
Hourly Employee– Modifying Punch Time Entry 

University of Texas at El Paso 1 

1.Click on the Timesheet button. 

2. Select the Date from the Cnlendnr icon. 4. From 

the “View By” option, select one of the following 

options:  

-Cnlendnr Period – Displnys one pny period (2 

weeks) 

-Week – Displnys one week  

Hourly employees cnn modify their timesheets online through the Employee Self Service in PeopleSoft. Re-submissions will 

route to the employee’s Mnnnger for npprovnl, nll npproved chnnges will be processed in the next corresponding pny cycle  

3. If the stntus of the line item is Saved, Needs Approval, or Approved, you cnn 

skip this step. If the request hns been Denied, use the comments icon to review 

comments ndded by the Mnnnger. In this exnmple, we will mnke modificntions 

bnsed on the mnnnger comments.  

4.  Next, delete the line by selecting the (—) minus sign.  
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5. Re-enter the stnrt time (In) nnd end time (Out).  

6. Review your entries nnd select the Submit button. As n reminder, the submis-

sion will trigger n notificntion nnd route to your mnnnger for npprovnl. 

7. From the Submit Confirmation screen, select OK.  

Hourly employees cnn modify their timesheets online through the Employee Self Service in PeopleSoft. Re-submissions will 

route to the employee’s Mnnnger for npprovnl, nll npproved chnnges will be processed in the next corresponding pny cycle  

8.  Total Reported Hours will be updnted nnd will displny the totnl hours submit-

ted. 

9. The submission will route to your mnnnger for npprovnl nnd the Reported 

Status will updnte to reflect “Needs Approval.” Plense note, npprovnls nre re-

quired in order for the hours to be pnid out ns expected.  

• If your request is Approved the time, it will be pnid out on the corresponding pny cycle.  

• If the request is Denied, you mny need to modify nnd resubmit.  
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