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Edit a Punch  
Complete these steps to make changes to time entries.  To complete these steps the entries tab must be 
selected. 

 

 

 

 

 

1. Select the entries row you 
need to edit. 

 

Note: If the status is unvalidated, rejected, or approved edits will not be available. 

 

2. Click on the Actions menu 
and select Edit Entry.  
 

Note: Changes can only be 
made before hours are 
approved or rejected.  
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3. Update the entry as 
needed.  

  

 



Care Provider Edit or Reject  

Time Entry QRG 

 
 

4. Click on the Reason (blue) 
plus sign button and select 
app reason code.  

 

Note: For Reimbursement 
services always select the first 
reason code from the drop-
down menu. 

 

 

 

 

 

 

 

 

 

 

5. Once the Reason is 
selected, click the plus sign  

6. Click Yes on the alert.  

 

 

7. Click Save, an alert will 
appear, click Yes.  

 

The original will be in a 
rejected status. A new line 
item will be created.  
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Reject a Time Entry   
To complete these steps the 
entries tab must be selected. 

 

1. Select the entries row 
that needs edits.  

 

Note: If the status is unvalidated, or approved reject will not be available. 

 

2. Click on the Actions menu 
and select Reject.  
 

Note: Reject can only be 
selected before hours are 
approved.   

3. Click Yes on the alert.   

 

 

 

 

 

Note: The time entry will be updated to a rejected status. 

 

Tip: visit https://aveannasupportservices.com/resources/care-provider-
resources/aveannacare/ to access videos and printable user guides. 
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