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Workday Quick Guide: Edit Accu-Time Entry 

1. Go to the Global Navigation menu. 

2. Select the Time app. 

3. Select the Time Clock History option. 

4. Choose the time block you wish to update and then select Edit.   

5. Edit the Time Type and/or the Details of the time block as needed. 

6. Select Okay. 

7. Select Done. 
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