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Correcting a Timesheet Error
Supervisor Guide

Students and temporary workers are not able to make corrections to their
timesheet. The first point of contact should be the supervisor so they can correct it
on their behalf.

1 Navigate to HR/Pay: https://hr.ku.edu

2 Login with your KU online ID and password.

https://hr.ku.edu/psp/hrprd/?cmd=login
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3 Click the Time & Absence tile.

4 You will see a list of the individuals who report to you. The red clock icon indicates
there is an error. Select that row.
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5 Click the calendar icon to navigate to a specific date or use the arrows to move
between weeks.

6 The grey triangle indicates the row that needs corrected. Enter the missed clock in
or out time.
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7 Always add a comment when time has been altered as this is an audited record.

8 Once you have entered a comment, close the comment box.
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9 Click "Submit"


