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Manager Self Service — Approve Time

Login to HR Direct

Log in to HR Direct

/IHR

¢ | |
Youwill need to use your UMass Bostonemailand — yMASS DI rGCt

password.
Step Action
1. Go to www.umb.edu/hr
2. Click on the HR Direct Logo

Secure Access Login
Campus User ID
Password

Boston v

Step Action

3. Enter your username (first name.lastname)

4. Enter your password (password is you email password)

Note: if your email password is changed your HR Direct login password will change.

Click on the arrow and choose the campus (Boston)

6. Click login

Note: Please Note if you are using a public computer please always remember to sign out of the
HR Direct system and do not save any passwords

Congratulations you have successfully logged into HR Direct
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http://www.umb.edu/hr

Report Time

M-4 (MA State) Tax Information

View W-2/W-2¢ Ferms

E

When finished. Don’t forget to sign
out and close your browser.
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¥ Employee Self Service

Direct Deposit

Personal Details

2
— @

Personalize Homepage

Help

& Sign Out

My Preferences

Search
Home page
0
NavBar #
-
H B
| |
Last Pay Date 08/11/2017 =

Recent Places

w

My Favorites

Havigator

W-4 Tax Information

FED TAXES

Classic Home

You can also personalize your page. Please visit https://hr.umb.edu/job-aids for

all HRDirect System Upgrade job aids.
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Approve Time

¥ Employee Self Service

Report Time

M-4 (MA State) Tax Information

Direct Deposit

Last Pay Date 08/11/2017

Personal Details W-4 Tax Information

Recent Places

w

My Favorites

Havigator

FED TAXES

2
—@

View W-2/W-2c Forms

Classic Home

1. Click on the NavBar icon>> Navigator>>Manager Self Service>>Time
Management>> Approve Time and Exceptions>>Payable Time
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Approve Time

Approve Payable Time
Approve Time for Time Reporters

Employee Selection

Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value

Clear Criteria
Time Reporter Group

Save Criteria

Employee ID
Empl Record
Last Name
2. - - - -
Next to Time Reporter Group click on the magnifying glass
Get Employees
- Clear Criteria
IJ.,
Save Criteria
@
Look Up Time Reporter Group
Q Help
@, | Searchby: Time Reporter Group + begins with |
J..
Look Up Cancel |Advanced Lookup
@),
@,
@,
@,
@
a

3. Click on Look Up
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B0185 Dynamic
B0186 Dynamic
BO188 Dynamic
BCIO1 Dynamic
BCIO2 Dynamic
BCIO3 Dynamic
UMBOS Dynamic
21040 Static

IS Core Research Facility
VC-Athletics & Recreation; SPP
\eterans' Affairs

ClO -1

ClO-2

ClO-3

Boston Campus Central Office
Your Name

111

1|

4, The Look Up Value screen will appear scroll down until you find the “Z” number with
your hame next to it, £1071 Static Approval - Your Name
5. Click on the “Z” number and it will auto populate into the Group ID. Please note do not

write down or save this number there is times that it changes. You will always need to
look it up in the Look Up Value screen.

Selection Criterion

Approve Payable Time
Approve Time for Time Reporters
Employee Selection

Employee Selection Criteria

Get Employees

Selection Criterion Value

Clear Criteria

Time Reporter Group 21040 2
Save Criteria
Employee ID 2
6. Click Get Employees
Employees For pmm |/ Personalize | Find | view A1l & First 4 130f3 (0 Last
Time Summary | Demographics | =0
Total -
Select Last Name First Name Employee 1D ReEclm,dl Job Tifle P;y::ll-: HEE?: Time Off Re|)§r‘11:dnlﬁ:'1nae‘ Shift & Differentials Paid as Units
[ 1001661 0 Administrative Assistant Il 79.500 75.000 0.000 4500 pow 0.000
] 1002773 0 Clerk 1 37500 37.500 0.000 0.000 0.000
] 101201 0 Clerk 1 83250  75.000 0.000 8.250 000

Select Al Desslect All

Approve
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Note: If all employees have done only Regular hours you may click the Select All button and
then Approve to approve all employees. If employees have taken earned time you will
want to click on each individual employee to verify time by clicking on their name.

