
 

HOW TO RUN STUDENT TIME ADJUSTMENT REPORT 
 

If it has been discovered after the grace period has ended that an adjustment is required, the 
timekeeper can run an adjustment report to report any corrections. 

 
1. Pomona HR > Pomona Time and Labor> Student Time Adjustment Report 

 

 

 
 

2. If you do not have an existing run control ID, you can create a new value by clicking 
the Add a New Value tab. 

 

 
 

 Create a name for the run Control ID then press Add.  There can be no spaces in the name.  
Once the run control ID is created, it cannot be deleted.  This only needs to be done once.   

 Note: Next time you need to run the adjustment report, you can click Search to populate 
previously created Run Control IDs. 

 
 












