
How to edit a timesheet as a timekeeper
1. log in to PeopleSoft, and on the landing page, select Employee Self-Service.
2. Select Manager Self-Service.
3. Select the Team Time and Attendance tile.
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How to edit a timesheet as a timekeeper
4. To look for an employee, click Filter.
5. Search by Employee ID.
6. Click Done.
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7. Click on the employee's name
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How to edit a timesheet as a timekeeper
8. You can now make the necessary changes to the timesheet.
9. Once the edits have been completed, click Submit.
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