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Making a Payroll Adjustment in ADP® Time & Attendance

1. Select People and Process > Payroll > Payroll Adjustment

HOME PEOPLE AND PROCESS REPORTS SETUP

T|m Timecard Prepare for Payroll
1 Scheduling Move to Next Pay Period
> Payroll Reconcile Projections
Employee Payroll Adjustment

Indi Exports

2. For the employee for whom you want to make a payroll adjustment, click Create Adjustment.

Payroll Adjustment @

©20113©  Albright, Anthony * Q
<status is active> vY
Position ID: 13 Pay Class: BIWEEKLY Status: Active
Supervisor. Home Department: 400

CREATE ADJUSTMENT

Payroll Summary Timecard Detail Benefits

Date Selection: | Current Pay Period « 10/10/2020 - 10/23/2020 Q

3. Complete all necessary fields as follows:
e Pay Date: Type a day in the current or next pay period that you want the adjustment made to
e Pay Code: Type the Pay Code that you want to pay the employee with
e Adjusted Transaction Date: Type the date that the employee is owed time for
e Hours: Type how many hours you want to pay the employee for

Pay Date: * mm/dd/yyyy E8 Labor Charge Fields
Pay Code: * Q
Adjusted
Transaction mm/ddlyyyy 8 Department
Date: 400 a
- 0.00 I
Hours: e
Days: 0.00
© “
Rate: 0.0000
Dollars: 0.00
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4. Click Submit.

Notes:
Edit Reason: * | EDIT Q
=) SUBMIT © DELETE

Editing or Deleting a Payroll Adjustment

1. Select People and Process > Payroll > Payroll Adjustment.

HOME PEOPLE AND PROCESS REPORTS SETUP

TI m Timecard Prepare for Payroll
Scheduling Move to Next Pay Period
> Payroll Reconcile Projections
Employee Payroll Adjustment
Indi Exports

2. For the employee for whom you want to change a payroll adjustment, the Timecard Detail tab.

Payroll Adjustment @
@1013©  Adams, JohnJ * Q <status is active> vY

Position ID: 25 Pay Class: Hourly Weekly Status: Active
Supervisor: Home Department: 200

Payroll Summary Timecard Detail Benefits

Date Selection: | Current Pay Period 109/01/2020 - 09/07/2020 [ Q

CREATE ADJUSTMENT
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3. Click the Adjustment Pay Date.

Payroll Summary Timecard Detail Benefits

Current Pay Period & 09/01/2020 - 09/07/2020 | Q

Date Selection:

ENABLED
APPROVE FOR
FOR SEPARATE  TIME
PAYROLL PAY DATE PAY CODE DAYS HOURS RATE DOLLARS CHECK SUMMARY
& Adjustment Pay Date: | 09/07/2020 ||
¢ Mon 9/07 Overtime (OVERTIME) 800 00000 0.00 v
SUBMIT

4. Do one of the following:
e Toedit the Payroll Adjustment, change field values as you want and then click Submit.
e Todelete the Payroll Adjustment, click Delete.

PayDate:* |9/7/2020 @ Labor Charge Fields
Pay Code:* | OVERTIME
Adjusted
Transaction | 9/1/2020 =] Department
Date: 200 d
Hours: 8.00
Days: 0.00
e

Rate: 0.0000
Dollars: 0.00
Separate
Check: .
Notes:
Edit Reason: * | EDIT Q

£ SUBMIT © DELETE
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