romiie Cosiers. @

Taw (> Mars- 14,2021 Wasc *  Aetons = Summary

T - - . : Mare - 14,20

Tims Panas Lchoul
ez - sy

v Mok

10. Enter the time and click OK.

r s
o
a 03,/08,2027
Enter Time
Tirme Typa * | ¥ Hours Worked - =
In 0200 P
Ot # | 0500 PM
Dut Raason # | Ot ¥
Hours *3
Position # | Student Admission Ambassador, Ca.. »
Details
Comment ‘
Cancel

11. Once the time is correct click on Review.
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Enter Time  nmie conms mm

by 4> Mard- 14,2021 - Vask v Aebors = summary

Feva varins Lockst s
DLRZR] -GV ORI NI

12. After seeing notice that process was successfully completed, click “Done”.

You have submitted Time Entry: Natalie Costero - 2.816667 hours from 03/08/2021 o 03/14/2021 &R

Process Successfully Completed

> Details and Process
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