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Payroll Adjustment Form   

The Payroll Adjustment Form is used to correct previously issued paychecks that result in a data 
correction, overpayment, or refund. Common reasons include – but are not limited to – correcting 
earnings paid under an incorrect record, rate, date, or earnings code.  

Navigation:  

UCPath > Transactor Hub > Payroll Forms > Payroll Adjustment Form 

  

 Note: The form appears in your browser’s Downloads folder. Select the file to open the form in 
Excel.  

Before You Get Started   
• Ensure Job Data (including pay rates, earn codes, dates, leave transactions) is updated 

with the corrected information before submitting the earnings adjustment. All updates 
submitted on the form should align with the data in UCPath.  

• Before submitting an Earnings Adjustment request, review if the issue can be resolved by 
using Manage Accruals or by submitting a timecard correction, I-181, or I-618 transaction. 

• This form should not be used to correct a Job Code. If you need to distribute funds to 
another Job Code/FAU, you must complete a Salary Cost Transfer. 
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Completing the Payroll Adjustment Form  
Refer to the scenarios below for guidance on completing common types of earnings adjustments 
with the Payroll Adjustment Form. Note: This is not a comprehensive list of the types of 
adjustments you may need to complete or encounter.  

 
Consider the following as you complete the form:  

• Use negative amounts to represent how the employee was originally paid, based on Review 
Paycheck. 

• If correcting partial days, only include those specific days on the form. The entire check 
need not be listed.  

• To prevent a negative impact on an employee’s accruals, all Absence Management earn 
codes must be broken down by day, regardless of an employee’s pay frequency or pay 
group. Refer to the employee’s timecard if Review Paycheck does not provide a daily 
breakdown.  

• Non-Absence Management earn codes should be broken down as reflected on the 
employee’s paycheck. They can also be broken down by FLSA week (for hourly employees) 
or pay period.  

• When correcting earnings for a full pay period, you can use the full pay period as the begin 
and end dates. This applies to both Monthly and Biweekly-paid employees.  

• When correcting days within the pay period, you must use specific dates as the beginning 
and end dates. 

• Many earnings – including REG earnings – must be submitted as hours. Refer to the Earn 
Code list for guidance on how each earnings code should be submitted and how it may 
impact employee pay (Navigation: UCPath > Transactor Hub > Benefit and Payroll 
Resources > Payroll Configuration Codes > Earn Codes > Earn Codes). 

• If an employee has changed pay groups since the original earnings were paid, note this on 
the form by creating a new tab.  

• All fields on the Payroll Adjustment Form must be completed, including hourly rates for 
monthly-paid employees.  
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Earnings were paid using the incorrect earn code  
Use case: An incorrect earn code was used when issuing pay, which can affect how earnings are 
taxed, reported, or applied toward benefits and retirement. The adjustment reallocates the pay to 
the correct earn code without changing the employee’s total compensation. 

 

 

 
1. Use the form to reverse the pay issued under the incorrect earnings code using negative 

hours and amounts.  

2. Enter the correct pay under the correct Earnings Code using positive hours and amounts.  

o Group the original and corrected entries together by date.  

3. Confirm the Difference reflects the expected result.   
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 Note: Earn codes affect reporting, retirement contributions, taxability, and eligibility for certain 
benefits. The codes must reflect what was intended based on job data.  

 Some earnings paid under incorrect earn codes may result in a wash (no impact on pay), but 
some may result in an overpayment or pay. UCPath will process the overpayment according to 
standard procedures.  

 Absence Management earn codes should be adjusted through an employee’s timecard, the I-
181 file, or Manage Accruals. Only submit an adjustment form for these earnings codes if an 
employee has had a change in eligibility, or if the system will not allow you to submit via one of 
the previously mentioned methods.  

Earnings were paid under the incorrect Empl Record  
Use case: Pay was issued under the wrong Empl Record, resulting in earnings being charged to 
the incorrect position, department, or funding source. The adjustment moves the earnings to the 
appropriate Empl Record.  

 
1. Use the form to reverse the pay issued under the incorrect Empl Record using negative 

hours and amounts.  
2. Enter the correct pay under the correct Empl Record using positive hours and amounts.  

o Group the original and corrected entries together by pay period.  
o Confirm all Empl Record information matches the current UCPath Job Data.  

3. Confirm the Difference reflects the expected result. 

Earnings were paid using the incorrect earnings dates 
Use case: The employee was paid the correct amount, but the earnings were recorded under the 
wrong dates. This adjustment ensures accurate reporting and alignment with the employee’s 
actual work period, without changing their pay. 
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1. Use the form to reverse the pay issued with incorrect dates using negative hours and 
amounts.  

