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Preface 
Any modifications to this document, as the document exists within NEOGOV’s body of 
documentation, are the sole responsibility of the entity modifying the document. By making any 
change to this document, you agree that modifications and unchanged portions of the document 
are your sole responsibility, comply with legal and regulatory requirements, comply with the terms 
of the Service Agreement between you and NEOGOV, and you further agree to update the 
document as product changes are released reflecting the author of the changes. 
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Overview 
Hourly employees may need to adjust their timesheet for any reason that requires they arrive late 
or leave early. At the end of the week, the employee submits their timesheet, and the manager 
approves it. Managers and employees can adjust and submit timesheets using the Self Service 
Dashboard. 

 

For employees, adjusting time only works for unsubmitted timesheets. After submitting, 
managers or admins can adjust time. 

 

Adjusting Time on Timesheets 

Employees 
Salaried employees typically adjust the Amount, and hourly employees adjust the Start Time 
and End Time. All employees can adjust the Time Code for things like jury duty. When adjusting 
start and end times, the Amount field automatically updates. 

1. Go to Dashboard > Time & Attendance > My Timesheet tab. 
2. Select the desired timesheet from the Timesheets drop-down list. 

 

 
You can also use the Timesheets Quick Action to go directly to the current time sheet. 
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3. Select the desired row and edit the Start Time or End Time. 

 
4. After editing any field on the timesheet line, click out of the field to save the change. 

NEOGOV automatically adjusts the totals. 

 
5. To add a new line, go to the desired date and click +. A new line appears. 
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6. Adjust information as needed, then click away from the line. NEGOV adds the new line and 
adjusts the entry. 

 
 

 
If there are lines you don’t need, click the trash can icon to remove them. 

 

7. If needed, click the Comments icon to add a note about the adjustment. 

 
NEOGOV will change the icon when you save the comment. 
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Managers 
1. Go to Dashboard > Time & Attendance > My Team’s Timesheets tab. 
2. Select the desired Pay Period. 

 
3. Locate the desired employee and click their name. The timesheet opens. 

4. Select the desired row and edit the Start Time or End Time. 

 
5. Click away from the timesheet to apply the changes. NEOGOV automatically adjusts the 

totals. 
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6. To add a new line, go to the desired date and click +. A new line appears. 

 

 
7. Adjust information as needed, then click away from the line. NEGOV adds the new line and 

adjusts the Total Hours. 

 

 
If there are lines you don’t need, click the trash can icon to remove them. 
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Submitting Timesheets 
Employees submit their timesheets at the end of the week using the Dashboard. 

1. Go to Dashboard > Time & Attendance > My Timesheet tab. 
2. Select the desired timesheet from the Timesheets drop-down list. 

3. Select the desired timesheet period. 

 

 
You can also use the Timesheets Quick Action to go directly to the current time sheet. 

4. Click Submit. The Submit Timesheet for Approval dialog appears.  
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5. Select the statement checkbox, then click Submit, or Cancel to back out. 

 
A confirmation appears indicating that the timesheet was submitted and the timesheet 
changes to the Submitted status. 
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Approving Timesheets 
After an employee submits their timesheet, the approver approves it using the Dashboard. The 
approval appears as a task for the approver to complete. 

1. In the Time and Attendance product, navigate to the Self Service Dashboard. 
2. Click Tasks. The Tasks screen appears with the To Do tab active. 
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3. Click the desired timesheet under Due this week. The timesheet opens. 

 
4. If approving, click Approve. The Approve Timesheets dialog appears. 
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5. Click Approve to process the timesheet or click Cancel to back out. 

 
NEOGOV displays a confirmation indicating the approval and the timesheet status displays 
Approved. 

6. If denying, click Deny. The Deny Timesheets dialog appears. 
7. If needed, enter a reason for the denial in the Note field. 
8. Click Deny to send the timesheet back to the employee, or click Cancel to back out. 

 
NEOGOV displays a confirmation indicating the denial and the timesheet status displays Open. 
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