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How To Complete a Timesheet/Leave Report Adjustment 

Request  
Copy the link below to your browser: 

https://www.imperial.edu/faculty-and-staff/human-resources/forms/index.html 

1. Once the page loads, click on option #2 

 

2. Select: Open Evisions Application Launcher 
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3. Log in with your First Name. Last Name and your email password. 
 

 
 

4. The Timesheet/Leave Report Adjustment Request form should populate. 

Please make sure to complete everything highlighted in yellow: 

• Year 
• Pay Period 

• Date to Adjust 

• Reported Code/Hours 

• Adjust Earn Code – Select: (Example Option: PT Office Hour Code) 

• Adjust Hours – Enter the number of hours for that day 

• Account Code – Select: Account Code, and it will populate automatically 
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Once you have completed all the information, submit your request for 
approval. 
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