Create/Edit Timecards as Timecard Manager
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Enter My UNlIverse, click e-Business Login
Login with Username and Password

To edit atimecard, reverse the current entry. Click (1) ‘Add a Row’,
(2) select the same hours type as the incorrect entry, but enter a
negative number of hours. Then, click ‘Add a Row’, (3) choose the
correct hours type and enter the correct number of hours

Select UNI Timecard Manager, then click "Timecard List"
located under UNI Manager Actions

To create an entirely new timecard, click the New
Timecard icon at the top of the page. Complete the timecard

Click the (a) "Timecard List" icon for the person whose timecard
you want or if not displayed (b) type their last name in the blank
search field, Click Go, then click the “Timecard” icon

Click ‘Save and Review for Submission” if you are finished with the
timecard or “Save For Later” if additional entries will be added
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Select the timecard you wish to review by clicking the Open
icon for the appropriate time period




