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Kronos: Reject an Approved Timesheet
Making Corrections After an Approval

Once a timesheet has been approved, changes cannot be made until the approval is removed. To
make corrections, the timesheet must be rejected, updated, saved/submitted, and approved

again.

> CCPS

Steps to Correct an Approved Timesheet
1. From the Timesheet Edit page, locate the timesheet period that requires corrections.
2. Click Reject to remove the approval and reopen the timesheet for updates.
3. Make the necessary corrections using one of the following methods:
o Manager: Make corrections directly on the timesheet or approve any outstanding
requests for the pay period.
o Employee: Submit applicable timesheet change requests or time-off requests for
manager approval.
4. After all corrections are complete, click Submit in the upper-right corner.

5. Click Approve to finalize and close the timesheet.

Reminder: An approved timesheet cannot be edited until it is rejected. After making corrections,
the timesheet must go through the submission and approval process again.
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