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The  step is the “point of no return”. Once the step 
is run, changes cannot be made to the timesheets.  
 

When timesheets are in the approval process or approved, no further entry can be made. A message will 
appear on the timesheet entry screen showing the status with a “No Changes Allowed” message. 
 

 
 
To change timesheets after the warrant has been calculated, follow these steps: (if the warrant has not been 
calculated, skip to step 7 below to re-open the timesheets) 
 

1. Click Human ResourcesPayroll ProcessingProcess Paychecks 

 
 
2. Locate the Batch Number for the warrant containing the timesheets to be changed 

 

3. Click the  button to go to step menu for that Batch 
 

4. Click the  button located at the top of steps menu 
 

5. From the Select and Calculate Warrant screen, locate the desired Warrant; if calculated it will show a 
checkbox  
 

6. Uncheck  the box under the Select column for the warrant to delete the existing calculation files 
and re-open the warrant for additional timesheet entry 
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7. Go to Human ResourcesPayroll ProcessingRelease Timesheets by Warrant  

 

 
8. Locate the Warrant number using the lookup or typing the warrant number into the field 

 

9. Re-open the warrant by clicking the  button or select a single timesheet 

group and click on the  button 
 

10. Go to the Human ResourcesTimesheet Entry Screen to make corrections 
 

11. Resume with processing the warrant 


