REQUEST FOR HISTORICAL TIME CARD EDIT FORM

SAVANNAH STATE Note: A Historical Edit is missed hours and exception time from a previous pay period,;

U[\J IVERSITY Exception time is used for monthly employees to record vacation, sick, jury duty, etc... since hours worked is NOT
: to be recorded in their timecards.

|:|10—Month Faculty (48F) [ 12-Monthly Faculty (48Y) [ Monthly (48A)
[]Temporary Staff (48C) CIFull-Time Staff (48H) [0 Student Assistant (48T)
[Jwork-study Student (48W) [ Temporary Staff — Exempt (48L)

Date:
Employee Name: ADP Employee ID:
Email Address: Phone Number:

Reason for Edit:

Exception Time for Faculty, Monthly, or Exempt Temporary Employees:
Pay Code: Vacation, Sick, etc... | Date Leave Taken (MM/DD/YYYY) Total Hours

Hourly Employee, Biweekly Employee:

Date (MM/DD/YYYY)  In Time (HH:MM AM/PM)

Out Time (HH:MM AM/PM) | Total Hours

TOTAL HRS.

**Please see Payroll Calendar for the Pay Period and for the Pay Period Start & End Dates. Separate forms should be submitted for each pay period missed.
Payroll Calendar is available online on the Human Resources web page and the Payroll web page.

Employee Signature:

Supervisor Signature:




	Date: 
	Employee Name: 
	ADP Employee ID: 
	Email Address: 
	Phone Number: 
	Reason for Edit: 
	Pay Code: Vacation, Sick, etc…, Row 1: 
	Date Leave Taken MMDDYYYY, Row 1: 
	Total Hours, Row 1: 
	Pay Code: Vacation, Sick, etc…, Row 2: 
	Date Leave Taken MMDDYYYY, Row 2: 
	Total Hours, Row 2: 
	Pay Code: Vacation, Sick, etc…, Row 3: 
	Date Leave Taken MMDDYYYY, Row 3: 
	Total Hours, Row 3: 
	Pay Code: Vacation, Sick, etc…, Row 4: 
	Date Leave Taken MMDDYYYY, Row 4: 
	Total Hours, Row 4: 
	Pay Code: Vacation, Sick, etc…, Row 5: 
	Date Leave Taken MMDDYYYY, Row 5: 
	Total Hours, Row 5: 
	Pay Period: 
	Pay Period Start Date: 
	Pay Period End Date: 
	Date MMDDYYYY, Row 1: 
	Date MMDDYYYY, Row 2: 
	Date MMDDYYYY, Row 3: 
	Date MMDDYYYY, Row 4: 
	Date MMDDYYYY, Row 5: 
	Date MMDDYYYY, Row 6: 
	Date MMDDYYYY, Row 7: 
	Date MMDDYYYY, Row 8: 
	Date MMDDYYYY, Row 9: 
	Date MMDDYYYY, Row 10: 
	Date MMDDYYYY, Row 11: 
	Date MMDDYYYY, Row 12: 
	Date MMDDYYYY, Row 13: 
	TOTAL HRS: 
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Text28: 
	Text29: 
	Text30: 
	Text31: 
	Text32: 
	Text33: 
	Text34: 
	Text35: 
	Text36: 
	Text38: 
	Text39: 
	Text40: 
	Text41: 
	Text42: 
	Text43: 
	Text44: 
	Text45: 
	Text46: 
	Text47: 
	Text48: 
	Text1: 


