January, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(Day 14)
PP14 Ends
2(Day 1) 3(Day 2) 4(Day 3) 5(Day 4) 6(Day 5) 1 (Day 6) 8(Day 7)
Begin creating, changing and/or NRA paperwork due to | Begin viewing Pay
PP15 Starts approving PHR Appointments, Pay | payroll. Calculation Screen for Paycheck Time sheet cut-off for
Adjustments & Time Entry current pay period. issued for PP14 | all employees for PP14.
Adjustments for current pay period. (Available days 4-9)
O(pay 8) 10(pay 9) 11(pay 10) 12 (pay 12) 13(pay 12) 14pay13) | 15(Day 14)
Last day to create, change or Unit approves TOTAL Unit approves TOTAL
approve PHR Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
Adjustments & Time Entry Screen) between 7 AM Screen) between 7 AM &
Adjustments for current pay period. & Midnight Noon. PP15 Ends
SRA & Other Deduction Documents due ght. SRA & Other Deduction
to Payroll. Documents due to CPB.
16(Day 1) 17(Day 2) 18(Day 3) 19(Day 4) 20(Day 5) 21(Day 6) 22(Day 7
Martin Luther King Day Holiday
PP16 Starts Begin creating, changing and/or NRA paperwork due to | Begin viewing Pay Time sheet cut-off for
approving PHR Appointments, Pay | payroll. Calculation Screen for Paycheck all employees for PP15.
Adjustments & Time Entry current pay period. issued for PP15
Adjustments for current pay period. (Available days 4-10)
23(Day 8) 24(Day 9) 25(Day 10) 26(Day 11) 27(Day 12) 28(Day 13) 29(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL | Unit approves TOTAL
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_ustments ;& Time Entry Screen) between 7 AM Screen) between 7 AM PP16 Ends
Justme(;lts or current & Midnight. & Noon.
pay period. SRA & Other SRA & Other Deduction
Deduction Documents due to Documents due to CPB.
Payroll.
30ay1) | 31(pay2)

PP17 Starts

Begin creating, changing and/or
approving PHR Appointments, Pay
Adjustments & Time Entry
Adjustments for current pay period.

January, 2011




February, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(Day 3) 2 (Day 4) 3(Day 5) 4(Day 6) 5(pay 7)
NRA paperwork due to Begin vigwing Pay Time sheet cut-off for
Payroll. Calculation Scr.een for Paycheck all employees for PP16.
curre_nt pay period. issued for
(Available days 4-9) PP16
6(Day 8) {(Day9) 8(Day 10) O(pay 11) 10(ay 12) 11ay13) | 12(pay14)
Last day to create, change Unit approves TOTAL
or approve PHR Unit approves TOTAL Payroll (Pay Calculation
Appointments, Pay Payroll (Pay Calculation | Screen) between 7 AM
Adjustments & Time Entry Screen) between 7 AM & Noon. PP17 Ends
Adjustments for current & Midnight. SRA & Other Deduction
pay period. ) Documents due to CPB.
SRA & Other Deduction
Documents due to Payroll..
13(Day 1) 14(Day 2) 15(Day 3) 16(Day 4) 17(Day 5) 18(Day 6) 19(Day 7)
PP18 Starts Begin creating, changing and/or NRA paperwork due to | Begin viewing Pay Time sheet cut-off for
approving PHR Appointments, Pay Payroll. Calculation Screen for Paycheck all employees for PP17.
Adjustments & Time Entry current pay period. issued for
Adjustments for current pay period. (Available days 4-10) Pp17
20Days) | 21ay9) 22 (Day 10) 23(Day 11) 24 Day 12) 25ay 13) | 26(Day 14)
Last day to create, change
President’s Day Holiday or approve PHR Unit approves TOTAL | Unit approves TOTAL
(observed 12/27/11) Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
Adj_ustments & Time Entry Screen) between 7 AM Screen) between 7 AM PP18 Ends
Adjustments for current & Midnight & Noon.
pay period. . SRA & Other Deduction
SRA & Other Deduction Documents due to CPB
Documents due to Payroll. '
27(Day 1) 28(Day 2)
Begin creating, changing and/or
PP19 Starts approving PHR Appointments, Pay

Adjustments & Time Entry

Adjustments for current pay period.

