
Timesheet Adjustments
(ATLM)

quick reference guide
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This is for current pay period, BEFORE payroll has runBe sure you’re logged in with the 
appropriate business role. (for example: Payroll Coordinator or ERIC)

1. From the Global Navigation search bar, type ATLM for Time and Leave Management. 
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2. Enter the Employee ID on the Time and Leave Management page.

3. Click Apply once you’ve narrowed your search. 
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4. From the Grid Actions results, click the View button.
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5. On the carousel, select the Timesheet Roster (Existing Timesheets) tab. 
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6. Find the timesheet of the current pay period that has not been processed by state 
  finance, make sure the Phase is Final, click in to the Transaction ID.

Make the necessary timesheet changes needed. 

  9. Click Validate. 

  10. Click Submit. This timesheet will then go through the approval process. 

Once the timesheet is approved, you will see it in the Timesheet Roster (Existing
Timesheet)  in the 'Final' phase.
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The TIMEI (Timesheet) Transaction page opens. Go to the Time Entry tab. 

7. Click on the 3-dot menu      to the right.  

8. Click Modify. Once you hit modify you will notice the Version number should now 
  show 2.
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To verify your changes went through:

  1. From the Global Navigation search bar, type PAYM for Payroll Management. 

2. Enter the Employee ID on the Payroll Management page.

3. Click Apply once you’ve narrowed your search. 

4. From the Grid Actions results, click the View button.
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5. Click on the Pending Payments tab.  
  
Review the Pending Payments for the employee
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