
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.

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.)
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3. For this example, we’ll show both 
options. Begin by clicking the 
Existing Time Cards tile.

Note: Time change requests can be 
made from the Existing Time Cards 
tile or the Request Time Change tile.

4. Select the pay period for which 
the change is occurring.
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5. Click the Actions button.

6. Select Request Change.

7. Alternatively, you can begin by 
clicking the Request Time 
Change tile.
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Note: You might need to enter the 
date before the Reason field is 
displayed.

Note: Time change requests can only 
be submitted for one day at a time. A 
new request must be submitted for 
each time change.

8. Enter the date of the  time change.

9. Select a reason for the time 
change.

10. Click the Add button.

11. Enter the time change details.

12. Click the OK button.
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13. Click the Submit button.

Note: The request will be routed to 
your manager for review and 
approval.

Note: Changed time will NOT be 
visible until the change request has 
been approved. 
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Viewing Time Change History

1. Select Me to display your 
employee functions.

2. Click the Time and Absences 
icon.

3. Click the Existing Time Cards 
tile.
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4. Select the pay period for which 
you are viewing your time change 
history.

Note: A blue information box will 
appear at the top of the page.

5. Click the View all change history 
link.
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End of Procedure

6. View your time change history.

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


