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Editing an Employee’s Time Sheet 
 

Removing time from a Time Sheet 

• Log into UD Time, www.udel.edu/udtime 

• Go to Edit Employee Time and open up the assignment you need to edit for this employee 

• For the time you want to remove, go to that row of data and where the plus sign is   you 

would click on the downward pointing triangle which will give you a list of actions to choose 
from.  

You would choose Delete Row: 

 

 

 

• A pop-up will appear asking you are sure you want to delete that row- click yes 
 

 
 

• Repeat these steps to remove any additional entries that need to be removed.  

• Once you have removed everything, click on the save button . This will save your 
changes.  

  

http://www.udel.edu/udtime
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Editing an Employee’s Time Sheet 
 

Adding time on a Time Sheet 

• Log into UD Time, www.udel.edu/udtime 

• Go to Edit Employee Time and open up the assignment you need to edit for this employee 

• Find the date(s) you need to enter time on behalf of the employee  

o Missing Time Slice:  

 Locate Red Exception where missing time slice is 

 

 Enter time appropriately in top of the box for clock in time or in the bottom of 
the box for clock out time 

 

o No Time Entered:  

 Locate the date(s) you need to enter time 

 

 Enter time appropriately in top of the box for clock in time and in the bottom of 
the box for clock out time 

  

***Time can be entered in Military time 0000 – 2400 or by entering a or p after the time (8p = 8:00 pm 
and 927a = 9:27 am)*** 

• Once you have added everything, click on the save button  at the top left-hand corner 
of the timesheet. This will save your changes.  

This example is missing 
an out punch. Add time 
in bottom section of box 

http://www.udel.edu/udtime
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Editing an Employee’s Time Sheet 
 

Hourly rate changes on a Time Sheet 

If you are permanently changing an employee’s hourly rate, be sure to submit an additional assignment 
or JED to update that hourly rate. You can use the instructions below to update that hourly rate until the 
Additional Assignment form or JED is approved. You can also use the instructions below for temporary 
changes to an hourly rate. 

• Log into UD Time, www.udel.edu/udtime 

• Go to Edit Employee Time and open up the assignment you need to edit for this employee 

• Find the date(s) and time slices you need to change the hourly rate for: 

 

• There is a column called Rate Override, it is to the right of the time slice 

o Here you will type in the hourly rate for that time slice:  

 
• Once you have made changes to the rate override column for all the necessary time slices, click 

on the save button  at the top left-hand corner of the timesheet. This will save your 
changes. You will be able to see in the results section that your changes were successful: 

 

  

http://www.udel.edu/udtime
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Editing an Employee’s Time Sheet 
 

Funding Source changes on a Time Sheet 

If you are permanently changing an employee’s funding, be sure to submit an additional assignment or 
JED to update the funding appropriately. You can use the instructions below to update the funding until 
the Additional Assignment form or JED is approved. You can also use the instructions below for 
temporary changes to funding. 

• Log into UD Time, www.udel.edu/udtime 

• Go to Edit Employee Time and open up the assignment you need to edit for this employee 

• Find the date(s) and time slices you need to change the funding for: 

 

 

• There are columns called Project/Grant, Speed Type, Account, Class and User Field to the right 
of the time slice. These fields are prepopulated with the current funding information. 

o In those boxes you update the funding for that time slice by clicking in the box and 
typing in the new information or using the search in the drop down:  

 

 
• Once you have made changes to the fudning for all the necessary time slices, click on the save 

button  at the top left-hand corner of the timesheet. This will save your changes. You 
will be able to see in the results section that your changes were successful: 

  

http://www.udel.edu/udtime
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Approving an Employee’s Time Sheet  

Log into UD Time, www.udel.edu/udtime. Go to Approve Time Sheets:   

 

Find the employee either by clicking on an assignment group or using the find button. Once employee is 
found, CHECK the Approve button: 

 

Once the Approve button is checked, then click on the Save Approvals button: 

 

Once Saved that time sheet is now approved (green checkmark). You can verify this by clicking on the 
scroll next to the Approve button. As long as you see it says approval then the timesheet is approved: 

http://www.udel.edu/udtime
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Unapproving an Employee’s Time Sheet  

Log into UD Time, www.udel.edu/udtime. Go to Approve Time Sheets:   

 

Find the employee either by clicking on an assignment group or using the find button. Once employee is 
found, UN CHECK the Approve button: 

 

Once the Approve button is unchecked, then click on the Save Approvals button: 

 

Once Saved that time sheet is now unapproved (no green checkmark). You can verify this by clicking on 
the scroll next to the Approve button. As long as you see it says withdrawal then the timesheet is 
unapproved: 

http://www.udel.edu/udtime
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UD Time Tips 
Tip #1 

If someone looks like they have 2 assignments that are exactly the same, this usually means the one 
assignment is now inactive and a new one has been reestablished. Quick indicators of this is there is 
usually a -1, -2, -3 in the () and the other indicator is there should be a date at the end of an inactive 
assignment: 

 

 

That date represents the date that the assignment became inactive and cannot be used to record time 
after that date. This mean, any time worked prior to 9/6/17 should be recorded on that assignment and 
any time worked after 9/6 would be recorded on the new assignment. 
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Tip #2 

If there is a “-” or “+” on a time slice 

 

- Means that the time worked was for the day prior 
+     Means that the time worked was for the day after 

 

 

If you see a + in front of a clocked time, this means it was worked the following day. In this example, the 
employee clocked in at 10 p.m. on 9/2/17 and then clocked out on 9/3/17. If you see time with a +, you 
should always double check how many hours are listed in the result. For example, an employee may 
have clocked in and forgot to clock out… they then clock out the following day. That may look like this: 

    

Initially this doesn’t look wrong, it looks like they worked 12 to 4 (4 hours) but in reality they worked 
from 12 to 4 the following day (28 hours). Be sure to correct this time slice if they employee did not truly 
work this time. 

 

  



12 
 

Tip #3 

All of the headers are sortable – it defaults to sort the name in alpha order. If you double click on the 
“Total Hours” header, anyone who has hours will be brought to the top. 
 

 

 

Once sorted, you will see all employees by greatest total hours to least (again you can do this for each 
header – so if you wanted a quick glance to see if anyone had OT or Exceptions, you could sort by that 
header) 
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Tip #4 

Recommendation – Review, Edit and Approve all on the Approve Time Sheets page. This will save you 
time as you won’t have to navigate away from the approval screen. 

• Go to Approve Time Sheets 

 

• Click anywhere inside the rectangle for an employee and a separate window will open up to 
display the employee’s time sheet. 

 
 

• When that window opens up, you can review, update, then save and close that time sheet. You 
can then Approve that time sheet on the approval screen or move to the next employee to 
review/update. If you did not approve as you went, you can then approve them once you are 
done your review.  
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Tip #5 

Filter on results –  

can get totals for your assignment if they have multiple assignments 

 

Can get totals by speed type if you remove rate and assignment, this would collapse everything by 
differing speed types ---- would need to find an example or just explain how these filters work 
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Tip #6 

Time Sheet Views  

You can change the way you view an employees Time Sheet. You would select the drop down at the top 
of the screen next to more – typically defaults to List View. Here you would select how you want to view 
the time sheet: 

 

 

List View – Displays each time sheet entry for the entire pay period in a list. 
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Table View – displays the days as columns with the entries in rows. This view lets you quickly enter 
repetitive time. Instead of selecting a pay code, labor distribution field, shift, or job code for each day, 
you can utilize the Table View to enter your options once and simply enter the daily hours for each pay 
code.  

 

Day View - Displays only one day of time and attendance information. 

 