February, 2011




Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(Day 3) 2 (Day 4) 3(Day 5) 4(Day 6) 5(pay 7)
NRA paperwork due to | Begin viewing Pay .
Payroll. Calculation Screen for Paycheck Time sheet cut-off for
current pay period. Issued for all employees for PP18.
(Available days 4-10) PpP18
6(Day 8) 1 (Day 9) 8(Day 10) 9(pay 11) 10(pay 12) 11(pay13) | 12(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL Unit approves TOTAL
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_ustments fa Time Entry Screen) between 7 AM Screen) between 7 AM PP19 Ends
Just:?egts or current & Midnight. & Noon.
pay period. . SRA & Other Deduction
SRA & Other Deduction Documents due to CPB
Documents due to Payroll. )
13(Day 1) 14(Day 2) 15(Day 3) 16(Day 4) 17(Day 5) 18(Day 6) 19(Day 7)
PP20 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay Paycheck .
approving PHR Appointments, Pay | payroll. Calculation Screen for issued - PP19 | Time sheet cut-off for
Adjustments & Time Entry current pay period. SRA & Other all employees for PP19.
Adjustments for current pay period. (Available days 4-10) Deduction
SRA & Other Deduction Documents due to
Documents due to Payroll. CPB.
20(Day 8) 21(Day 9) 22(Day 10) 23(Day 11) 24(Day 12) 25(Day 13) 26(Day 14)
Spring Break Spring Break Spring Break UMCP closed — Admin
(earned Election Day 11/2/10) | Furlough leave
Last day to create, change
or approve PHR Unit approves TOTAL | Unit approves TOTAL PP20 Ends
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgl_ustments ;& Time E[‘”y Screen) between 7 AM | Screen) between 7 AM
justments for curren e
oay period. & Midnight. & Noon.
27(Day 1) 28(Day 2) 29(Day 3) 30(Day 4) 31(Day 5)
Begin creating, changing and/or NRA paperwork due to | Begin viewing Pay
PP21 Starts approving PHR Appointments, Pay | Payroll. Calculation Screen for

Adjustments & Time Entry
Adjustments for current pay period.

current pay period.
(Available days 4-10)

March, 2011




Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(Day 6) 2(Day 7)
Pavcheck Time sheet cut-off for
. aychec all employees for PP20.
issued for
PP20
3(Day 8) 4(pay 9) 5(pay 10) 6(Day 11) 1 (Day 12) 8(Day 13) O(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL | Unit approves TOTAL
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_ustments fa Time Entry Screen) between 7 AM Screen) between 7 AM PP21 Ends
justmegts or current & Midnight. & Noon.
pay period. - SRA & Other Deduction
SRA & Other Deduction Documents due to CPB
Documents due to Payroll. )
10ay 1) 11pay2) 12(pay 3) 13(pay 4) 14(pay 5 15pay6) | 16(pay7)
PP22 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay )
approving PHR Appointments, Pay | payroll. Calculation Screen for Paycheck Time sheet cut-off for
Adjustments & Time Entry current pay period. issued for all employees for PP21.
Adjustments for current pay period. (Available days 4-10) Pp21
17 (Day 8) 18(pay 9) 19(pay 10 20(Day 11) 21(Day 12) 22Day13) | 23(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL | Unit approves TOTAL
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
Agj_ustments fa Time Entry Screen) between 7 AM Screen) between 7 AM PP22 Ends
Al Justme(?ts or current & Midnight. & Noon.
pay period. . SRA & Other Deduction
SRA & Other Deduction Documents due to CPB
Documents due to Payroll. '
24(Day 1) 25(Day 2) 26(Day 3) 27(Day 4) 28(Day 5) 29(Day 6) 30(Day 7)
PP23 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay Time sheet cut-off for
approving PHR Appointments, Pay Payroll. Calculation Screen for Paycheck all employees for PP22.
Adjustments & Time Entry current pay period. issued for
Adjustments for current pay period. (Available days 4-10) Pp22

