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Editing timesheets

If you find an error in a timesheet before you transfer to payroll, then you can edit it by deleting:Click
here for full details

If the Transfer Batch field is empty, click on the Delete button.

Click Yes to confirm that you want to delete this timesheet.

. # Timesheet fopl Ideira as Support W S [ [
"| 41 0P M ! o Mot Transfer ko=
: Health - shifts = |
Details T ME'W Yeron [e] Delete timesheet?
e Client 512 City of E o
A L'”;Ed - Job Title Suppart \work
|meﬁ = ~  [EReferences PO Mumber [
DXl Timesheet Mumber 3428 Yes | Mo
Period W 20136
Dates From 22/07 /20T a o eerer20ms d
Payroll Company 1
Analysis Code
Entered 17/09/2014 11:11 By BARBARA

Processing Details
Invoice Mumber
Comment

Click Yes to confirm that you want to Re-create a provisional timesheet.

e
Query

lgl Re-create provisional timesheet?

es Mo

Click No if you want to completely delete the timesheet.
If you chose to create a provisional timesheet, edit the units and rates, as appropriate.

When you have entered the correct details, click on the Save Provisional button, or complete the
timesheet as usual.

If you discover an incorrect timesheet after it has been transferred you cannot delete it, it must be
cancelled with a negative timesheet and a recreated correct timesheet. (Payroll might require
intervention, depending on which system you are using).

Click here for full details on correcting a transferred timesheet using the Cancel/Correct button
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This will create a negative timesheet that reverses the original and recreate a provisional timesheet if
corrections are required.

Cancelled and replacement timesheets are linked and have corresponding timesheet numbers
(original timesheet number + C for the cancelling timesheet, original number + R for replacement

timesheet).

IQX Version 2.2.10.13 onwards: if an image is linked to the original timesheet this will also be linked
to the replacement timesheet.

Expand the original timesheet that requires deleting and click the Cancel/Correct button.

s

& # Timesheet for Barbara Kirkup as TEST at A Company o |[= =]
M| 4| | M| New Timesheet Help Q @ =  Document
Details Temp Desk Health - shifts desk. -
_ Temp MEYw Barbara Kirkup
Shifts Client TEST A Compary
Linked Job Title TES
1 Query
ﬁmEchEEt_s FReferences FO
RN Timesheet Mumber 33
Period L . =% Cancel / Correct this timesheet? (Cannot be undone - a timesheet that
Dates Fron W cancels this timesheet will be created.)
Payroll Company 1 -
Analysis Code LC
Entered 254
Processing Details Tra es Mo |
Invoice Mumber 104
Comment % T
Lire Sl ; itz Fay | Amount| Units | Charge | &mount o o : -
No. Description ‘ [ it ‘ Paid Rate e e A Grade|AWR?(LTD Shift
ﬂ 1 Standard Howrs FOO 1200 8400 FO0 1700 11900 H
4 3

Confirm if you wish to create a provisional replacement timesheet to make corrections (YES) or if you
just need to cancel the timesheet fully (NO).
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. It
Query
- ) Create a provisional replacement timesheet so that you can make
W' corrections?
Yes Mo

e, A

If you are making corrections and selected YES to create a provisional replacement timesheet,
depending on your Agency settings, you may then be asked whether you wish to correct just the PAY,
just the CHARGE or BOTH PAY & CHARGE.

The provisional timesheet is opened, it will have AMENDED in the comment field, edit UNITS and
RATES as required and either save provisional or complete the timesheet ready for transfer.

You will then have three linked timesheets, original, cancelled (negative) and amended (correct).

‘ Mumber | Invoice PE“';T:" | Temp '&E';';L;nt Company Job Title Comment
Y3356 MEW Eleanor Ryman AkdS00 ABBA Lid TEST
33060 MEW Eleanor Ryman AkdS00 ABBA Ld TEST CAMCELLED-
% 330ER MEW Eleanor Ryman Ak 500 ABBA Lid TEST AMEMDED-
See also

1.18 Timesheets.
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