7 Click on Name which is highlighted in blue

Approve Payable Time

Employment Record O

#ctions = MNext Employes
Start Date Qg/28 18
End Date 10/02/2018
Approval Details Personalize | Find | Wiew Al | L2 | L.:' First i) 1-1D of 10 “k' Last
Ovenview Time Reporting Elements Cost Task Reporting Elements I=»
Select Date -ger:;:rting Status Quantity Type Adjust Reported Time Comments

oS S2016 REG MNeeds Approwval 8.000 Hours Adjust Reported Time [o]

DS/2002016 REG MNeeds Approwval 8.000 Hours Adjust Reported Time L]
REG MNeeds Approwval 8.000 Hours Adjust Reported Time [o]
REG 8.000 Hours Adjust Reported Time [
REG MNeeds Approwval 8.000 Hours Adjust Reported Time [o]
REG MNeeds Approwval 8.000 Hours Adjust Reported Time [
REG MNeeds Approwval 8.000 Hours Adjust Reported Time [o]
REG MNeeds Approwval 8.000 Hours Adjust Reported Time [
REG MNeeds Approwval 8.000 Hours Adjust Reported Time [o]
REG MNeeds Approwval 8.000 Hours Adjust Reported Time [

Select All Desslect All
Approwve
8. The detail information will appear. If all the time is correct you may choose Select All at
the bottom of the page and each date will get checked. If there is any date that you need
to discuss with the employee please check the dates individually.
9. Click Approve
Note: If there are any changes that need to be made to the employees timesheet please speak

with the employee and ask them to change their time in the system. If you need to
approve and the employee is not available or has not changed their time you may click on
the Adjust Reported Time and you will be able to make changes to the employees
timesheet. If you make changes to an employee’s time sheet you should notify them.

Please approve all employee time between 1:00 p.m. and 5:00 p.m. every Friday. If
the employee or you need to make changes to their time you will not see those changes
until after 5:30 p.m., you will then need to approve.

First week of the pay period (will only show one week), second week of the pay period
(will show two weeks) when you click Get employees. If the employee makes any
changes they will appear when you go to approve on the second week.

Congratulations you have successfully approved time!
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Auto Generated Reminder and Notification for Time Reporting

» This auto reminder sends to the time approvers on every Friday around 3:00 pm.
- You have not yet approved any time for your employee(s).
-You have only approved one week but not the second week.
-You have approved time on one or more of your employees who made an adjustment to their time.
This is a reminder for you to approve time for employee(s) who report to you in HR Direct.
You are receiving this reminder because:
-You have not yet approved any time for your employee(s)
-You have only approved one week but not the second week.

-You have approved time on one or more of your employees who made an adjustment to their time.

Please log into HR Direct and navigate to Main Menu, Manager Seff-Service, Time Management, Approve Time and Exceptions, Payable Time and approve the time no later than the end of business day.

If you have any questions contact Human Resources at 617-247-5150.
www.umb.edu/hr

» This email reminder sends to the approvers on Wednesday of the pay week. The supervisor
may have approved time for his/her employee for both weeks, but, if the employee or
timekeeper have made any time entry adjustments afterward (most likely happens on the
payroll Monday). The approver can no longer approve time in HRDirect because the
payroll has been run and completed for that pay period. The approver is now directed to

Action Required: System Time Approval Needed
You have unapproved payroll time paid to your employee/s that requires your confirmation.

Please follow the link below to SUMMIT where you can review and confirm time.

Time that remains unconfirmed for more than for 2 pay periods will cause a nofification to be sent to your direct manager.

hitos #prd umass-summit netanalytics

» The following notification is sent to the time approver’s supervisor to alert him/her that
unapproved time needs action by his/her direct reports. This happens when time that remains
unconfirmed for more than 2 pay periods.

Alert: Unapproved Time Needs Action by Your Direct Reports
Two or more pay periods have passed and one or more of your direct reports has unapproved time paid to their employees that requires confirmation.
This email notification will continue to be sent until this time is confirmed.

Please follow the link to SUMMIT for the details.

hitps Apord. umass-summit netEanaiviics
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U‘lASS ENTERPRISE REPORTING

Log-in to SummIT DASHBOARD

A Quick Reference Guide

Step Action
1. Go to www.umb.edu/hr
2. Click on SUMMIT Dashboard

Please click here to log onto

'
ZASUMMIT < uwitpasnboard

UP‘IASS ENTERPRISE REPORTING

e Summit

Navigate to “Business Intelligence” then click on

Overview
Services

Secure Computing
Connect To

About Us

University Information Technology Services

Connect To

The Connect to page provides University employees with access to key shared service applications. Any applications that are not
shared across all five campuses and the President’s Office have one or more campus initials next to them denoting which campuses
utilize the service (Legend: A = Amherst, B = Boston, D = Dartmouth, L = Lowell, M = Medical School, P = President’s Office).

