
Amending Timesheets in MyTime 
 

Remember the three A’s when amending and requesting an offcycle.  All three steps must be completed before the offcycle deadline. 
 
 

AMEND TIMECARD 
Go to the pay period the error occurred. Click the Amend button. 
 

 
 
 
 
 
 



Once you click the Amend button, the timesheet will open so that you can make the correction. You will always be able to view the original timesheet. 
 
After you have made the correction, click Save. 
 

 
 
 

 
 
 
 
 



Version #1 shows timecard before amendment was done 
 

 

 
 



Version after amendment was completed: 
 

 

 
 
 
 
 
 
 
 
 



 

ADD PAYCODE TO REQUEST THE OFF-CYCLE 
 
This step only needs to be completed if you are requesting the amendment to be paid as an offcycle. 
 
Go to the Current pay period, Insert a Row – Add the “Off Cycle Pay Amend”  on any day with a number “1” 
 
Click Save- this will show red tacks with an exception message – this is expected. 
 

 
 
 
 
 
 
 
 



 

APPROVE AMENDED TIMESHEET 
  
Click on the Home Tab 

 
 
Click on Approve Timesheets 

 
 
Approve the amended time sheet 

 


