How to do a Corrected Timesheet
﻿

Types of corrections:
Depending on the timesheet status and whether the correction should be transmitted to the payroll provider, different types of timesheet corrections are available. Each type is explained below:
NOTE:  In most cases the 1st option “create (regular) correction will be used.
· Create (Regular) Correction. Perform this type of correction on an historical timesheet that has been processed within the previous 26 pay periods. The correction is recorded locally and transmitted to the payroll provider. When you save the correction, the timesheet is appended with (C) in the Pay Period column on the Select Timesheets page.

Local Corrections are not used often.  They are for record keeping purposes only; they are not transmitted to NFC. 
· Local Correction. Perform this type of correction on missing timesheets (that is, timesheets that have not been created), or historical timesheets. The correction is recorded locally but not transmitted to the payroll provider. When you save the correction, the timesheet is appended with (LC) in the Pay Period column on the Select Timesheets page.

Prior corrections are used infrequently.  May be used if new employee or Intermittent employee did not submit timesheet, for example. 
· Prior Correction. Perform this type of correction on missing timesheets (that is, timesheets that have not been created.) The correction creates a new timesheet that is recorded locally and transmitted to the payroll provider. When you save the timesheet, it is appended with (P) in the Pay Period column on the Select Timesheets page.
NOTE: If this is the first time the timesheet has been corrected, the correction timesheet is a copy of the original timesheet. If the timesheet has already been corrected, the correction timesheet is the most recently corrected version of the timesheet.
To make a timesheet correction, take these steps:
[bookmark: _GoBack]1.  Click Select Timesheets on the main menu.
The Select Timesheets page opens.
2.  Click the check box on the row that identifies the employee, and then select Create Correction from the Timesheets menu.  
The Create Correction page opens.
3.  Optionally, select the year from the Select Year drop-down list and then click Go.
4.  Click Create Correction on the row that identifies the timesheet you want to work with.
A pop-up alerts you that a timesheet profile has been created for the pay period.
5.  Click OK to dismiss the alert and open the timesheet.
6.  Make changes.
7.  Type a remark in the Action Remarks text box. This is a required field.
8.  Click Save.
The system sends a notification message to the employee.
9.  Click Cancel to go back to the Create Correction page.

