
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Historical Corrections for Monthly Employees 

To add missing time/leave hours to a 
Signed Off pay period, you will need to 
add a Historical.   
 
STEP 1. You must be in the correct 
signed off pay period in order to make 
this edit. 
 
STEP 2. Add the appropriate pay/leave 
code from the drop down in the Pay 
Code cell on the day the historical 
occurred, add the amount of hours and 
hit save.  
 

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” 
and the historical correction will 
appear in the updated totals section 
of their timecard.  



 

 

 Once you complete the historical entry, a 
diamond shaped icon will appear in the 
hour’s box of the entry. 

STEP 4: To verify the Historical 
Corrections, you must first 
change the time period back to 
Current Pay Period. 
 
STEP 5: You can view your 
corrections one of two ways. 
  
OPTION 1: First by clicking on the 
All Totals Icon, then Corrections. 
You will then see the corrections 
in the Totals Tab. 
 
OPTION 2: Click on the Historical 
Corrections tab in your Related 
Items Pane. A workspace will 
open that will show you all 
Historical corrections.                          


