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Purpose 

Use this procedure to delete previously approved time entries.

Prerequisites

 Approving Manager must have approved a time entry for the employee.

Menu Path

Enter the following URL address in the web browser of your computer, laptop or mobile device:

 https://ease.arkansas.gov
 SAP Fiori App (mobile device)

EASE 

Tips and Tricks

 Approving Managers must approve/reject the deleted time entries.
 Warnings may occur for duplicate time and leave entries until the manager has approved.
 Remember users must submit a total of 40 hours for each pay period. This could be a 

combination of time worked and/or leave used.
 Values used in this transaction are for example only.  Accurate data entry relies on a particular 

agency’s business processes.

https://ease.arkansas.gov/
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Procedure 

1. Log on to EASE to begin. 
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Home 

 

2. Click the My Timesheet tile.
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My Timesheet 

 

3. Click the approved Date intended for deletion.

In this scenario, a non-exempt employee needs to use leave for Tuesday, January 24th, 
which was previously approved on the timesheet.

4. Click the Delete button.

When the date is selected from the calendar, the delete check boxes are also selected for 
both time pairs for that date.

Users can also use the check boxes to select or deselect an entry for deletion as needed.
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Header Confirm Deletion 

 

5. Click the OK button.
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My Timesheet 

 

6. Click the Home button.

The deleted time entries are removed from the Time Assignment section.
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Summary 

You have successfully deleted previously approved time entries.
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Next Steps 

Create a leave request and/or submit corrected time entries as needed to complete your total working 
hours for the pay period.


