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Entering a Corrected Time Card
Entering a Corrected Time Cards 

· To enter a Corrected Time Card, click on MY PAST TIME CARDS in the left hand navigator pane.
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Please be aware that in order to make changes to past timecards you must complete a corrected timecard:
Welcome, Jane Doe! 1.Click on the Pay Period link

2.Click "Create Corrected Timecard" button
3 Enter your changes
My Time Card 4.Click on "Submit to Manager for Approval”

My Time Balances

| Logout of TAS View Expanded View Collapsed
TAS User Test

Pay Period Ending Status Comments
07/22/2004 Payroll Processed





· You are presented with all of your Past Time cards that have been processed through TAS. Click on the appropriate Pay Period for which you want to submit a Corrected Time Card.
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reate Corrected Time Card

Standard Professional Employee Time Card

NAME Jane Doe PAYROLL NO. 000000 BI-WEEKLY D/
UConn TAS PERIOD ENDING ~ 07/22/2004 NAME OF DEPT. SEC

Your Beginning Time Balances for Pay Period:07/22/2004
Welcome, Jane Doe! esion B anEE:

9 Day(s)
Sick Balance: 15 Day(s)
2 Day(s)
3 Day(s)
Comp Time Balance: 0 Hour(s)

[ wrmeons | Flday Tie
| Holiday Time Balance:

My Past Time Cards L
| Time Card Summary:

Logout of TAS 0 Day(s) of Sick Time
0 Day(s) of Vacation Time
B B
0 Hour(s) of Compensatory Time
0 Day(s) of PL Time
0 Day(s) of Holiday Time
P Managers/Supenvisors 0 Hour(s) of Compensatory Time

¥ Reviewer Access
¥ Atternates Access -

Time Card Status: Payroll Processed
‘PProfessional ti calculated in DAYS and time must be taken in the following increments-Full Day = 1.0, 3/4 = .75, 172 = .50, 1/4 = .25
‘JCompensatory is calculated in HOURS and must be recorded as such in the section below the time card.

[_Time Card Helper | [ Time Code Definitions |

Week One
Day Date ‘Amount of Time Code ‘Amount of Time Code ‘Amount of Time Code
FRI 07/09 0.00 0.00 0.00




· Your past time card is now shown to you.  Click the Create Corrected Time Card button at the top of the screen.
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NAME Jane Doe PAYROLL NO. 000000 BI-WEEKLY HRS 10
PERIOD ENDING 07/22/2004 NAME OF DEPT. SEC 267

Status of Corrections: New
Time Balances:
Balances available as of Last Download: 07/22/2004

Vacation Balance: 9 Day(s)
Sick Balance: 15 Day(s)
PL Balance: 2 D
i s e 3 Darie)
Comp Time Balance: 0 Day(s)
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· You are now presented with a Corrected Time Card (CTC) form.  This CTC has all of the original information from your time card.  Simply change what you need to change on the time card. You may also type a summary for more clarification. This information will get logged in the Corrections Log at the bottom of the CTC for your supervisor to review.  Now click Submit.
[image: image4.png]S e 1.UuU v = U.uu L Rttt R
WED 07121 - & [ B
THU 0722 & (| [ ®
¥ Time Card Comment Section

¥ Compensatory Time

I Click to Enter Comp Time Eamed i

Your Total Comp Hours Eamed This Cycle:

Corrected Time Card More Information:

Took 1 vacation and
earned 2 hours comp

Submit





· Once you click Submit, you are notified that the CTC was submitted successfully.
[image: image5.png]Corrected Time Card successfully submitted. You will receive an email notfication when it has been approved by your supervisor and Payroll wil be notified of your corrections.




· Your Supervisor now will receive a TAS generated email that notifies them to process the time card.  Please note:  AltSupervisor, Reviewer, AltSupervisor2, and AltReviewer may also access your CTC for approving via their Archive buttons in TAS.
· You will receive an email once your CTC has been approved by your Supervisor and you will also receive an email once Payroll has completely processed your corrections.
