
MAKING ADJUSTMENTS WITHIN WEB TIME ENTRY 

 

For prior period adjustments that are to be paid at the same pay rate that the student is currently being paid, the student will need to enter the number 
of hours worked under the adjustment line on their timesheet (see arrow in the screen shot above) on either a Saturday or a Sunday.  Then it is 
MANDATORY they enter a Comment (instructions for providing a comment on the next page) – to provide breakdown by day of the hours worked 
and why the adjustment was needed.  The supervisor (approver) will need to approve these hours along with the timesheet in order for them to be 
paid.  Note: If the Approver does not agree with the hours entered, they should not approve them. 



 

 

 

Click the Comments Button to add a comment. 



 

A text box will open. This is where you will type your explanation of the adjustment hours.  Give details of the hours worked by the day as in the 
example above.  Be sure to always click the SAVE button.   

Note:  If you have worked these hours at a different pay rate, please do not use the adjustment line to correct your pay.  Your supervisor will need to 
contact payroll to request a green adjustment card.  Also, if you were mistakenly paid too many hours on a prior period, you will not be able to enter 
negative hours on the adjustment line.  The system will not accept negative hours.  Your supervisor will have to request a green adjustment card to 
adjust for the overpayment.  Please have your Supervisor contact HR with any questions they cannot answer, extension 7177. 

 


