
Historical Edits with Retroactive Pay 
Historical edits are changes that an authorized employee makes to a timecard in a signed-off pay period. For 
example, if the vacation time you took was incorrectly charged, you may be able to enter a historical edit to 

adjust the timecard. You cannot make historical edits for the current pay period. 
 
Open the timecard of the employee for whom you need to make a historical edit with Retroactive Pay 
 Click Amount > Add Historical with Retroactive Pay Calculation 

 

 
 
 

 
 
 
 
 
 
 
 
 

Complete the 
applicable entries in 
the Add Historical 
Amount with 
Retroactive Pay dialog 
box and click 
Calculate Differences. 
 
The edits are then 
translated into 
individual historical 
amounts that you can 
choose to Save or 
Cancel.   



 

 
Note:  
Impact Accrual – select this check box to adjust accrual balances. 
Included in Total – select this check box to include the amount updating to be paid. 
                               Clear the check box if you are only updating accrual balances. 
 
 
To view your changes go to the time period the historical edit was made effective on your timecard, you will 
see the save information. 
 

 
The Save information will appear under the “Total & Schedule” tab and the “Historical Amount”. 

Check the 
corresponding “Impact 
Accruals” if apply or 
include in Total. Click 
“Save” 


