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When it comes to payroll, acronyms are often used. Below is a list of the most commonly used

ones related to Payroll Adjustments:

Commonly Used Acronyms 

Central Payroll

Department Time Administer

Earn Code

Employee

Employee Benefits and Services Division

Memorandum of Understanding

Payroll Adjustment

Pay Period

Record Number

Signature Not Available

Short Term Disability

Time Reporting Code

Time Sheet Amendment

CP

DTA

EC

EE

EBSD

MOU

PA

PP

RCD

SNA

STD

TRC

TSA

 

Description Acronym



TIME SHEET
AMENDMENT 

This presentation aims to give you an overview for completing a Payroll Adjustment (PA). Our

objective is to provide you with a guide that assists you in understanding and completing a Payroll

Adjustment. Please note, that while our goal was to make this training as comprehensive as possible,

if you have a specific question about your PA, you should contact your assigned Payroll Technician at

Central Payroll for general PA’s and / or a Human Resources Technician from EBSD for Short Term

Disability PA’s. This guide will cover the following topics:

PAYROLL ADJUSTMENT
FORM

PAYROLL QUERY

LEAVE ACCRUAL
WORKSHEET 



Time Sheet Amendment (TSA)

The Time Sheet Amendment (TSA) is used to make corrections to earnings in either the current pay period or past pay
periods, regardless of the original source used to submit their time. 

A Time Sheet Amendment submitted to Central Payroll must not contain any errors. If the Department Time
Administrator (DTA) deadline has passed and the payroll specialist needs to adjust / correct time, a TSA must be
submitted along with a PA. 



Time Sheet Amendment (TSA)

Employee Information (top section of the Time Sheet Amendment)

1  Employee Name -  Must match the the information in EMACS Job Data
2  Employee ID # - Enter the 5 digit employee ID number
3  Record # - The record number is important to ensure employee is paid from correct record (RCD #)
4 Company - Found on the Work Location tab in Job Data
5  Pay Group - Found on the Payroll tab in Job Data
6  Department ID # - Found on the Work Location tab in Job Data
7  Pay Period End Date - The date will auto populate when you enter the first date of the pay period in the worksheet
8 Employee Signature - If employee is not available to sign, write SNA
9 Work Schedule - Enter an “X” in the box that matches the employees work schedule 



Time Sheet Amendment (TSA)

1 - Enter the first day of the pay period (Saturday) in the first available date field and hit enter or tab. The remaining dates for that
pay period will automatically populate. This will also populate the pay period end date, as indicated on #7 from the previous
slide. 
2  - List the number of hours / units of what is being reported for each day. Values can only be in increments of .25 (refer to the
MOU when adjusting overtime and differentials for eligibility requirements). 
3 - Enter one TRC per line. TRCs are either alpha or alphanumeric and up to five (5) digits. Ensure that the correct TRC is used for
the employees’ Job Code Title. Refer to TRC Codes to Earning Codes Translation Exhibit.
4 - Daily Hours entered in the form will automatically populate the daily amounts in the ‘Total Hours’ fields for each day, week
and pay period.
5 - Fill in pages numbers. You can submit multiple TSAs at a time if multiple pay periods need corrections.
6 - An Authorizing Signature is required and certifies that all information is correct. The Authorizing Signature is the employee
processing the TSA, usually the Payroll Specialist. 



Time Sheet Amendment (TSA)

Ensure the Time Sheet Amendment has authorized approval

Verify that the Total and Total Hours fields are completed and equal to the number of hours/units listed 

Verify that the correct TRCs have been recorded

Verify the employee’s requested leave time is available (if applicable)

Verify that the hours/units are listed in quarter hour increments 

Retain a copy for department file

Payroll Specialist Responsibilities



Query
Next you will need to run the following query:

This query will give you all necessary data for the Pay Period(s) that you will be correcting. The following is an example of the
query ran in the HTML Format . The highlighted Earn Codes or Earnings are the paid earnings that would need to be included
in the Payroll Adjustment.  The Query shows Earn Codes and not Time Reporting Codes (TRCs). Also, for some earn codes you
will see that you use Earnings and not hours for the adjustments. 

