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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.  

 

Note: To add a reason code, click 
on the Add Reason Code field (a 
drop-down menu will appear) click 
on one reason. 

 

4. Click Save, an alert will appear, 
click Yes.  
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The original will be in a rejected status. A new line 
item will be created.  

 

 

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.  
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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. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ATENCIÓN: si habla español, tiene a su disposición servicios gratuitos de asistencia lingü.stica. Llame al 1-888-255-8360 (TTY: 711). 
注意：如果您使用繁體中文，您可以免費獲得語言援助服務。請致電 1-888-255-8360 (TTY: 711) 。 
Aveanna Healthcare, LLC does not discriminate on the basis of race, color, religion, national origin, age, sex, sexual orientation, 
gender identity or expression, disability, or any other basis prohibited by federal, state, or local law. 
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