Monthly Payroll Checklist
College/Unit Name:  _____________________________
Organization #:  ________________________________

Pay Period #: ___________________________________
Timekeeping Data Entry Deadline:  ________________

	Activity
	Date Completed
	Initials

	At Least Two Days Prior to the MO Timekeeping Deadline

	· Identify leave that has been “Created, Not Submitted” and “Submitted, Pending Approval”

· Tools to use: HRB755OS - Status Report or use the eLeave application to sort leave slips based on the statuses of “Created, Not Submitted” and “Submitted, Pending Approval”.

· Verify appropriate use of TRC codes.  Pay special attention to FML & Work Related Injury/Illness.  Retain all necessary documentation.

· Confirm supervisors approved pending eLeave requests for current pay period.

· Contact employees and/or supervisors for incomplete information and/or pending approvals. Actions must be completed before 4:00 PM of the next day. 
	
	

	One Day Prior to the MO 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.

· Tool to use: HRB755 - Discrepancy Report

· 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.

· Tool to use: HRB755 - Acknowledgement Report 
	
	

	· Complete payroll certifications for all monthly employees.

· 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.
	
	