For a list of TRCs to Earning Codes: Time-Reporting Codes (TRC) to Earnings Codes Translation  
You can also search them in EMACS - Payroll Specialist Tile → Tables → Earnings Table

https://emacs.sbcounty.gov/wp-content/uploads/sites/91/forms/TRC-Codes-to-Earn-Codes-Translation.pdf


Payroll Adjustment Form

The Payroll Adjustment Form is available

on the EMACS Resources Website in the

Central Payroll Forms section. Various

versions are provided based on the

specific type of Payroll Adjustment you are

making and the information required.

The upcoming slides will detail the Payroll

Adjustment Form, which for the purposes

of this guide is broken up into sections A-

G.



1 - If Applicable enter the Termination Effective Date. If the department needs a PA processed immediately for a terminated
employee, call a supervisor at Central Payroll so an exception can be made. If a recovery is needed, this would ensure the
recovery is taken from the employee’s cash outs, if there are any, instead of sending the employee to collections.
2 - Check the appropriate box of leave type, if applicable. 
3 - Enter the 5 digit employee ID number. This must match the Time Sheet Amendment that is attached. 
4 - The record number is important to ensure that the employee is paid from the correct department and the correct pay rate.
Most employees only have the one record number, 0. 
5 - The employee’s last and first name must match the employee ID number that is listed in EMACS Job Data. This also must
match the Time Sheet Amendment. 
6 - List the pay period(s) that are being adjusted. If the adjustment is older than 13 pay periods, and you are paying the
employee (not swapping paid times), you will need to attach a Payroll Adjustment Approval Request
7 - List the employees Company, as found on the Work Location tab in Job Data
8 - List the employees Pay Group, as found on the Payroll tab in Job Data
9 - List the employees Union Code, as found on the Job Labor tab in Job Data
10 - List the employees Department Name, as found on the Work Location tab in Job Data
11 - List the employees Department ID, as found on the Work Location tab in Job Data

Payroll Adjustment Form



In the leave accrual area of the Payroll Adjustment you fill in the following information:

1 - The first row is for the leave balance for the pay period prior to the period(s) that is being adjusted. Example: You are
processing a PA for pay period 14/25; you will enter the employee’s leave balances for pay period 13/25 on this line. 

2 - The second row is for the leave balances for the most recently confirmed pay period. 

3 - List the pay periods that correspond to the balances listed. 

Note: Leave Adjustments from a PA will affect leave balances available for current payroll

If an adjustment is being submitted that is adjusting leave time going back for three (3) or more confirmed pay periods or
if you are recovering monies from the employee, then a Leave Accrual and Adjustment Worksheet needs to be submitted
with the payroll adjustment. This helps to ensure that the employee would not have a negative leave balance, which could
lead to a recovery, as a result of the corrections that are being made. 

Payroll Adjustment Form



In the From Query / Paycheck Data section, you should list what occurred
during the pay period that is being adjusted. Obtain all necessary data for the
pay period by running the SB_PAYROLL_CLK_EARN_BY_BGN Query. 

1 - This is for the week that is being adjusted. For a C07 employee, the hours are
split between week 1 & week 2 (use 1 and 2 for each week in this column), for
NCV employees, their weeks are not separated therefore you can just use a 1 in
this column. 

C07 Employees: an employee who is covered by the protections of Fair Labor
Standards Act (FLSA).
NCV Employees: an employee is exempt from certain protections provided by
the FLSA.

NOTE: You will see if the employee is C07 or NCV in the query. 

2 - This should be the Earn Codes shown in the query that  you ran. All Earn
Codes need to be listed here EXCEPT BSL, ECB, PCB, QPH, RTC, WDP and any
retro code. They should also be listed in the same order as they are listed on
the query. This enables ease of processing. 

3 - This needs to list the units or dollar amount (depending on the code) that
were listed on the query. This field must contain a 2-digit decimal. 

Payroll Adjustment Form



Payroll Adjustment Form

In the Paycheck Data Should Be section, you should list what the paycheck
should have looked like. This is based on the Time Sheet Amendment that you
did first and will include with this Payroll Adjustment. In this section, you will
need to take into consideration items such as FOW (FBP Opt-out/Waive
Dollars), Overtime, FHA (Fixed/Floating Holiday Accrual), Comp time accruals,
Shift Differential, Bilingual Pay, etc. 

1 - You should list the EMACS Earn Code NOT the TRC code. The Earn Code is
found on the query. The TRC is the code that you use on the Time Sheet
Amendment which will need to be translated to an earn code. Most Earn Codes,
but not all, start with a P. 