Business Intelligence

« Summit

+ Cognos - Cognos will be retired on 12/31/2016

Finance

« Finance Production

« Finance Reporting

« Finance Daily Status Report / Subscribe
« Effort Certification

« UMass Buy\Ways

Student Administration

« Student System (B.D.L)
« Student Daily Status Report / Subscribe
« Document Imaging WebNow (B.D.L

« Sunapsis (B.OL)

Operational /Project Tools

« Chartfield Lookup
« Citrix Web Desktop
« Confluence (UITS

» Stat Web Client
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http://www.umb.edu/hr

r
r'ﬂ SUMMIT MaNAGE SYSTEM APPROVED TIME (MSAT)

MASS ENTERPRISE REPORTIN . .
— - ORTING A Quick Reference Guide

Secure Access Login
Campus User ID
Password

Boston

Step Action

3. Enter your username (first name.lastname)

4. Enter your password (password is you email password)

Note: if your email password is changed your HR Direct login password will change.

5. Click on the arrow and choose the campus (Boston)
6. Click login
Note: Please Note if you are using a public computer please always remember to sign out of the

HR Direct system and do not save any passwords
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ZASUMMIT

Uh‘lASS ENTERPRISE REPORTING

This process is to replace the UMTL706 report for the HR Batch approved time. By confirming the time in the Summit
dashboard you acknowledge that you reviewed the time.

Confirming Time
Managers with system approved time will receive a system generated email that includes a link directing them to
Summit where they will need to log in and navigate to the page to review and confirm time.

1. From the HCM: Department Admin dashboard, click on ORACLE"  Business Intelligence the
Manager Action Items tab. HCH: Department Admin
2. Review the time that is listed for each employee. Manager Action Ttem= (e e

3. Confirm all time that is correct by changing the N to a Y in the Confirm column and click the Confirm
button. Leave time that is not correct with a status of N and proceed to the next section.

If System Approved Time is not correct

1. If the system approved time is not correct and you need to make an adjustment, select Adjustment
Document from the Select Adjustment Document or Confirm Time drop down.

2. This will display the time that was system approved and will add an additional row below it to identify the
new time reporting code (TRC) and hours. Print the document as a PDF, write in your changes and sign.
Send the adjustment document to Human Resources Department.

3. You will now need to confirm the system approved time following the steps above.

HCM: Department Admin Home | Dashboards » | Signed In As Hilary Clark 1015208
Manager Action Items Leave Accrual Employee Roster Personnel Transaction Encumbrance Expiration Bi-Weekly Ad Comp Expected End Date Time and Labor Payroll Register g(
Action Items
for

Clark,Hilary M - 10152088

Confirm System Approved Time

If System Approved Time requires an adjustment then

Select Approval Group (@) Direct Reports 1. Select the adjustment view below and follow the instructions.
Indirect Reports 2. Select the confirm time view and and follow the instructions.
Delegated Approver
Select Adjustment Document or Confirm Time Confirm Time ¥
= e . o Confirm System A| ed Til
Summary: Time Requiring Confirmation Qe System. Approw, tme
Change Confirm from N to Y. Click Confirm to save changes
Click On Pay Period End Date
to change manager or pay period in report at right Manager Name Emplid = Clark,Hiiary M - 10152088 ~ Pay Period End Date  2016-04-16 ¥
Red Flag indicates more that 2 Pay Periods Past Due HR Dept 1250125 - Human Resources & EOO
Confirm |Person Name ID Empl Rcd]‘g’:ék End |1rc 1D |TRC Total Hours Sun |Mon | Tue |wed (Thu [Fri | sat
— darHiay M-doiz0es " N Sulivan,Melissa - 10024002 0/2016-04-09 |H REG 37.50|  [7.50|7.50|7.50|7.50|7.50 |
Pay Period End | # # Total | [2016-04-16 |H REG 36.50|  |7.50|7.50|7.50|7.50 6.50
Date Employees | Entries |Hours — — - - - —
2016-04-16 3| 3222500 g s 2 BT 7 oo - T . 1
= i, N Martin, Annmarie D - 10149545 0/2016-04-09 H REG 30.00 7.50/7.50|7.50|7.50
Refresh SIC 7.50 7.50
|2016-04-16 H REG 37.50 7.50/7.507.50|7.50 7.50
N Hudon,Mary C. - 10191739 0/2016-04-09 H REG 36.50 7.506.50|7.507.507.50
SIC 1.00 1.00

