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Payroll Talks 
for Time 
Sheets – 
Payroll 
Services

• Wendy Engel, Sr. Payroll Manager
• Sharon Robards, Sr. Payroll Manager

• Payroll Services phone: 852-2978

• Payroll Services email: 
payroll@louisville.edu

mailto:payroll@louisville.edu




Payroll Talks 
for Time 
Sheets - 

Supervisor

• What tools can be used to ensure I know when payroll is processing.
• Download a copy of the current Payroll Processing Calendars. 

These can be found on the Payroll Services Website
• https://louisville.edu/finance/payroll/files/payrollcalendars
• Updates are made to the calendar through out the year. It is a 

good idea to make sure that the copy you have is the most recent 
version.

• Make sure that you are receiving the notifications when your 
employee(s) submits their timesheet and leave (vacation, sick, 
bereavement, personal) requests.

• Report RPT022 shows the status of the time block for 
employee(s) that have entered in time for the pay period. It is 
good to run this report for prior time frames as well to make sure 
there are no time blocks that have been entered but not 
approved, or may have had the status changed because 
someone has gone into the time block and clicked ok even if no 
changes were made.

• Report RPT025 shows if employee(s) are below or above their 
standard weekly hours. This will give you an idea if someone has 
not entered in any time for the pay period. This report should be 
run for one week at a time.

https://louisville.edu/finance/payroll/files/payrollcalendars


Payroll Talks 
for Time 
Sheets – 

Supervisor

• When is the deadline for Timesheets for Payroll Processing?
• The deadline to get timesheet to payroll is noon on Monday processing days. 

Every other Monday is a payroll processing day.

• What should I do as a Manager to make sure that my employee(s) is paid accurately on 
Pay Day?

• As a manager, have a conversation with your employee(s) to set expectations of 
when you need the timesheet to you to ensure that it is approved before the 
noon deadline.

• Let them know that they should be entering in their time daily. It is hard to 
remember at the end of a week or every two weeks the exact time they started 
and ended on each day.

• You should ensure that your employee has entered and submitted their time 
sheet. The Payroll Department suggest that you have your employee enter and 
submit the current week of hours to you at the end of each week. 

• Set up a reminder for every payroll processing Monday to remind yourself to 
approve the timesheets for your employee(s).

• Business Operations sends out reminders on the Friday before the Monday 
Processing Day to approve your employee(s) time. FYI, employees also receive a 
reminder from Business Operations to Submit their time to you.

• If you are unavailable to approve timesheets set up a delegate in Workday.
• When reviewing time blocks if you do not make any changes, to exit out of the 

time block click cancel or click the X at the top right corner. If you click ok it will 
make that time block back to a status of Not Submitted and you will need to go 
back and re-approve so that retro does not take money back from the employee.  
RPT022 should be run with prior pay periods to make sure there are no time 
blocks back to a Not Submitted Status.



Payroll Talks 
for Time 
Sheets – 
Timekeeper

Run reports 
RPT022 Unsubmitted or Unapproved Time and 
RPT025 Workers with More or Less than Scheduled 
Weekly Hours, 
RPT030 workers with Shared times Off Balance and 
Extract Worker Leaves of Absence.

Contact employees who have not completed their 
time sheets to have them submit the time sheet to 
their supervisor before the noon deadline on the 
Monday of payroll processing.

Contact Supervisors who have unapproved time 
sheets still out there for their employee(s) toapprove 
the time sheets by noon so the employee will paid on 
Pay Day.



Payroll Talks for Time Sheets - Employee

Enter you time daily. Enter in the exact time you started and exact time you 
ended on each time block. 

Submit your timesheet each week. Best practice is to do it on your last work 
day of the week. Do not wait until the morning of the Monday processing day. 

Verify that you submitted your time and that it has been approved by your 
supervisor before the noon deadline on Monday. 

If you have any PTO time (sick, vacation, personal) make sure that it is 
approved and showing on your timesheet. If not contact your supervisor.



Payroll Talks for Final Payroll of 
2024
• When will the final payroll for 2024 process

• Payroll 24BZ, pay period 12/14/2024, will process on 
Monday 12/16/2024.

• All time must be entered, submitted and approved by noon 
Monday, 12/16/2024, even though this is during the Winter 
Break Holiday. We will be processing payroll as normal.

• The Payroll Office will then be closed for Winter Break. 



Payroll Talks for First Payroll of 
2025
• When will the first payroll for 2025 process

• Payroll 25BA, pay period 12/28/2024, will process on Monday 12/30/2024.
• This pay period will include Winter Break Hours. This will be pre-loaded by Payroll when 

the pay period opens in Workday. 
• Employees who are required to work during this period should enter and submit 

their hours into Workday as normal.
• Supervisor will need to approve by noon Monday, 12/30/2024.
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