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.

Login to LoboTime. Navigate to "Manage Timecards" and click on the arrow at
the top of the tile to open.

Ol LoboTime |

@ Welcome back, testmgr

HR and Payroll Updates : My Notifications ~ : Manage Timecards

HR and Payroll encourage you to review the Previous Pay Period v S
information on our website. Tasks 0 > All Timecards

time.unm.edu

2 Clean Timecards

Payroll deadlines are available here. My Requests 0 > Timecards with no >
payroll.unm.edu/mypay/pay-schedule.html exceptions
Here are job aids to help you with LoboTime. Employee Requests 3 >

time.unm.edu/resources/job-aids_ukg_v1.pdf

Current actual leave balances are maintained in Notices 0 >
UNM's Employee Dashboard, not in LoboTime.
Please go to the link to see your current balances.

pp.unm.edu/EmployeeSelfService/ Timekeeping Requests 0 >
System Messages 0 >
Timekeeping 0 >
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2  Select the Employee whose leave entry needs to be adjusted.
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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.
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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.

Project Sun 2/01 M m ‘ ‘ 2/05 Fri 2/06 Week Timeframe
Daily total
L) Mar 2026 4
Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 74
8 9 10 11 12 13 14
s @M@ @ m|AE
22 23 24 25 26 27 28
29 30 31 1 2 3 4
5 6 7
( Totals Audits Accruals W

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.

View by Employee ¥ B ~ 3/16/2026 - 3/20/2026 & v 2Employee(s)selected €3 Loaded  2:24 PM
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Name [2/2] v 12A 4A 8A 12P 4P 8P 12A 4A 8A 12P 4P 8P 12A 4A 8A 12P 4P 8P 12A 4A 8A 12P 4P 8P 12A 4A  8A 12P 4P 8P

Sick Leave ...
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Sick
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8  Click Edit.

= @ [N Schedule Planner with Absence Calendar Q e &
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© = A <- C 9
Quick Show / Gantt View Zoom Share Refresh Save
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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.

Q ? ”» W Mon 3/16 - Fri 3/20 I
3/16/2026 |
Mon 3/16 W Tue3/17 Wed 3/18 _
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10 Click Apply.
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11 Click Save.
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