OSU Payroll Services    
                                    Timekeeping Approval and Entry
                          

OSU Payroll Processing Policy
TIMEKEEPING APPROVAL AND ENTRY 
WHAT SHOULD I KNOW ABOUT TIMEKEEPING APPROVAL AND ENTRY?

A person who has been assigned to an Initiator role cannot have any Approver roles.  For example, someone with the Timekeeping Approver role cannot also fill one of the Initiator roles (i.e., Timekeeping Entry, HRP Basic, HRP Plus, or Additional Pay Entry).  

HR system Initiators perform the following steps of the timekeeping process: 
· Initiators with Job Data Access

· Maintenance of Timekeeping Groups

· Entry of Time or Timekeeping Data
· Entry of Prior Period Adjustments (PPAs)

· Validation of time entry

· Management of exceptions

· Initiators with Timekeeping access only

· Entry of Time or Timekeeping Data

· Entry of Prior Period Adjustments (PPAs)

· Validation of time entry

· Management of exceptions

· Timekeeping Approvers perform the following steps of the timekeeping process: 

· Review original documentation against the timekeeping entries

· Approve Timekeeping Data in the HRIS 
· The remaining steps of the process, like Time Administration, are performed automatically by the HR system.
· HELPFUL LINK:
Timekeeping Process Flow
	TIMEKEEPING STEP
	GUIDELINES

	JOB DATA ENTRY

	General Information:
	· Verify with Job Data Initiator that appropriate Job Data entries for the Pay Period have been made.

· EXAMPLE: Timekeeping Group updates, Transfers, Position Change, Leave Status etc.

· HELPFUL LINK:

                 Using Action and Reason Codes in Job Data


	TIME ENTRY

	General Information: 
	· Timesheets should be completed and signed/verified by the employee.

· Timekeeping data entry should be based on University payroll policies and processing schedules.

· It is extremely important to enter the correct time reporting code for correct payroll processing. 

· HELPFUL LINKS:

Time Reporting Codes
Time Reporting Rules and Exception Resolutions
Monthly Employee Exception Time
Biweekly Employee Exception Time
Biweekly Positive Pay


	TIME VALIDATION  AND MANAGING EXCEPTIONS

	General Information
	· All time entry should be completed and validated in time for appropriate payroll processing schedule.
· Payroll balances can be viewed through Payable Time Detail or the Payable Time Summary page in the HR system.

· Payable Time allows you to view the timekeeping data you have entered and the status of the data.

· HELPFUL LINKS:

Payroll Processing Calendar
Prior Period Adjustments
Adjusting PPA's
Managing Exceptions
View Payable Time
Review Compensatory Time Balances


	APPROVAL

	General Information:
	· The supervisor should review and approve each employee’s timesheet.

· Appropriate leave forms should be reviewed and signed and accompanied by each time sheet as appropriate.
· All time entry must be reviewed for accuracy and approved in the HR system by the designated timekeeping approver.

· HELPFUL LINK:

Approve Timekeeping



DOCUMENTATION AND APPROVAL:
· The method of getting the timecard/timesheet approved is controlled by the departments.
· It is important to follow the guidelines outlined in the “Segregation of Duties Payroll Processing Policy” 
· The initiator or timekeeper cannot perform the same duties as the approver otherwise they are not in compliance with university policy.

· Timesheets and Leave forms should be retained according to the University Record Retention schedule.

· HELPFUL LINK:

Financial Record Retention Policy
HR OSU Payroll Business Rules
REPORTING:

· The Biweekly Data Entry Validation Report (HRB710) is used to verify timekeeping data entered for biweekly employees and to check the accuracy against the original documents. 

· HRB710 Reports can be used to verify the following for the current pay period: 

· Time for any available pay period in both summary and detail

· Prior pay period adjustments
· Determine whether the timekeeping data for your department was entered correctly
· The complete chartfield and hours by person.
· HELPFUL LINK: 

Timekeeping Report HRB710
· The Monthly Data Entry Validation Reports (HRB720) is used to verify exception time entered for monthly employees and to check the accuracy against the original documents. 

· HRB720 Reports can be used to verify the following for the current pay period:
· Pay Period Summary Report –HRB720PPS
· Pay Period Detail Report - HRB720PPD

· Prior Pay Period Adjustment- HRB720PPA
· HELPFUL LINK: 

Timekeeping Report HRB720
· The Check/Advice Distribution Report (PAY364OS) is used to verify that checks and direct deposit slips (advices) have been issued to active employees and that the pay rates, gross pay, and funding are accurate. The report displays the following:

· The gross amount charged to each unique ChartField combination associated with each employee
· A listing of checks and direct deposit slips by Employee, Organization and Fund for each regular (on-cycle) payroll and off-cycle check issued during the previous pay period
· HELPFUL LINK: 

Check/Advice Distribution Report - PAY364OS
· The Status of Leave Report (HRB730OS) is used to verify compensatory time balances and the status of an employee’s leave and should be used to ensure adequate balances for requested exception time. These reports display the following: 

· Employees’ Vacation, Sick, Compensatory Time, Family Medical, and Military leave information (beginning balance, hours earned, hours used, hours adjusted, and ending balance) for the requested Pay End Date.
· The number of hours for leave without pay for the specified Pay End Date.
· At the end of processing each payroll, any employee who is paid in that pay period or has any timekeeping activity keyed will have a row inserted into the leave balance table for that pay period.

· HELPFUL LINK: 
Status of Leave Report - HRB730OS
TIMEFRAME/DEADLINE:
· Approval of all timekeeping in the HRIS System must be finalized by 7pm on the day before the payroll process begins.
· HELPFUL LINK:
Payroll Processing Calendar
· The timeframe for running these reports should coincide with the timekeeping and payroll processing deadlines.
WHAT ARE THE KEY STEPS TO FOLLOW WHEN ENTERING, VALIDATING AND APPROVING TIMEKEEPING DATA?


1. Enter, validate and approve any job data entry actions into the system that may affect the upcoming payroll. An example of this would be a pay increase.

· It is important to allow enough time for corrections and approval when making updates to the system. (Refer to the timeline below for an example).

· The data entry/correction/approval process timeline is driven by each department but should still meet the payroll processing deadlines.

· HELPFUL LINK:

Using Action and Reason Codes in Job Data
Data Entry Timeline Example:
	Day 1
	Day 2
	Day 3
	Day 4

	· Job Data entered 
· Timekeeping entered
· System processes time and labor data overnight
	· Validate timekeeping entries
· Make corrections if necessary

· System processes time and labor data overnight
	· Final approver approves all time and data entry

· System processes time and labor data overnight
	· Payroll Deadline Day, all updates must be correct in the system



2. Follow the timekeeping data entry rules as documented by the University.

· HELPFUL LINK:

Time Reporting Codes
Biweekly Positive Pay
Monthly Employee Exception Time
Biweekly Employee Exception Time

3. Validate timekeeping entries.
· HELPFUL LINK:

Managing Exceptions
View Payable Time

4. Approve all timekeeping entries by 7pm the day before payroll processing begins.

· It is important to understand the differences between the biweekly payroll deadlines and the monthly payroll deadlines.


· The monthly payroll deadline is usually the middle of the month prior to the check date. (EXAMPLE: May 1st pay check data entry deadline would be April 16th.)

· HELPFUL LINK:


Approve Timekeeping
Payroll Processing Calendar
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