Note: SAME is not an acceptable entry in these fields

2 - This needs to list the units or dollar amount (depending on the code) that
should have been paid. This field must contain a 2-digit decimal. 



This section should list the specific Pay Period Dates you are
adjusting and should match the pay period listed on the top of the
PA and the TSA. 

If the employee is a C07 employee, the pay period dates need to be listed as
week to week dates. 

Example: 06/14/2025 - 06/20/2025 & 06/21/2025 - 06/27/2025

If the employee is an NCV employee then enter their full 2-week pay period
dates. 

Example: 06/14/2025 - 06/27/2025

Payroll Adjustment Form



Payroll Adjustment Form
The Requested Change(s) should be the ‘Paycheck Data Should Be’  MINUS ‘From
Query/Paycheck Data’ section. 

1 - You only need to list the EMACS Earn Codes that are being adjusted. This is what
will be seen on the employee’s pay statement once the adjustment has been
processed. 

2 - You should only list the units or dollar amounts (depending on the codes) that are
being adjusted. This field must contain a 2-digit decimal. 

Please carry the same Earn Code across the same line on the Payroll Adjustment.
Example: REG stays on the same line all the way across the form.

In this example below the employee coded 50 hours of REG time which also resulted in 10
hours of Overtime (OTF: Overtime FLSA .5 Portion). If we remove the extra 10 hours of REG,
we also have to remove the 10 hours of OTF



1 - You must list the reason for the request. This helps clarify the changes you are requesting as sometimes changes
can cause more questions. Example: Removing 10 hours of REG or Retro approval of STD.

2 - The Payroll Specialist MUST print their name and sign the form. 

3 - Enter the date the PA is being completed. 

4 - Enter the Payroll Specialists phone number. Ensure that you list the complete phone number, including the area
code. This is helpful if Central Payroll needs to contact the Payroll Specialist for corrections. 

5 - Enter your department Mail Code, if applicable.

6 - The Appointing Authority or Designee’s must print and sign their name here, giving authorization for the Payroll
Adjustment to be made. 

Payroll Adjustment Form



This Payroll Adjustment Form is invalid and will be returned if it does not contain the following:
The Payroll Specialist printed name and signature
The Appointing Authority or Designee’s printed name and signature
A recovery letter is not included if recovering more than $25.00 from the employee
A Leave Accrual Worksheet is not attached, when needed

If you do not have enough rows on the PA form, use the Payroll Adjustment - Miscellaneous Continuation Page

Recoveries are done in the same amount of pay periods that the over payment happened. If the employee needs to
request a hardship, an approval from your department Human Resources Business Partner (HRBP) will need to be
attached.

Terminated Employees: If an employee is terminated, ALL Payroll Adjustments must be submitted to Central Payroll as
soon as possible. This will provide Central Payroll the opportunity to process any recoveries against any possible cash-
outs due to the employee. Make sure that the PA is notated with a term date so it can be processed quickly. 

Remember that REG, ICS and 002 must ALL be adjusted the exact same way in order to correctly adjust an employee’s
time. What you do to one, you must do to all three and they must all be either positive or negative, No Exceptions.

Remember that ALN & ALO may need to be adjusted depending on the employee’s eligibility to overtime in 
conjunction with leaves. 

Additional Important Information

Payroll Adjustment Form



Payroll Adjustment - Miscellaneous Example
For the following sample we are going to work off the SBQ011 Query ran on Page 8 of this document. For this example we
will assume the employee should have coded 40 hours of vacation time in week #2, instead of 30.

This is how their eTime was originally coded: 



Payroll Adjustment - Miscellaneous Example
The Time Sheet Amendment should look like this:



The corresponding Payroll
Adjustment form would be
filled out like this example.

Please note: This employee
receives longevity (EC: ML5).
Since their payable hours
did not change we do not
need to adjust their ML5. 

This guide will cover
adjusting Longevity or other
earn codes on slide # 26. 

