Historical Corrections for Monthly Emplovees

i, ot 1221 o | ) ) (i ) To add missing time/leave hours to a

(e o Signed Off pay period, you will need to
o add a Historical.
e A BT s e s 2 s s i s e D s

E — 2 - \ STEP 1. You must be in the correct

B JET— signed off pay period in order to make
BE s s this edit.

Tue 207

[ | wea 2o BIGAM  BSSwdent-WSF 12000 37 ~

¥ UM OGSt WSE AN 2 5 1 \ STEP 2. Add the appropriate pay. /]eave
E e T . . - code from the drop down in the Pay

B0 sam s Code cell on the day the historical

gm = — = e m, add the amount of hours and
7] 123N LOSSuden WS JA0PM E1) &6 3108 8 hlt save.

Totals | Leave Activity

Al B0 5]

T e B e —

STEP 3. After you click on the Save
button, a pop up box will appear
asking if you would like to include
your edits in the totals. Select “YES”
© Do youwant o inciudeyou s in e Toals? and the historical correction will

Comes o [Sa] appear in the updated totals section
of their timecard.

Save Details




Once you complete the historical entry, a

:} : - . - -
Sat 3/18 HIST-VAC 8.0 diamond shaped icon will appear in the
hour’s box of the entry.
i s =] 5F . . .
et < STEP 4: To verify the Historical
Tof1 | 1653373-0426300 Loaded: 418 PM Mﬂmye S . .
Corrections, you must first
V. 4 m 8 0O . change the time _period back to
S e Current Pay Period.
Date Sched..  PayCode  Amount In Transfer out Shift Daily Period v
# s STEP 5:You can view your
# 1 snaw corrections one of two ways.
+ X Mona/03 8 S00AM £30PM 80 80 80
+ X Tued/04 8 8:00AM i 4:30PM ' 80 80 160 . . .
+ | X Wed4/05 8. 8:00AM i 4:30PM ) 80 M FlrSt by ClleIng On the
TIET T — R 50 All Totals Icon, then Corrections.
TIECERE sooaM " aom 0 You will then see the corrections
+ Sat4/08 in the Totals Tab.
Tol | EiveAcvvity OPTION 2: Click on the Historical
i i . o A1k Corrections tab in your Related
Locaton 0 dccoun BayCote Aoy Moges Items Pane. A workspace will
l_ 0/AH093/HR003/004263-00  HIST-VAC 80 5180.40 || Open that Wl].]. ShOW you all
0/AH093/HR003/00426300  REG 400 $902.00 Historical Corrections
-
#+ £
+*
<L
{ Tz ) DN A | Audits
Refresh  GoTl
| Conmegits
Date Time Tie  Account  PayCode  Amoumt  WorkRuk  Ovemide  Commemt FEdtDate FdtTme  User  DafaSowce Mot PersonlD PersonName -
< | Historical Edits
Lo Add Pey (. REG il YUAMT 122N | eBBONT Timecerd.. 82658 Bertolome.

| SignOffs and Approvals




