Quick Reference Guide:
Line Manager - Edit Timecard

Purpose:

WaveWorks

TRANSFORMATION IN MOTION

This Quick Reference Guide will walk line managers through the process of editing their employees’ timecards
in WaveWorks. Your team’s timecards are generated automatically when they use the Web Clock to clock in and
employees can update their timecards directly in WaveWorks, eliminating the need for a Time Change Request

form.

At the end of the pay period, your employee completes the attestation and submit their timecard. Once you
approve the timecard, they will be notified via their email and WaveWorks.

Step-by-Step:
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1. Sign into
WaveWorks using
Single Sign-On
(SSO).

Navigate to the R
My Teams Tab ——
and then click L.

“Show More” -
under the Quick & e
Actions Menu. .
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Scroll down the
Quick Action Items
to the Time apps.

Time

E}i Add Current Time Card
Select the Team
Time Cards.

Team Schedule

ﬁ' Add Other Time Card

Select the employee
whose timecard
you’d like to edit.

Team Time Cards

Period Start Date

You can click on the o
period start date to =

begin editing the N
timecard.
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Click on the “x” to
dismiss messages at
the top of the

gw Time Card
ol wis

Person Number 125059 Time Card Period 03/20/2026 t0.04/02/2026.

timecard to enable

editing.
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gw Time Card

5. Review the e
timecar d. DOuble Person Number 125059 Time Card Peiod 03/20/2026 t204/02/2026
click a cell tO edit. B @ & | viewnmeTouls | | ViewCakultedTime | | Attestations a

Hours Type * Lunch Hours  Start Stoy Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantity Start
If both In and Out = A s o
are missing, enter
.
both before saving.
. . H @ & | Viewlmeotls View Calculated Time. Attestations &
6. Right-click a cell — e —— :
d click Add — @ con 5 5 i Toas
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omment to L . o
provide details. :
Total Hours. Insert Row Below 0 hours

Duplicate Row

Comments are
required on ALL
edited cells.

Delete Row

Ungroup Entries

gw Time Card Comments x

7. Select the comment
icon to view all
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on the timecard. ;

Total Hours.
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9. To delete aline n 1 e [ ] .
entry, right-click v I T B = ——— ———
the row and select
Delete Row.
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