April, 2011




May, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3(Day 10) 4(Day 11) 5(pay 12) 6(Day 13) 1 (Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL | Unit approves TOTAL
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
Adj_ustments & Time Entry Screen) between 7 AM Screen) between 7 AM PP23 Ends
Adjustments for current L &N
iod & Midnight. oon. .
pay period. . SRA & Other Deduction
SRA & Other Deduction Documents due to CPB
Documents due to Payroll. '
8(Day 1) 9(Day 2) 10(pay 3) 11(pay 4) 12(pay 5) 13pays) | 14(pay 7)
PP24 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay )
approving PHR Appointments, Pay | payroll. Calculation Screen for Paycheck Time sheet cut-off for
Adjustments & Time Entry current pay period. issued for all employees for PP23.
Adjustments for current pay period. (Available days 4-10) PP23
15@ays) | 16(Day9) 17 (pay 10) 18(pay 11) 19(pay 12) 20(ay13) | 21(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL | Unit approves TOTAL
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_ustments ;& Time Entry Screen) between 7 AM Screen) between 7 AM PP24 Ends
Justn_wegts or current & Midnight. & Noon.
pay period. . SRA & Other Deduction
SRA & Other Deduction Documents due to CPB
Documents due to Payroll. )
22(Day 1) 23(Day 2) 24(Day 3) 25(Day 4) 26(Day 5) 27(Day 6) 28(Day 7)
Begin creating, changing and/or NRA paperwork due to | Begin viewing Pay
PP25 Starts approving PHR Appointments, Pay | Payroll. Calculation Screen for $ Central Payroll Ti heet cut-off
Adjustments & Time Entry current pay period. Pavcheck i f Bureau Closed Ime Sheet cut-ott Tor
Adjustments for current pay period. (Available days 4-10) aye egplzsj Slat s all employees for PP24.
29(Day 8) 30(Day 9) 31(Day 10)

Memorial Day Holiday

Last day to create, change or
approve PHR Appointments,
Pay Adjustments & Time
Entry Adjustments for current
pay period.

SRA & Other Deduction
Documents due to Payroll.




June, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1Day 11) 2(Day 12) 3(Day 13) 4A(Day 14)
Unit approves TOTAL
Unit approves TOTAL Payroll (Pay Calculation
Payroll (Pay Calculation | Screen) between 7 AM
Screen) between 7 AM & Noon. PP25 Ends
& Midnight. SRA & Other Deduction
Documents due to CPB.
5(pay 1) 6(Day 2) 1 (Day 3) 8(Day 4) O(Day 5) 10ays) | 11(pay7)
PP26 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay )
approving PHR Appointments, Pay Calculation Screen for Time sheet cut-off for
' . Payroll. . Paycheck
Adjustments & Time Entry current pay period. X all employees for PP25.
d . . issued for
Adjustments for current pay period. (Available days 4-10) Ppo5
12(Day 8) 13(Day 9) 14(Day 10) 15(Day 11) 16(Day 12) 17(Day 13) 18(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL | Unit approves TOTAL
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_ustments ;& Time Entry Screen) between 7 AM Screen) between 7 AM PP26 Ends
Justmeg\ts or current & Midnight. & Noon.
pay period. . SRA & Other Deduction
SRA & Other Deduction Documents due to CPB
Documents due to Payroll. )
19(Day 1) 20(Day 2) 21(Day 3) 22(Day 4) 23(Day 5) 24(Day 6) 25(Day 7)
PPO1 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay .
approving PHR Appointments, Pay Calculation Screen for Time sheet cut-off for
) \ Payroll. ! Paycheck
Adjustments & Time Entry current pay period. . all employees for PP26.
! . - issued for
Adjustments for current pay period. (Available days 4-9) PP26
26(Day 8) 271 (Day 9) 28 (Day 10) 29(Day 11) 30(pay 12)
Last day to create, change or Unit approves TOTAL Unit approves TOTAL

approve PHR Appointments, Pay
Adjustments & Time Entry
Adjustments for current pay period.

SRA & Other Deduction Documents due
to Payroll.

Payroll (Pay Calculation
Screen) between 7 AM
& Midnight.

Payroll (Pay Calculation
Screen) between 7 AM

& Noon.
SRA & Other Deduction
Documents due to CPB.