2. Enter the correct dates using positive hours and amounts.  
3. Confirm the Difference reflects the expected result. 

Earnings were paid using multiple incorrect values  
Use case: An employee’s paycheck included multiple errors – such as incorrect earnings dates, 
earn code, and hours. All necessary changes must be captured on a single Payroll Adjustment 
Form to ensure accurate correction and, if necessary, recalculation of pay. 

 
1. Use the form to reverse the original pay that included incorrect values (e.g., dates, earn 

code, hours) by entering negative hours and amounts. 
2. Re-enter the corrected earnings using accurate begin/end dates, the appropriate earn code, 

and the correct hours and rate as positive entries. 
3. Ensure all adjustments are recorded on the same line grouping or section of the form for 

clarity. 
4. Confirm the Difference reflects the expected result. In this example, the employee is owed 

additional pay based on the corrected information. 

Redistributing Original Earnings between Empl Records (Partial Distribution) 
Use case: An employee’s total pay is correct, but the distribution between Empl Records needs to 
be adjusted. This scenario involves reallocating part of the pay to the appropriate Empl Record 
without affecting the overall earnings. 

 
1. Use the form to reverse a portion of the originally issued earnings from the incorrect Empl 

Record using negative hours and amounts.  
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2. Enter the redistributed portion under the correct Empl Record using positive hours and 
amounts. 

3. Confirm that dates, hourly rates, and earnings codes match the original entry unless a 
change in earn code is also required. 

4. Confirm the Difference reflects the expected result.   

Monthly Earning Adjustment for HSR, HSN, and/or HSP – Partial Redistribution 
Between Earn Codes   
Use case: HCOMP employees may have pay split across multiple earn codes (for example, HSR, 
HSN, HSP). A correction is needed when pay is distributed incorrectly among these codes, even if 
the total pay is accurate.

  

1. Calculate the hours and dollar amounts that were originally distributed under each HCOMP 
earn code. 

2. Use the form to reverse the incorrectly paid portion of each earn code using negative hours 
and amounts. 

3. Enter the corrected distribution under the appropriate earn codes using positive hours and 
amounts. 

4. Be sure to use consistent dates, pay periods, and hourly rates to avoid unintended impacts 
to retirement calculations or service credit. 

5. Confirm the Difference reflects the expected result. The difference should amount to $0, as 
this correction is for distribution purposes only – not a change in total pay. 

Rate Corrections  
Use case: The employee was paid using an incorrect hourly or monthly rate, while the hours 
worked remained accurate. This adjustment updates the pay amounts based on the corrected rate 
and typically results in either additional pay owed or an overpayment to be recovered. 



 

Last Modified on February 11, 2026 Page 7 of 8 

Payroll Adjustment Form 

 
1. Use the form to reverse the original pay issued using the incorrect rate by entering negative 

amounts (hours remain the same). 
2. Re-enter the corrected pay using the correct hourly or monthly rate with the same hours as 

the original entry. 
3. Ensure begin and end dates, earn code, and Empl Record match the original transaction 

unless other corrections are also needed. 
4. Compare the old and new pay amounts to determine if a balance is owed or needs to be 

recovered. 
5. Confirm the Difference field reflects the net adjustment and accurately represents any 

underpayment or overpayment. 

Offsetting an Overpayment with Missed Pay  
Use case: When an employee is owed pay but also has an outstanding overpayment, Locations 
may apply missed earnings to offset the amount owed. This approach helps minimize financial 
impact to the employee and may eliminate the need for a formal repayment.

 
1. Use the form to reverse the earnings that were overpaid by entering negative hours and 

amounts. 
2. Enter the missed pay the employee should have received using positive hours and amounts 

with the correct earn code, rate, and date range. 
3. Ensure all entries are grouped by pay period and reflect the correct Empl Record and pay 

details. 
4. Confirm that the Difference field reflects the net result of the offset. This may show $0 if the 

missed pay fully cancels out the overpayment. 
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 Note: When submitting to UCPath, it is essential to note that the missed pay is being 

applied to offset an overpayment.  

Submitting the Payroll Adjustment Form  
• Save the completed form.  
• Log in to UCPath and submit an inquiry on behalf of the employee. 

• In the subject or description fields, include the phrase Earnings Adjustment and briefly 
explain the reason for the correction. Avoid including the word Overpayment in the 
description to ensure the case routes to the correct UCPath team.  

 
• Attach the completed Payroll Adjustment Form to the case, then select Submit. 
• UCPath will review the submission. If any discrepancies are found, the form will be returned 

for revision and resubmission. 
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