Biweekly Payroll Processing
College/Unit Name: ________________________________
Organization #:  _______________________________ ​​​
Pay Period #:  _____________________________________
Timekeeping Data Entry Deadline:  _______________
Week 1 - Beginning and Ending Dates:  __________
Week 2 – Beginning and Ending Dates: __________
	Activity
	Date Completed
	Initials

	Every Monday

	· Identify timesheets that have not been created or are pending approval.  2 options:
Option 1: Run HRB 760 (located in the Timekeeping and Leave section of eReports) with the following criteria.  You will have to run this report 2 times.  Once the reports run, select VIEW in the status section.

· Your department org(s)

· Check the box to default dates to the last 6 months to capture current and PPA activity; or you can run a reports with custom dates

· Status – Created Not Approved (this will give you all timesheets that have either been Created, Not Submitted or Submitted, Pending Approval)

Run again and change:

· From date & Through date to current pay period

· Status – Not Created (this will give you all the timesheets that have not been created by the employee)

Option 2: Go to eTime ( Search tab

· Fiscal year – current fiscal year

· Pay period range – current pay period

· Your department org(s)

· This will show you all timesheet statuses EXCEPT not created
· Confirm pending eLeave requests for current pay period have been approved.
· Contact employees and/or supervisors for incomplete information and/or pending approvals. 
· Notify supervisors that their employee(s) will not be paid for unapproved time.  They have until noon the Monday before the BW Approval Deadline to approve all pending timesheets and leave requests.
· Verify appropriate use of TRC codes.  Pay special attention to FML & Work Related Injury/Illness.  Retain all necessary documentation.
Go to eLeave ( Search tab

· Your department Org(s)

· Leave Designation – FML & Work Related


	
	

	One Day Prior to the BW Timekeeping Deadline (After Email Notification Received)
Approved time loads to HR system at 10:55 AM and will take approximately 3-4 hours to complete.

	· Identify time that needs approval and high level exceptions that require resolution.

Run the HRB 760 (located in the Timekeeping and Leave section of eReports) with the following criteria.  Once the report runs, select VIEW in the discrepancies only section.

· Your department Org(s)

· From date – your implementation date, Through date – last working day of the current pay period

· Status – Approved

· Send any PeopleSoft only time to ORBO for system approval.

	
	

	Reconciliation (after timekeeping processing completed)
	
	

	· Verify details for eligibility changes, hires, prior service adjustments, and payouts.

· Tool to use: HRB730 Status of Leave Report may be helpful to verify accuracy. Note any discrepancies for correction during next pay period if not corrected during current pay period. 
	
	

	· Verify all required job data actions have been entered by the OAA Service Center.

· Tool to use: HRB310 Job Data Activity - Review and verify for accuracy and approval.  Identify errors have been resolved. 
	
	

	· Verify that all required additional pay actions have been entered by the OAA Service Center. 

· Tool to use: HRB160 Additional Pay Activity - Review and verify for accuracy and approval. 
	
	

	· Verify that correct amounts were paid. Report any discrepancies to Payroll.  
· Tool to use: PAY364OS Check/Advice Distribution Report - Pay special attention to job data changes, new hires, terminations, and additional pay.
	
	

	· Verify correct amounts were posted to the general ledger.  
· Tools to use: HRB110/HRB120/HRB130/HRB140 Payroll Expenditures 
	
	

	· Verify all eTimesheet and/or eLeave acknowledgments were confirmed by employees and supervisors. Retain documentation as needed.

Run the HRB 760 with the following criteria and save the PDF or Excel file to view the acknowledgements section.

· Your department Org(s)

· Status – Approved
· Fill in submitted dates – past 6 months or from date of implementation
	
	

	· Complete payroll certifications for all PeopleSoft only time.

· Tool to use: PAY364OS Check/Advice Distribution Report 
	
	

	· Print, sign & date reports that return data, maintain in accordance with the university’s retention schedule & note action taken to resolve.
	
	