June, 2011




July, 2011
Sunday Monday Tuesday Wednesday Thurs’ Friday Saturday
1(Day 13) 2 (Day 14)
PP0O1 Ends
3(Day 1) 4(Day 2) 5(pay 3) 6(Day 4) 1 (Day 5) 8(Day 6) O(pay 7)
Independence Day Holiday o
PPO02 Starts NRA paperwork due to | Begin viewing Pay .
Begin creating, changing and/or Payroll. Calculation Screen for Paycheck Time sheet cut-off for
approving PHR Appointments, Pay current pay period. issued for all employees for PPO1.
Adjustments & Time Entry (Available days 4-10)
d ) PPO1
Adjustments for current pay period.
10(Day 8) 11(Day 9) 12(Day 10) 13(Day 11) 14(Day 12) 15(Day 13) 16(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL Unit approves TOTAL PP02 Ends
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁg!“srme”ts f‘ Time Entry | gereen) between 7 AM | Screen) between 7 AM
Justmegts or current & Midnight. & Noon.
pay period. . SRA & Other Deduction
SRA & Other Deduction Documents due to CPB
Documents due to Payroll. )
17(Day 1) 18(Day 2) 19(Day 3) 20(Day 4) 21(Day 5) 22(Day 6) 23(Day 7)
PPO3 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay )
approving PHR Appointments, Pay | payroll. Calculation Screen for Paycheck Time sheet cut-off for
Adjustments & Time Entry current pay period. i all employees for PP02.
! . - ssued for
Adjustments for current pay period. (Available days 4-10) PPO2
24 Day 8) 25(Day 9) 26(Day 10) 27 (Day 11) 28(Day 12) 29Day 13) | 30(Day 14)
Last day to create, change or Unit approves TOTAL Unit approves TOTAL
approve PHR Appointments, | payro|| (Pay Calculation | Payroll (Pay Calculation PP03 Ends
Pay Adjustments & Time
Entry Adjustments for current | SCeen) between 7 AM Screen) between 7 AM
SRA & Other Deduction SRA & Other Deduction
Documents due to Payroll. Documents due to CPB.
31(Day 1)

PPO04 Starts

July, 2011




August, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1Day2) 2 (Day 3) 3(Day 4) 4(Day 5) 5(Day 6) 6(Day 7)
Begin creating, changing and/or NRA paperwork due to | Begin viewing Pay Time sheet cut-off for
approving PHR Appointments, Pay | payroll. Calculation Screen for Paycheck all employees for PP03.
Adjustments & Time Entry current pay period. issued for
Adjustments for current pay period. (Available days 4-10) PPO3
1 (Day 8) 8(Day 9) 9(pay 10) 10(pay 11) 11(pay 12) 12(pay13) | 13(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL Unit approves TOTAL PP04 Ends
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_us:menis f‘ Time E[‘”V Screen) between 7 AM | Screen) between 7 AM
aJuSe:?;‘g S foreurren & Midnight. & Noon.
ERX E& o, . SRA & Other Deduction
er Deduction Documents due to CPB
Documents due to Payroll. )
14(pay 1) 15(pay 2) 16(pay 3) 17 (pay 4) 18(pay 5) 19ays) | 20(Day 7)
PPO5 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay _
approving PHR Appointments, Pay | Pavroll. Calculation Screen for Time sheet cut-off for
y Paycheck Il employees for PPO4
Adjustments & Time Entry current pay period. issued for all employees tor :
Adjustments for current pay period. (Available days 4-10) PPO4
21(Day 8) 22 (Day 9) 23(Day 10) 24 (Day 11) 25(Day 12) 26(Day 13) | 27(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL Unit approves TOTAL PP05 Ends
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_uszmenzs f‘ Time E{‘try Screen) between 7 AM | Screen) between 7 AM
ajuse;?:é] s foreurren & Midnight. & Noon.
gRX E)& oth : . SRA & Other Deduction
er Deduction Documents due to CPB
Documents due to Payroll. '
28(Day 1) 29(Day 2) 30(Day 3) 31(Day 4)
PPO6 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay
approving PHR Appointments, Pay Payroll. Calculation Screen for

Adjustments & Time Entry

Adjustments for current pay period.

current pay period.

(Available days 4-10)

August, 2011




September, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(pay 5) 2(Day 6) 3(Day 7)
$ Central Payroll | _.
. Time sheet cut-off for
ﬁg)(/)csheck issued for Bureau Closed all employees for PPOS,
4(Day 8) 5(pay 9) 6(Day 10) 1 (Day 11) 8(Day 12) O(Day 13) 10(pay 14)
Last day to create, change
Labor Day Holiday or approve PHR Unit approves TOTAL Unit approves TOTAL PP06 Ends
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁg!usme”? f(‘) Tc|meeE[1try Screen) between 7 AM | Screen) between 7 AM
ajuserioe(? S foreurren & Midnight. & Noon.
ERX E& Othe'r Deduction SRA & Other Deduction
Documents due to Payroll. Documents due to CPB.
11(pay 1) 12(pay 2) 13(pay 3) 14(pay 4) 15(pay 5) 16(ays) | 17(pay7)
PPO7 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay .
approving PHR Appointments, Pay | Pavroll. Calculation Screen for Time sheet cut-off for
Y Paycheck | ol employees for PP06
Adjustments & Time Entry current pay period. issued for all employees for .
Adjustments for current pay period. (Available days 4-10) PPOG
18ay 8) 19pay9) 20(pay 10) 21(pay 11) 22 (Day 12) 23(Day13) | 24(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL Unit approves TOTAL PPO7 Ends
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_us:men:s f‘ Time E['"y Screen) between 7 AM | Screen) between 7 AM
ajusewgg s forcurren & Midnight. & Noon.
gRX E;L oth : . SRA & Other Deduction
er Deduction Documents due to CPB
Documents due to Payroll. )
25(pay 1) 26(Day 2) 21 (Day 3) 28(Day 4) 29(Day 5) 30(pay 6)
PP08 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay Paycheck
approving PHR Appointments, Pay Payroll. Calculation Screen for issued for
Adjustments & Time Entry current pay period. PPO7

