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Manager Steps to Edit Previously Approved Leave
Requests for Non Exempt Employees
This guide shows you how to update or edit previously approved leave that has
changed with the Lobotime scheduling tool. You'll learn how to adjust the hours and
apply changes to ensure accurate records.

1 Login to LoboTime. Navigate to "Manage Timecards" and click on the arrow at
the top of the tile to open.
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2 Select the Employee whose leave entry needs to be adjusted.

3 Click Pay Period for the leave entry that needs to be adjusted.
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4 Edits cannot be made directly from the timesheet.

5 From the Go to menu, navigate to the Schedule to proceed.
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6 Select the date range you are looking for and click Apply.

7 To edit the time card, select the leave pay code that needs adjusting and right
click. In this example we've selected Sick Leave.
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8 Click Edit.

9 Adjust the time and/or pay leave code depending on if the employee needs to
change the type of leave taken, or the amount of hours requested.
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10 Click Apply.

11 Click Save.


