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Timesheet - How to Recall and Resubmit a
Timesheet

Please Note:
Once you submit a timesheet, you can only recall and edit it if it has not yet been
approved by your manager.

Conditions:

  • For approved days – reducing hours:
If your timesheet for a specific day has already been approved and you need to reduce the
hours (e.g., you applied for longer hours than you actually worked), Please inform your Business
Manager and request it by submitting a form to Payroll.

  • For approved days – adding hours or missed days:
If your timesheet has been approved and you later realise you need to submit additional hours,
or if you missed submitting hours for a prior pay period, these can be claimed in any future
timesheet submission from "Casual Relief Days - Prior Periods" section.

Please Note:
It is essential to submit your timesheet for the current pay period on time.

  • If you miss submitting your timesheet, it may result in a delayed pay or your pay being taxed
at the marginal rate for your tax bracket.
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1 Navigate to your Timesheet page and Select the timesheet period you would like
to edit.

2 Scroll to the bottom of the page and click Recall.
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3 A pop-up message will appear in the right corner of your screen confirming your
timesheet can now be edited. You may delete, add a new row, or make changes as
needed.

4 Once recalling your timesheet, the Recall button will change to Validate, and a
Reset button will appear if you wish to completely delete your timesheet and start
over
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5 As an example, let’s delete an entry

6 Click "Delete"
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7 Click "Timesheet line deleted"

8 You can now validate your timesheet again and resubmit it for your approver's
approval.
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9 Click "Submit"

10 Click "Submit"


