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Editing a Synched Timesheet  
Now let’s talk about Timesheets. What if you need to make timesheet and pay statement changes 
after syncing time but, before you’ve closed or submitted payroll? 

If you need to edit a timesheet, after you have already synced time to the pay statements, the 
change will not automatically flow through to the pay statement. So we must make our edits and 
then re-sync the time. 
 

Let’s go through the steps now on how to make this happen. 

1. Select the hamburger menu. 
2. Select Manage Payroll. 
3. Select Manage Payrolls. 
4. Select View All Payrolls. 

The following window displays. 

 

5. Select the dollar symbol/gear icon to go to the payroll prep process. 
The following window displays. 

 

6. Select the hyperlinked text, Go To Time Prep. 
7. Select the hyperlinked text, Unlock Pay Period. 

The following pop up will display.  
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8. Select the checkbox next to Include Unlocking Of All Accounts Within Pay Period. 
9. Select the Yes button. 

The following window will display with the success message. Now we’ll make our updates to 
the unlocked pay period. 

 

10. Select the hamburger menu. 
11. Select Manage Time. 
12. Select Manage Timesheets.  
13. Select By Pay Period. 

The following window will display the employees in the pay period. 
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14. Select this icon  next to the employee whose timesheet you want to edit. 
The following window will display. 

 

15. Select the date that needs to be edited. 
The timesheet edit window will display. 

 

16. Enter the changes necessary. 
17. Select the Save button. 

You will return to the Time Prep window with a success message. 
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18. Select Refresh. 
We see that the Time Prep window now shows that there has been an edit to a timesheet.  

 

19. Select the hyperlinked text, Process Records. 
A warning pop-up displays. 

 
20. Select the Run button. 
21. Select the Lock Pay Period hyperlink text. 

A Question pop-up displays. 
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22. Select the Yes button. 
23. From the Time Prep window select the Go To Payroll Prep hyperlink. 

Since the timesheets were updated we need to re-sync the time as updates do not 
automatically flow through. 

24. Select the Sync Time hyperlink. 
The Payroll Sync Time window will display. 

 

25.  Select the checkbox next to the payroll we updated.  
26. Select the Sync Time button. 

The payroll has now been edited and synched. 
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