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Timecard Adjustment 
 

Once a timecard has been approved it can no longer be directly edited.  Instead, a Timecard Adjustment must 
be used to change the timecard. 

 
1. From the menu, under Time and Attendance, select Timecard Adjustment. 

 
 

2. Click  start an adjustment. 

a. Alternatively, you can click  from the menu. 

 
 

3. Since a Timecard Adjustment is updating data on a different record, add a new adjustment will start you 
out by finding the existing timecard that needs to be adjusted.  Thus, you start with a query screen. 
 

4. Enter the criteria you need to find the timecard you need to adjust and click   
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5. Click on the Transaction hyperlink of the timecard you need to adjust. 

 
6. The Timecard Adjustment will initially show all the lines on the timecard selected.  You cannot remove 

the original line, the only line you can remove is one you add before you save the adjustment. 
 

7. You can do any of the following: 
a. Click the Line hyperlink to adjust an existing line. 
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b. You can enter a description explain why the adjustment was made. 
c. Enter the Adjust Hours using a negative number to reduce the time. 

d. Click:  
 

8. To add a new line to the timecard, click  

 
9. This allows you to enter a new line to the timecard. 

a. Enter either the Work Order and Phase or the Leave Code.  One of these is required.  Action 
Taken is option. 

b. Enter the Hours. 
c. The Time Type and Labor Class can be changed if needed. 

d. Click  if you have no other new lines to add, or  if you need to add another 
line to the timecard. 

 

10. When you have made all the adjustment necessary, click  
 
Note: Once an adjustment is saved it cannot be edited.  To make any more changes to the timecard you 
must create a new timecard adjustment. 
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