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How Do I Enter A Prior Period Adjustment As A Time & Absence Approver? USGKB0011369 

 

Introduction 
This process describes the steps necessary to Enter a Prior Period Adjustment in Manager Self Service. 

! Important 

Managers can enter prior period adjustments that go back 28 days. 

Contact your institution’s Payroll Admin/ Practitioner for any changes beyond that time. 

Instructions 

Time Approver> Team Time tile 

1. Select Time Approver. 

 
 

2. Click on the Team Time tile 
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3. Select Report/Approve Fluid Timesheet. 

  

4. Click on   to search by specific filter options such as Time Reporter Group, Employee Name, Employee ID, 
etc and click Done. To search for all employees click on Get Employees – by selecting this option it will populate all 

employees assigned to you. 
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5. Click on the date range to view the calendar to select a specific date and view prior periods.   

 

 

6. Make the necessary changes by adjusting the time information into the corresponding date. 

  

7. Click on the  button  

 The time is submitted to the approval workflow, and a confirmation message is displayed at the top of the page.   
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NOTE: After the timesheet is submitted it is important to make sure to Approve so the adjustment is properly processed on 

the next payroll processing cycle. 


