Cenne

Submitting a Time Change Request

Note: If a time reporting change is
needed after your time card was
approved or after 5 days from the pay
period end date (7 days if the timecard
was rejected), you must use the
Request Time Change function in
Connect.

Changes to the actual time card can still
be made if the status is New, Saved, or
Submitted provided you are within the
5 day deadline (7 for rejected time.)

ESS — Managing & Viewing Time Card Changes

1. To submit a Time Change Request,
select Me to display your employee
functions.

2. Click the Time and Absences icon.
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Note: Time Change requests can be @ Current Time Card Existing Time Cards @ Request Time Change
made from the EXIStlng Tlme Cards Open your current time card. Access all of your time cards. Send a request to change your worked

tile or the Request Time Change tile. time.

3. For this example , we’ll show both ﬁ‘.'/' Add Absence Absence Balance Existing Absences
Optlons° Begln by Cllelng the Request an absence and submit for Review current plan balances and View, change or withdraw existing

Existing Time Cards tile. approval absences taken or requested absence requests

Time Cards

lLast 5 time cards v

Y7 6/26/21 - 7/9/21 Entered
Total Hours:110

4. Select the pay period for which e - 2192 Approved
the change is occurring. Absence Hours:6

r‘i‘tl 6/12/21 - 6[25/21 Approved
ola ours:

Absence Hours:24

t‘i‘rl 5/29/21 - 6/11/21 Approved
otal Hours. '
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Approved 80.00

Status Reported Hours

Show Details

5. C(Click the Actions button.

Entries
6. Select Request Change.

Actions v View By I Reported details by entry date v | Sort By

Request Change
; 8.00 Hours

Sick Take - 512 Supervisors | E3888

@ Current Time Card Existing Time Cards @ Request Time Change

Open your current time card. Access all of your time cards. Send a request to change your worked
time.

7. Alternatively, you can begin by
clicking the Request Time

Cha ge tile =74} Add Absence E Absence Balance E@ Existing Absences

Request an absence and submit for Review current plan balances and View, change or withdraw existing
approval absences taken or requested absence requests




C'ecn ne ESS — Managing & Viewing Time Card Changes

Note: You mlght need to enter the *Date *Reason for all changes
date before the Reason field is 6/15/21 t | ‘ ‘
displayed.

Update to timecard due t v ‘

Note: Time change requests can only Time Entries
be submitted for one day at a time. A B

new request must be submitted for ’ There's nothing here so far.
each time change.

Time Entries

8. Enter the date of the time change.

*Assignment Number CMHA Projects
. v Select | v
9. Select a reason for the time | | [setoctavake |
Change *Pay Code Program Code
‘ Training - Admin Time v ‘ ’ Select a value v ‘
10. Click the Add button. *Quantity

11. Enter the time change details.

Comments

CPR training

12. Click the OK button.
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13. Click the Submit button. Request Change
Note: The request will be routed to

your manager fOI' reVieW and *Date *Reason for all changes

approval. 6/15/21 e Update to timecard due t v

Note: Changed time will NOT be Time Entries

visible until the change request has
been approved.

Training - Admin Time | E3888 3.00
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Viewing Time Change History

My Team My Client Groups Benefits Administration Risk Management

APPS

1. Select Me to display your M PersonalDetall B

. * E
employee functions. T
g> Document Records

Directory Onboarding Checklist Tasks

2. C(Click the Time and Absences
icon.

5, Identification Info

Contact Info o I o
L | |

;‘ 1 Family and Emergency Contacts Time and Career and Persongl
Absences Performance Information

My Organization Chart

@ Current Time Card Existing Time Cards @ Request Time Change

Open your current time card. Access all of your time cards. Send a request to change your worked

time.

3. Click the Existing Time Cards

tlle. Add Absence Absence Balance Existing Absences

Request an absence and submit for
approval

Review current plan balances and

View, change or withdraw existing
absences taken or requested

absence requests
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Time Cards

‘ Last 5 time cards v

7 6/26/21 - 7/9/21 Entered
Total Hours:110

4. Select the.pay period f(?r which N T —
you are viewing your time change LI"HHU—I

history.

Absence Hours:6

7i7| 6/12/21 - 6/25/21' Approved
otal Hours:

Absence Hours:24

ii‘7| 5/29/21 - 6/11/21' Approved
otal Rours:

Information
Note: A blue information box will e Changes were made to this time card}/View all change history.

appear at the top of the page.

5. Click the View all change histor
link. ® / Approved 80.00

Status Reported Hours

Show Details




Cenne

ESS — Managing & Viewing Time Card Changes

6. View your time change history.

Note: Employees and managers have
access to view the change history
information.

End of Procedure

‘ Search... Q

Time Card Status

Before Change
Submitted

Time Card Status

Before Change
Approved

Time Card Status

Before Change
Submitted

Time Card Status

Before Change
Entered

Time Card Status

Before Change
New

Time Card: 2/6/21 - 2/19/21

Show Filters

Updated On 8/10/21 9:28 PM
By

After Change
Approved

Updated On 8/10/21 9:26 PM
By

After Change
Submitted

Updated On 2/22/21 6:20 PM
By

After Change
Approved

Updated On 2/22/21 5:51 PM
By

After Change
Submitted

Updated On 1/22/21 2:04 PM
By

After Change
Entered