Payroll Adjustment - Miscellaneous Example



1 - Enter the 5 digit employee ID number. This must match the Time Sheet Amendment that is attached. 
2 - The record number is important to ensure that the employee is paid from the correct department and the correct pay rate.
Most employees only have the one record number, 0. 
3 - The employee’s last and first name must match the employee ID number that is listed in EMACS Job Data. This also must
match the Time Sheet Amendment. 
4 - List the pay period(s) that are being adjusted. If the adjustment is older than 13 pay periods, and you are paying the
employee (not swapping paid times), you will need to attach a Payroll Adjustment Approval Request
5 - List the employees Company, as found on the Work Location tab in Job Data
6 - List the employees Pay Group, as found on the Payroll tab in Job Data
7 - List the employees Union Code, as found on the Job Labor tab in Job Data
8 - List the employees Department ID, as found on the Work Location tab in Job Data
9 - List the employees Base Rate of Pay, as found on the Compensation tab in Job Data (make sure you check the effective date
of the rate of pay to ensure you are using the correct amount)
10 - List the date you will be sending the Recovery Letter to the employee
11 - List the pay period of the effective recovery date

STD - Payroll Adjustment Form

Follow the instructions from pages 10-16 to fill out the remainder of the form 



When employees are out on medical leave and their leave is retro approved by Met Life or The Standard after they have
been off work you will have to submit a STD Payroll Adjustment. You can initiate a STD Payroll Adjustment after checking
the portal and determining payments have been made for past pay periods. 

You may also receive an email from EBSD that looks like this:

STD - Payroll Adjustment

The numbers that are highlighted are the amounts of STD that you will adjust with your Payroll Adjustment. The next few
pages will show you a sample of a STD Payroll Adjustment with this employee, who was fully integrating. If an employee fully
integrates time and then receives retro Short Term Disability payments, it will exceed 100% of the employee’s base salary,
resulting in a recovery. Once Central payroll receives the payment from the employee their leave balances will be restored.  



For the following sample we are going to work off the email example from EBSD from the previous slide. 

This is how their eTime was originally coded and their SBQ011 Query: 

Payroll Adjustment - STD Example



The Time Sheet Amendment should look like this:

It should be noted:
If the employee is not fully
integrating leave balances
and originally coded
WOPSK (EC: UPS), you
would replace WOPSK
hours with HSP (STD Partial
Integration).

Payroll Adjustment - STD Example



The Time Sheet Amendment should look like this:

It should be noted:
If the employee is not fully integrating leave
balances and originally coded WOPSK (EC:
UPS), you would replace UPS hours with HSP
(STD Partial Integration).

Date of Recovery Letter:
Enter the date you are mailing the letter out
to the Employee. 

Recovery Eff. Pay Period:
Add 15 days to the date above and this will
give you the Pay Period the recovery will take
place in. 

For example - If you dated the recovery
letter as July 15, 2025, +15 days = PP 17/25 (15
days is July 30, 2025 which falls during
PP17/25)

Payroll Adjustment - STD Example



When processing a Payroll Adjustment that requires a recalcuation of Longevity Pay (Example: ML2, ML3, etc.) or other Earn
Codes, you will need to know the following information:

Employee’s base rate of pay
The number of payable hours

Continuing with the STD Payroll Adjustment from the last two slides, the full time employee was approved for retro STD sick
leave and was approved for 22 hours of retro STD for the week. The employee also receives a 3.00% longevity (ML5).  This is
the employee 

From Query:                                                            
Base pay = $25.41 / hr
ML5 = $30.49

18.00 (paid hrs.) x $25.41 (base pay) = $457.38
$457.38 x 0.03 (longevity) = $13.72 ML5(new amount)
$30.49 (ML5 from query) - $13.72 (new ML5) = $16.77 (per week = $33.54 total, which will be added to the total recovery
amount)

Vacation Hour recovery amount = 22 hrs per week / 44 hours total
44.00 (PVC Hours) x $25.41 (base pay) = $1118.04
$1118.04 (PVC Recovery) + $33.54 (ML5 Recovery) = $1151.58 total amount of recovery

Calculating Longevity / Other Earn Codes

Payroll Adjustment Form

Recovery Week #1: 
22.00 HSF (unpaid)
18.00 PVC (paid)
ML5 

Recovery Week #2: 
22.00 HSF (unpaid)
18.00 PVC (paid)
ML5 



STD - Payroll Adjustment Example Recovery Letter 

When a STD Recovery Letter
is needed, it should be written
on Department letterhead. 

The letter should be mailed to
the employee via USPS
Certified Mail. A copy of the
letter is included in your
Payroll Adjustment packet
that you send to EBSD for
review.



Since this STD PA resulted in a recovery, you must also complete a Leave Accrual Worksheet: 

It should be noted:
Since this employee was
fully integrating time we
coded their Paid Hours as
a full 80.00 hours. 

