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TO:  All PeopleSoft Users 
 
FROM:  Lura A. Kamiya 
  LCTCS Human Resources Director 
 
DATE:  May 5, 2008 
 
RE:  Annual Reminder:  Proper Use of Correction Mode  

and/or Deletion of History Rows 
 
Although security access to Correction Mode in PeopleSoft is limited, I think it’s important to 
remind those that have this access of the proper use of correction mode, as this is not a 
privilege that should be taken lightly. 
 
The only proper time for removal of a history row on a record is when you recognize a record 
setup error and payroll has not been processed against that record.  Example:  You are 
entering a new hire and you realize that you used an incorrect medical plan almost immediately 
upon saving the record, quickly realizing your input error after the record has been saved.  Since 
no payroll has yet run that will create a payroll transaction (in this case a paycheck that 
processed a deduction associated with an incorrect medical plan) it is acceptable to remove that 
row.   
 
It is important to remember that once payroll has been processed against a record’s 
history row, that history row should not be removed from history.  Once payroll has been 
processed, the proper method for changing incorrect record set up in PeopleSoft is to insert a 
new effective-dated row and selection of the correct set up.   
 
Entry errors will occur for any number of reasons since we are, after all, human. 
 
If it is necessary to correct later in time an incorrectly input record with the same effective date, 
PeopleSoft provides in many areas the ability to use an effective sequence number for the row 
you will insert to make the correction to the record.  For example:  If you have incorrectly entered 
a compensation amount with an effective date of 5/5/08 and payroll has already processed on 
that record, you will need to scroll to the proper place in the dated historical records and insert a 
row to enter an additional record that will also have an effective date of 5/5/08 and use the correct 
compensation amount associated with the next available effective sequence number – if there is 
a record with sequence 0 your additional record would use sequence 1.  Create proper 
documentation for your files to explain why the sequence record is required. 
 
If the inserted row will have a different effective date, there is no need to change the sequence 
number of the record. 
 
Correction mode should never be used in any instance where it is possible to terminate 
the incorrectly set up history row and add a new one or add a new sequence numbered 
record that will supercede the last sequenced history record.  Your history rows are your 
audit trail of why a payroll transaction processed as it did.  When someone has overwritten a 
history row, it is not possible to support through the system why a transaction processed as it did, 
and you would therefore need to rely on file documentation of what transpired. 



  
Remember, when you go back in time to insert a correcting row you will most likely need to 
generate a one-time adjustment for that employee.  Did the correcting entry/insertion of correcting 
row generate a situation of an overpayment or an underpayment?  If so, process a request for a 
one-time adjustment through payroll.  In instances where recoupment of compensation is 
necessary, refer to LCTC System Policy 5.024 Recoupment of Overpayments and contact the 
Payroll Manager.  
 
LCTCS HR and payroll are here to assist with your questions. 
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