12016-04-16 |H REG 37.50| 7.507.50/7.507.507.50 |

Confirm | Undo
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AsumMmiIT

U"JASS ENTERPRISE REPORTING

Things to notice:

Select Approval Group (Upper left corner)

Summary: Time Requiring Confirmation

1. Direct Reports — will display system approved time
for employees that report directly to you.

2. Indirect Reports — will display system approved
time for employees that report to one of your
direct reports. You may have options under the
Manager Name EmplID drop down if you have
more than one direct report.

3. Delegated Approver — will display system
approved time for employees that report to
managers you are a delegated approver for. You
may have options under the Manager Name
EmplID drop down if you are delegate for more
than one manager.

Toggle between your choices.

Select Approval Group @ Direct Reports
() Indirect Reports
() Delegated Approver

This report will display all of the pay periods that there is
System Approved Time needing confirmation.

You may double click on the Pay Period End Date in this
section to display the details in the Adjustment
Document or Confirm Time report.

Aredfla

indicates Summary: Time Requiring Confirmation

that the Click On Pay Period End Date

time is change manager or pay period in report at right

more than indicates more that 2 Pay Periods Past Due

two pa

. pay R Clark,Hilary M - 10152088

periods Pay PNEnd x - T w

past due Date Employees |Entries Hours
2016-04-1¢ [ 3 32(225.00

for

. X Refresh
confirming
time.

When you switch between groups you will need to click
Refresh below the Summary.

Best practice is to work from the top of this report to the
bottom.

Select Adjustment Document or Confirm Time

Here is where you can select the action you need to take. If all of the time is correct.

Select Confirm Time

HR Dept L250125 - Human Resources & EOQ

Select Adjustment Document or Confirm Time Confirm Time

Confirm |Person Mame ID

u

Sullivan,Melissa - 10024002

Confirm time by changing
theNtoY

Key Buttons

2

< Confirm: Use the confirm button to post the confirmation.

K3

< Undo: You can use the Undo button to reset your Confirm values back to N

Martin, Annmarie D - 10143545

b

Hudon,Mary C. - 10191739

Confirm Undo
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SCREENSHOT EXAMPLE:

G e s owini GO |

Manager Actmn Menn Lren Arm Poghores #ater Porsorvel Th e dor Eraimdewen Egwatim B Sackly bt Comy Dpetud D¢ Dete T el Lt Pasdbepie

Seldect Appeovel Grang # Dwirgated Approver

Seloct Delegated TL Group

Suserary; Tiow Reguicing Confinmation

Chak Om Pay Ponsod End Datw
20 change manager or pay peviod (0 report 28 night

Rod Tiag indicates more That 2 Pay Penods Pest Due

T Group 10 x

G DM Mo M - 35009043
PwPenadtne (@
Date Emghoves

Total Moz

W Mophe Dvetoghes O« 3
heiodtnd 2
Date Emghoees

Total Hours

T MeeharMacte T - 10006458
FayPedtrd 2

- Total ey
Dete Exghoyees

A Motiey Jated Kl < LIOSITEe

et 2
Oste trgioymes
0160006

e 3

Total Moy

Action e

Confinn Systems Approved Tiew

Condiom and [ or Adpust System Agproved Time

St Adpustienend D mmuenst or Combirms T

Confirms System Approved

e Coies Fov & 10 1. Ok Sove

L

Confumm  Paroon S 1D Bl Bt

o ]

e E TRCTD TRC  [Total wours %un Mom Tuw | Wed Thu (P

17 Tyie 0 300 320 500 250

(=3
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AsuMMIT

UMASS ENTERPRISE REPORTING

NOTE: Once you click Confirm and the process completes that time is no longer pending confirmation and will not
appear here.

Select Adjustment Document — adds an additional row to the grid and gives you the option to Print or Export

I
Select Adjustment Decument or Confirm Time | Adjustment Document | - \4_ |

where you can then make notations and send the document to your campus payroll office.

e Pay Period End Date — lists only pay periods where there is system approved time that needs to be confirmed.

e Manager Name EmplID —the manager’s listed in the drop down have employees with system approved time
that needs to be confirmed.

