Below are instructions on how to correct, modify, and Terminate (end date) entries on the Elements form: 

If the entry made needs to be corrected then the following steps need to occur:

1-Date Track to the beginning date of the element 

2-Make the correction within the data elements to change the incorrect value and the Last Action Code to "correct" 

3-When the system prompts to save changes as Update or Correction, choose Correction.

4-Save Changes

This will correct the original entry with the same beginning effective date as if the first entry was in error and flow to payroll as the "correct" that you chose in the Last Action Code.

If the entry made needs to be modified then the following steps need to occur:

1-Date Track to the beginning date of the modification of the element 

2-Go to the Entry Values for the Element 

3-Change the data element to the correct value 

4-When the system prompts to save changes as Update or Correction, choose Update.

5-Change the Last Action Code to what you would like to flow to Payroll, "Modify"

5-Save Changes

This will end date the original entry as of COB the day before the date track date making the new element the date tracked date as the effective date and flow to payroll as a code of "modify" that you chose in the Last Action Code.

If the entry made needs to be terminated then the following steps need to occur:

1-Date Track to the beginning date of the termination of the element 

2-Choose the appropriate Pay element (do not enter the entry values)

3-Hit the "Big Red X" on the tool bar

4-When the system prompts "Do you really want to delete this record?"  Choose "Yes"

5-When the system prompts "End Date or Purge?" Choose "End Date"

7-Save Changes

8-Requery Elements to the Entry Values for the Pay Element terminated above 

7-Change the Last Action Code to what you would like to flow to Payroll, "Terminate"

8-When the system prompts to save changes as Update or Correction, choose Update.

9-Save Changes

