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Common Time Off Timecard Exceptions  
The following table describes some common, critical Time Off timecard exceptions, their causes, and the required actions 
to resolve them.  

Exception Icon Causes Required Actions 

Overlapping 
Time Off  

Error 

Two or more time-off requests cannot be 
saved for the same point in time. Employees 
can submit multiple time-off requests in a day, 
but the requests cannot overlap in time. 

Select People > Time Off > List of Requests and 
locate the requests. Verify the time-off request 
start and end times and adjust the requests 
accordingly. 

Time Off 
Policy Not 
Assigned or 
Not Effective 
on Time Pair 
Pay Date 

 
Error 

This exception is generated when a Time Off 
policy is mapped to a Time & Attendance pay 
code, but the date of the time-off request is 
outside of either the effective date of the policy 
or the employee’s policy assignment date. 

To view the policy assignment dates for 
employees, select People > Time Off > Policy 
Assignments. Contact your ADP Service Center 
team to determine if the policy effective date or 
the employee’s policy assignment date needs to 
be changed.  

(If you use Comprehensive Services, please 
contact your assigned service associate.) 

Payroll 
Adjustment 
for Time Off 
Created 

 
Error 

When a time-off request is approved or 
canceled for dates in a previous pay period, 
the following changes occur: 

 An adjustment is automatically created 
and posted on the employee’s 
timecard. It ensures that the data is 
included in the payroll with the rest of 
the employee's timecard data so that 
the employee is paid correctly and the  
time-off balances are accurate.  

 A timecard exception is generated to 
alert the practitioner to review the 
adjustment and make additional 
changes to the timecard, if necessary. 
The exception must be noted before 
the payroll can process.  

 

The exception cannot be resolved on the 
timecard. Select People > Time & Attendance > 
Timecard Exceptions, then do the following: 

1. In the Payroll Adjustment for Time 
Off Created column, click the exception 
count number icon. 

2. Select the Note check box to clear the 
exception. 

3. Click Save. 
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