Pay Period End Date

Summary: Time Requiring Confirmation

Select Adjustment Document or Confirm e Confirm Time -
Click On Pay Period End Date Confirm System Approved Time
to change manager or pay period in re, Change Confirm from N to Y. Click Confirm to save changes
Red Flag indicates more that 2 P. eriods Past Due Manager Mame Emplid  Sullivan, Melissa - 10024002 Pay Period End Date  2016-04-02 =

HR Dept L250125 - Human Resources & ECO

Week End
Pay Periad?? # To Confirm |Person Name ID ErnplhB:;E TRC ID [TRC |Total Hours |Sun [Mon [Tue [Wed [Th
Date Employees |Entries |Hours \ 5 Vanntha - 10106073 0] 201 26 |H REG 7.50
2016-04-02 [ 1 1 7.50 arn,Vanntha FQ{ :
2016-04-16 [ 1 3| 0.00 o T oo
2016-04-30 [ 1 2| 0.00
2016-05-28 = 2 §(15.00

Refresh -Print -Export

Manager Name Emplid

NOTE: Ideally time should be approved by the deadline in HR Direct. If time has not been approved, it will appear in
this Summit dashboard. For the first two pay periods the employees’ direct manager will be notified by email that
there is system approved time that needs to be confirmed. After two pay periods the managers’ manager will also be
notified. Notifications will go out until the time has been confirmed.
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Confirm and/or Adjust System Approved Time

Select Adjustment Document or Confirm Time | Adjustment Document ¥ | @—0 Step 1
Download or Print this Report to submit adjustments to Paid Time
Enter Adjustments: Enfer the comect time for the day of the week in this row,
Enter Code: Entar s nsw TRC Coadls, fFnesdad, undsr the comect day of the wesk in this row.
New Total: Computs the totak after the adiustmeants,
Once adjustment steps have been taken, select confirm time view and follow instructions.
TLGroup ID | BODO1 ¥ Manager Name Emplid | | Pay Pericd End Date | 2016-08-20 ¥
HR Dept BO00100 - Chancellor's Office
TL Hours
m Al i Total
Person Name ID Empl Red ‘E):aizk End TRC Sun |Mon | Tue |Wed | Thu | Fri | Sat (To
1 0] 2016-08-20 STYSH 7.50 7.50 7.50
[Enter Adjustments
[Enter Code:
[ Mew Total:
HR Dept BO19200 - Univ Events and Ceremaonies
TL Hours
- V i Total
Person Name 1D Empl Red ‘Baizk End TRC Sun |Mon | Tue (Wed | Thu | Fri | Sat |To
i 0| 2016-08-20 REG {3.00) (3.00)
[Enteragiustments | | | | | l@ee)]  |z.00)
sIC 300 200
[Enter Adjustments
[Enter Code:
[New Total:
Approver Signature:
DatefTime: Step 2
Refresh - Print «—

This is
where you
would add
the

2250 _—T correction

«| and TRC,

g if needed.

Document”.

Adjustment(s) to time and TRC (Time Reporting Code), if needed)

Step 1. If the time looks inaccurate, click on the drop down and select “Adjust

When you select Adjustment Document — adds an additional rows to the grid (enter

on the form and send to HR.
Note: You cannot electronically make changes or sign the form.

Step: 2. Click “Print”, make corrections to the time, sign (Approver Signature) and date
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U"JASS ENTERPRISE REPORTING

FAQ: The dashboard doesn’t seem to respond.

On this dashboard ~\ This means all done.
page the most sign out] ©
common indication is

i in the upper right of This means busy
Summit dashboards the dashboard next to . working.
perform of lot of ‘Sign out’ el

work behind the scenes,
but there are ways to tell if
the dashboard is busy
working.

Other symbols are a spinning circle in place of the cursor arrow or a spinning clock.
This can be an OBIEE Issue or it is also a common reported web browser event.

If you have any problems with the system or technical questions please
contact HRTraining@umb.edu.
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HR Pay Calendar 2017

January February March
S M T W T F 8 S M T W T F S S M T W T F S
1 2 3 4 5 6 74 1 2 3 44 1 2 3 44
»8 @9 10 11 12| 13] 14 »5 @6 7 8 9|11 »5 ©6 7 8 9 |10| 11
15 16 17 18 19 20 214 12 13 14 15 16 17 18«| | 12 13 14 15 16 17 18«
»22 @23 24 25 26|27| 28 | |»19@20 21 22 23|24] 25 | |»19 ®20 21 22 23|24] 25
29 30 31 26 27 28 26 27 28 29 30 31

