
UKG TIMECARD CORRECTION

Date ______________ EE Name___________________________________________ EE ID________________ DEPT CODE______________________

Notes_________________________________________________________________ Supervisor Approval__________________________________________________

Time Clocking EE: Record missing or overpaid hours using clock punches (AM/PM). Total the hours per day by the Job and the Type of Pay = Regular, OT, PTO, etc.

If applicable, also enter punches for a Secondary Job's missing hours along with the department.  May require multiple lines/pages.

Job Title Under/Over Paid? Date IN Punch OUT Punch Daily Hours Type of Pay Dept Code Special $'s Payroll Use

Hours Entry EE: Enter Job, Date, hours, and the pay code = Regular, OT, PTO, etc. Enter 2nd Job, Dept, and/or Grant Codes if applicable.

Job Title Under/Over Paid? Date Daily Hours Type of Pay Dept Code Grant Code Special $'s Payroll Use


