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Time Card Corrections on Employee Time Card

Time Card Corrections on Employee Time Card

At this time, Paylocity highly encourages addressing Pending Corrections prior to addressing Missing Punches as

the correct request could correct the missing punch.

% EXAMPLE: Missed punches filled manually on the timecard that match corrections submitted by the employee
do not automatically address the submitted correction. If manual adjustments address corrections, a user with

supervisor access to the time card can Deny the correction as no longer needed or delete the manually filled
punches to approve the corrections the employee submitted.

Users can view pending corrections from the employee’s time card by selecting Time Card Corrections. The
number of pending corrections submitted for the defined pay period appears in orange. When a payroll lockout is

in effect, users who do not have edit access to Perform Edits During Payroll Lockout on the Feature Access
Template cannot approve or deny pending requests.
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When selecting Time Card Corrections, the corrections grid displays:

* Employee Name

e Date the user Submitted the correction

* Correction Type

* From: The current time card punch information
* To: The requested change
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* Any correction Notes provided
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* Users can Approve or Deny multiple corrections at the same time by selecting the corresponding check

box.

* Supervisors can view additional details by selecting the Submitted date time stamp. The Request

Submitted date and time appears in the view user's time zone, not the employee's.

* Navigation arrows appear to the left and right of the requested correction to allow supervisors and
administrators the ability to Approve or Deny pending requests from the View Correction Details view.

that day on the time card.

You can view this article at:
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If a user approves a day on a time card and then adds and approves a time card correction, it un-approves
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