How to Do a Prior Pay Correction
You must first change the calendar.

Click Tools.

Click Calendar.

Select the week for the correction.

Be careful of the single and double arrow buttons to nagivate (<<,<). Single arrow scrolls by month, double arrows scrolls by year.

The tree will refresh with the new pay period ending date displayed.
Select employee from tree.

Click Labor.

Click Prior Pay Corrections.

Click Correct and Certify.
Click Accept.
Make the correction.

Click save.

You will not see the Certify buttons for a prior pay correction on Correct/Certify screen until there is an actual correction entered and saved.

Click the cert button.

If a prior pay has been sent to DCPS the “Sent to DCPS” tag will be displayed. You will not be able to certify a correction once it has been sent to DCPS. Certify all prior pays as soon as the correction is made. Prior pays are sent to DCPS via a batch job twice a week.
If a prior pay has not been certified, a manual signature is required. Run Reports/Labor/Certification/Manually Certified Employees. Print, sign and file the report.
Run the Reports/Labor/Pending Prior Pay Corrections report for this employee. The employee will show on this report up until the correction is sent to DCPS.
If you make a mistake, you can click the reset button on the Prior Pay Correction screen, then click save to discard your changes.
If the employee had a work schedule change for a prior pay, you can not make the prior pay work schedule change. You must send the prior pay correction to Fiscal and Fiscal will make the correction in the Payroll system.

DCPS = Payroll System