If the employee was not
fully integrating time we
would only put their Paid
Hours, any time they are
integrating.  

You can verify the
employee’s Full Accrual
Rate from their Leave
Accrual information in
EMACS.

Payroll Adjustment - STD Example



Email the completed STD Payroll Adjustment to the EBSDLeaves inbox (ebsdleaves@hr.sbcounty.gov). The
subject line should be “STD PA A-L” or “STD PA M-Z” depending on the first letter of the last name of the
employee.

The STD PA should be sent over as one complete packet, please don’t scan the different forms
separately.

In order to integrate leave time, an employee must have a Leave Integration Form (LI) on file. The LI
should be sent to the EBSDLeaves inbox also. 

If a Holiday falls during a PP that the employee is off on STD, they must be fully integrating time in order to
qualify for the Holiday hours. Please refer to the appropriate MOU regarding Holiday Leave. 

STD Payroll Adjustment Reminders

mailto:ebsdleaves@hr.sbcounty.gov


Leave Accrual Worksheet
The Leave Accrual Worksheet is available

on the EMACS Resources Website in the

Central Payroll Forms section. The

worksheet is an Excel form that contains

multiple sheets, each represented by a tab

at the bottom of the page. Each tab

corresponds to a specific number of hours

the employee is scheduled during the Pay

Period (e.g. 80, 84, 112 or SKHFA).

The upcoming slides will break down the

Leave Accrual Worksheet and the

information required.



The Leave Accrual Worksheet is used in conjunction with a Payroll Adjustment to track leave balances.
Leave Accrual Worksheets allow you to view the correct leave accruals / balances as if time had been
coded correctly. 

A Leave Accrual Worksheet form must be submitted with all payroll adjustments doing either of the
following actions:

Reducing leave accruals
Example: Paid time to unpaid time

Adjusting leave time 3 or more confirmed pay periods back
Example: PA is adjusting PP 1/25 and is being processed by Central Payroll in PP 4/25 or later

This Leave Accrual Worksheet must be completed prior to submitting a Payroll Adjustment to determine
potential negative balances. 

Leave Accrual Worksheet



1 - Enter the 5 digit employee ID number. This must match the Payroll Adjustment that is attached.
2 - Enter the employee’s Record Number. Most employees only have the one record number, 0.
3 - Enter the employee’s Union Code.
4 - Enter the employee’s last and first name. This must match what is listed in EMACS Job Data and must also match what
is on the Payroll Adjustment 
5 - Select from the drop down menu, the Full Accrual Rate of the Sick, Vacation and PTO (if applicable) leaves that the
employee normally accrues. This will auto populate some information for you. Check the employees’ Leave Accrual Details
page in EMACS to ensure you have the correct information. 
6 - Enter the pay period for the pay period prior to the Payroll Adjustment
7 - Enter the Sick leave balance for the Pay Period prior to the Payroll Adjustment
8 - Enter the Vacation leave balance for the Pay Period prior to the Payroll Adjustment
9 - Enter the PTO leave balance for the Pay Period prior to the Payroll Adjustment (if applicable)
10 - Enter the Holiday leave balance for the Pay Period prior to the Payroll Adjustment
11 - Enter the Comp Time leave balance for the Pay Period prior to the Payroll Adjustment (if applicable)

Leave Accrual Worksheet



1 Pay Period: Enter each pay period only once. Completion of this box will force hours for selected leave types to auto
populate.
2 Paid Hours: For the pay periods being adjusted on the Payroll Adjustment, use the total number of paid hours from the
PA(s). For pay periods that are not being adjusted, review eTime / Timesheet for paid hours. Include all paid hours that
count toward accruals. Do not include any unpaid hours, except HSF /  WCF .
3 Accrual Adjustments: This box should only be used if the employee has donated MEL hours during this pay period.
4 Available Balance: This is the true balance available to use for the specific pay period.
5 Leave Used: Enter leave used from the “Paycheck Data Should Be” column on the Payroll Adjustment. For pay periods
that are not being adjusted, use the eTime / Timesheet leave hours used.
6 Subtotal: If this box goes negatvie, you must adjust the leave time used and / or submit more PAs.
7 Accrual: This is calculated based upon the paid hours and the accrual rate.
8 Ending Balance: True balance at the end of the pay period

Leave Accrual Worksheet
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