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• Click on “Salaried Exempt-
Timecard Correction” to navigate
to DocuSign page.

• Fill in your name and email as
well as your supervisor’s
information, DocuSign will send
the document to the recipient in
the form of an email requesting
review and signature.

• When you are finished, click
“Begin Signing.”

Begin Signing 
Process

https://powerforms.docusign.net/509572a6-4b69-4554-a18f-d98e26c38404?env=na3&acct=997a74ed-9a57-4679-b927-395b0fc1c95b&accountId=997a74ed-9a57-4679-b927-395b0fc1c95b
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Review Disclosure Information
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Complete Employee Information
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Complete Timecard Correction
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1. Report No Leave Taken:

4. Report Absences (select a Leave Type from the list of values):

2. Report Holiday Taken and Holiday Worked:

Examples

3. Partial Holiday Taken and Holiday Worked:
You can use the following values on a single day. If you worked 3 hours on a Holiday, you would indicate 3 Holiday Worked Hours and 5 Holiday Taken Hours
to complete the 8 hours within that day.
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Comments and Initials
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Sign and Finish



Congratulations!
You have successfully completed this topic.

End of Procedure.
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