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RECALL A TIMESHEET

The process of making changes to a time sheet will vary,
depending upon the following situations:

Use this procedure if the Supervisor has NOT approved the time sheet.

•

•

•

A time sheet can be recalled if it has NOT yet been
approved by the manager. To recall a time sheet,
follow the instructions in this job aid.
If the pay period has not been closed by Payroll, the
Manager can unapprove the timesheet. This will
allow the employee to go back in and re-submit the
time sheet. Follow the instructions in this job aid to
unapprove a timesheet. Once the supervisor has
unapproved the time sheet, the employee can recall
it for editing.
If the pay period has been closed by Payroll, you
must follow the amended process as outlined in the
Amend a Time Sheet job aid. In this instance, the
changes to the time sheet will be reflected in a
subsequent pay period.

1. On the Dashboard, click on the link in the Time Entry frame for Enter My Hours.
2. Make sure you are on the pay period for which you want to update the time
sheet.
3. Click the Recall

button to recall the time sheet.

4. A message appears “Time sheet recalled”. Changes can now be made to the
timesheet. Once complete, be sure to click the Save and then Submit buttons.
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Unapprove a Time Sheet (Supervisor)
If the Supervisor has already approved the timesheet AND the pay
period is still open, the Supervisor can Unapprove the time sheet by
following these instructions:
1. Log into EmpCenter.
2. Click on the link in the Time Entry frame for Approve Time Sheets.

5. Locate the employee’s time sheet which has already been approved. The Approval
column should have a green check.

6. Click the Approve checkbox to remove the checkmark.

7. Click the Save Approvals
the change.

3. If a pay period other than one currently shown is needed, click the
As Of Current Period checkbox and then select the appropriate
pay period end date by clicking on the calendar date.

button at the top of the screen to save

8. At this point, the employee can go back in and Recall the time sheet so it can be
edited. Refer to the instructions on the previous page for information on this
process.