April May June
S M T W T F 8 S M T W T F S S M T W T F S

14 1 2 3 4]5] s 1]2] 3
»2 ®3 4 5 6|7] 8 7 8 9 10 11 12 134 4 5 6 7 8 9 104
9 10 11 12 13 14 15«| [»14 ®15 16 17 18| 19] 20 | |»11 @12 13 14 15| 16] 17
»16 @17 18 19 20| 21] 22 21 22 23 24 25 26 274| | 18 19 20 21 22 23 244
23 24 25 26 27 28 29«4| |»28/@29 30 31 »25 ©26 27 28 2930
» 30
July August September
S M T W T F 8 S M T W T F S S M T W T F S
1 1 2 3 4 54 1 24

2 3 4 5 6 7 8« |[»e ®7 8 9 10]11] 12 »3 @4 5 6 7]|8] 9
»9 ®©10 11 12 13|14] 15 13 14 15 16 17 18 19«4| | 10 11 12 13 14 15 164
16 17 18 19 20 21 22« [»20 ®21 22 23 24|25] 26 | |17 @18 19 20 21|22]| 23
»23 @24 25 26 27|28] 29 27 28 29 30 31 24 25 26 27 28 29 304
30 31

October November December
S M T W T F 8§ S M T W T F S S M T W T F 8§
»1 ©2 3 4 5]|6]| 7 1 23] 4 1] 2
8 |9 10 11 12 13 14« 5 6 7 8 9 10 114 3 4 5 6 7 8 94
»15 @16 17 18 19]|20| 21 | |»12 @13 14 15 16[17] 18 | |»10 ®11 12 13 14| 15] 16
22 23 24 25 26 27 284 19 20 21 22 23 24 254| | 17 18 19 20 21 22 234
»29 ©30 31 »26 27 28 29 30 »24 @25 26 27 28]29] 30

31

By Noon to make correction

» Pay Period Begins

<« Pay Period Ends

Pay day

Bold Payroll Processing Day

Holiday
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HR Pay Calendar 2018

January February March
S M T W T F S S M T W T F S S M T W T F S
1 2 3 4 5 64 1 2 3« 1 2 3+
»7 @8 9 10 11|12] 13 »4 @5 6 7 8| 9] 10 »4 ®5 6 7 8|9 10
14 15 16 17 18 19 204 11 12 13 14 15 16 174 11 12 13 14 15 16 174
»21 @22 23 24 25|26 27 »18 @19 20 21 22| 23] 24 »18 ©®19 20 21 22|23 24
28 29 30 31 25 26 27 28 25 26 27 28 29 30 314
April May June
S M T W T F S S M T W T F S S M T W T F S
»1 @2 3 4 5| 6] 7 1 2 3|4l s 1] 2
8 9 10 11 12 13 14« 6 7 8 9 10 11 124 3 4 5 6 7 8 94
»15 @16 17 18 19| 20| 21 »13 ©14 15 16 17| 18] 19 »10 ®11 12 13 14| 15] 16
22 23 24 25 26 27 284 20 21 22 23 24 25 264 17 18 19 20 21 22 234
»29 30 »27 ©28 29 30 31 »24 ©25 26 27 28|29] 30
July Auqust September
S M T W T S S M T W T S S M T W T F S
1 2 3 4 5 74 1 2 44 14
»8 @9 10 11 12| 13] 14 »5 ©6 7 8 9|10 11 »2 @3 4 5 6|7] 8
15 16 17 18 19 20 214 12 13 14 15 16 17 18+ 9 10 11 12 13 14 154
»22 ©23 24 25 26|27] 28 »19 ©20 21 22 23| 24] 25 »16 ©17 18 19 20|21 22
29 30 31 26 27 28 29 30 31 23 24 25 26 27 28 294
» 30
October November December
S M T W T S S M T W T F S S M T W T F S
@l 2 3 4 6 1 3 1
7 8 9 10 11 12 13« 4 5 6 7 8 9 104 2 3 4 5 6 7 84
»14 ®15 16 17 18| 19] 20 »11 @12 13 14 15|16]| 17 | [»9 @10 11 12 13|14] 15
21 22 23 24 25 26 274 18 19 20 21 22 23 244 16 17 18 19 20 21 224
»28 ©29 30 31 »25 @26 27 28 2930 »23 ©24 25 26 27|28]| 29
30 31

By Noon to make correction

P Pay Period Begins

<« Pay Period Ends

D Pay day

Bold Payroll Processing Day

Holiday
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