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* 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
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LovisYiLLE 2024 BIWEEKLY PAYROLL PROCESSING CALENDAR
PAY PERIOD|PAY PERIOD | oo oo | nepuetion | Time entry|  TIME ENTRY LOCK AND pavRoLL | COSTING ALLOCATION AletE"mt' TIME ENTRY
START DATE| END DATE D PERIOD opens MANAGER TIME APPROVAL | complersd and JOC Updates PAYDAY un{,‘;;::’;: P
Sunday SFarurday NOONT2-:00pm (MONDAY) submit current cha-nges gam
1217/2023 | 12/30/2023 24BA 1 12/3/2023 |Tuesday, January 2, 2024 11212024 |Thursday, December 28, 2023 1/5/2024 132024 3i12/2024
12312023 | 1132024 2485 2 1211772023 |Tuesday, January 15, 2024 11G/2024 | Thureday, January 11, 2024 17118/2024 11 7iz024 3i36/2024
THarzoed 1272024 TAEC i 12312023 |Monday, January 28, 2024 172912002 |Thureday, January 25, 2024 FIFIEDFL] 1/30/2024 TR
1/78/2024 | 2/1Di2024 2480 2 1/14/2024  |Monday, February 12, 2024 211212024 |Thursday, Feoruary B, 2024 2162024 211372024 47372024
ZHZ0z4 | ziediz0ed Z4BE 1 1/28/2024_|Monday, February 26, 2024 22612024 | Thursday, Feoruary 22, 2024 312024 2i2Tia0e4 72024
217512024 Jz0z4 72EF 2 211/2024  |Monday, March 11, 2024 3011/2024 | Thursday, Mareh T, 2024 3152024 322024 512172024
310/2024 | 3i2aie024 748G 3 2/75/2024  |Monday, Manch 25, 2024 3/25/2024 | Thursday, March 21, 2024 32002024 3262024 RiA2024
Fzarzoza AEZ024 ZAEH 1 F0/2024_ [Monday, Apnil E, 2024 AGZ024_ [Thureday, Aprild, 2024 IR EFE] 42024 Bl1a2024
4772024 420/2024 248 2 374/7024  |Monday, Aprll 22, 2024 472212024 |Thursday, April 13, 2024 4262024 42312024 T2z
472112024 542024 24BJ 1 4712024 |Monday, May 6, 2024 562024 |Thursday May 2_2024 502024 572024 762024
552024 5/18/2024 248K, 2 4/21/2024 |Monoay, May 20, 2024 5/20/2024 | Thursday, May 16, 2024 5242024 5i21/2024 7i30/2024
5H9/2024 Er/z024 TABL 1 552024 |Monday, June 3, 2024 /32024 |[Thursday, May 30, 2024 ai7I2024 42024 ai13/2024
Bia024 El15/2024 TIEM 7 E[0/2024_|Monday, Jme 17, 2024 B17/2024 [Thursday, JUne 13, 2024 B2 /2024 BB/2024 Aigrranga
J62024 | Greez02d 248N 1 6/2/2024 |Monday, July 1, 2024 712024 |Thursday, June 27, 2024 71502024 Trzz0e4 a/10/2024
E30i2024 | 7/13i2024 T2ED 2 E/16/2024 | Monday, July 15,2024 7115/2074 | Thursday, July 11,2024 Ti18/2024 7162024 972472024
THAI2024 | 70272024 2487 1 £/30/2024 |Monday, July 29, 2024 7/209/2024 | Thursday, July 25, 2024 arara0z4d 7i30/2024 10732024
7rIaZ024 | GlDiz024 74B0 2 714/2024  |Monoay, August 12, 2024 A/12/2024 | Thursday, August 8, 2024 B1E/2024 ai3z0z4 107222024
Bire0ed | Gledionea FEEL] 3 TI28/2024_|Wonday, AUQust 26, 0024 AZE/2004 |[Thursday, Augus! 22, 2024 RN AlZTienea 1152022
B/25/2024 oT024 2485 1 J11/2024 | Monday, Seplember 9, 2024 w2024 |Thursday, Seplember 5, 2024 01372024 91072024 117102024
WE2024 aiz1/2024 Z4ET 2 E/Z5/2024 |Monday, Sepiember 23, 2024 9/23/2024 | Thursday, Seplember 19, 2024 Q272024 arzdiz0z4 12732024
Biz2r20ed TOvaiz024 FE] i Ta/2024_ |Wonoay, Ociooer 7, 2024 100712002 |Thureday, Ociooer 3, 2024 1071172024 T0/GIZ0z4 TETI2024
10/6/2024 | 1V19/2024 248V 2 3/72/2024  |Monday, Ociober 21, 2024 10V21/2024 |Thursday, Ocipoer 17, 2024 10/25/2024 1VZ2/2024 12731/2024
T E R ZAEW 1 10/6/2024 | Monoay, NOVEMDEr 4, 2024 T1/4/2024 | Thureday, Ociober 31, 2024 T1/B/2024 (I 11472025
11/3/2024 | 11/16/2024 24BX 2 10/20/2024 | Monday, November 16, 2024 11/16/2024 _|Thursday, Novemoer 14, 2024 1172212024 11/19/2024 1/28/2025
117172024 | 11/30/2024 2487 1 11/3/2024 |Monday, December 2, 2024 12/2/2024 | Thursday, Novemoer 28, 2024 12/6/2024 12732024 21172025
12172024 | 1211412024 FABZ Fl 1111712024 _|Monday, Decembar 16, 2024 12162024 |Thuraday, December 12, 2024 | 12/20/2024 | 12/17/2024 FI3512025
12N 52024 | 12/2802024 2584 1 121112024 |Monday, Decembar 30, 2024 12/30/2024_|Tusaday, Dacembar 17, 2024 1132025 12/31/2024 31172025

BIWEEKLY PAYROLL PROCESSING:
~Payrolls are processed by Payroll Services on the Monday following the close of the pay period. Hourly payrolls are processed every other week l:biw’pel-cly]_

GENERAL NOTES:

-If date is in red the time entry lock will ocour at 10AM.

«[temz highlighted in yellow indidates that this payroll occurs during the 2024 Winter Break. The payroll will be processed on the normal processing days. For the last
payroll of 2024, 2482, All time MUST be Entered, Submitted, and Approved by 4PM Friday, December 13th. If you have an employes that works Friday evening or

on Saturday, December 14th, they will need to estimate their time. For the first payroll of 2025, 2564, All time MUST be Entered, Submitted, and Approved by NOON
Monday, December 30th.

-Cutoff Deadlines are subject to change.

~Biweekly payroll deducticns for University Club dues and Parking Permits are collected only on the first check date for each month.
*Biweekly payroll deductions for Health and Dental insurance are NOT collected during the third (3) check date for each month.

-Biweskly payroll periods start at midnight on Sunday and end two (2) weeks later at midnight on Saturday. Payday is the following Friday.
*Funding change files are due two (2) business days prior to time entry lock.

** December process schedule subject to change, updates are communicated through UofL Teday and emails to UBM & LFO disiribution lists.

Questions? Please contact Payroll Services at SO2/852-2978 or payroli@ouisville.edu.
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 What tools can be used to ensure | know when payroll is processing.

Download a copy of the current Payroll Processing Calendars.
These can be found on the Payroll Services Website

Updates are made to the calendar through out the year. Itis 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. Itis
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
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* Whenis 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 | 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 areminder 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. FYl, 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.
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Run reports

RPT022 Unsubmitted or Unapproved Time and
RPT025 Workers with More or Less than Scheduled
Weekly Hours,

RPTO030 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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