Adjustments for current pay period.

(Available days 4-9)

September, 2011




October, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(pay 7
Time sheet cut-off for
all employees for PPO7
2(Day 8) 3(Day 9) 4(Day 10) 5(pay 11) 6(Day 12) 1 (Day 13) 8(Day 14)
Last day to create, change or Unit approves TOTAL Unit approves TOTAL
approve PHR Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation PPO8 Ends
ﬁgl_ustmgzts ]‘% Tc'meeEP"y o Screen) between 7 AM | Screen) between 7 AM
jus s for current pay period. e
SRA & Other Deduction Documents due & Midnight. fél\lgoor:h D .
o Payroll. er Deduction
Documents due to CPB.
O(pay 1) 10(pay 2) 11(pay 3) 12 (Day 4) 13(pay 5) 14ays) | 15ay 7)
Columbus Day Holiday o
PPO9 Starts (observed 12/28/11) NRA paperwork due to | Begin viewing Pay Time sh 1
Begin creating, changing and/or Payroll. Calculation Screen for Paycheck Illme S Ieet C“tf'o P,fég
approving PHR Appointments, Pay current pay period. issued for all employees for
Adjustments & Time Entry (Available days 4-10) PPO8
Adjustments for current pay period.
16(pay 8) 17 (pay 9) 18(pay 10) 19(pay 11) 20(Day 12) 21(Day13) | 22(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL Unit approves TOTAL PP09 Ends
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁg!“s:ments f‘ Time E[‘"y Screen) between 7 AM | Screen) between 7 AM
JustMents for curren & Midnight. & Noon.
gg{?;g?&r Deduction SRA & Other Deduction
Documents due to Payroll. Documents due to CPB.
23(Day 1) 24(Day 2) 25(Day 3) 26(Day 4) 27(Day 5) 28(Day 6) 29(Day 7)
PP10 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay )
approving PHR Appointments, Pay | Payroll. Calculation Screen for Paycheck Time sheet cut-off for
Adjustments & Time Entry current pay period. ; all employees for PPO9
d . . issued for
Adjustments for current pay period. (Available days 4-10) PPO9

30(Day 8)

31(Day 9)

October, 2011




November, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(Day 10) 2 (Day 11) 3(Day 12) 4(Day 13) 5(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL Unit approves PP10 Ends
Appointments, Pay Payroll (Pay Calculation | TOTAL Payroll (Pay
ﬁgluzmgzg %rTC'”;?eﬁ['try Screen) between 7 AM | Calculation Screen)
Justr u & Midnight. between 7 AM &
pay period.
SRA & Other Deduction Noon. _
Documents due to Payroll. SRA & Other Deduction
Documents due to CPB.
6(Day 1) {(Day 2) 8(Day 3) 9(Day 4) 10(pay 5) 11(pay 6) 12Day 7)
Veteran’s Day )
PP11 Starts Begin creating, changing and/or NRA paperwork due to | Begin viewing Pay $ Holiday (observed | Time sheet cut-off for
approving PHR Appointments, Pay | payroll. Calculation Screen for Paycheck issued for 12/29/11) all employees for
Adjustments & Time Entry current pay period. PP10 Central Payroll PP10.
Adjustments for current pay period. (Available days 4-9) Bureau closed
SRA & Other Deduction
Documents due to
Payroll.
13(pay 8) 14(pay 9) 15(pay 10) 16(pay 11) 17 (pay 12) 18(pay 13) 19(pay 14)
Unit approves TOTAL Unit approves TOTAL
Last day to create, change or Payroll (Pay Calculation | Payroll (Pay Calculation PP11 Ends
approve PHR Appointments, Pay Screen) between 7 AM | Screen) between 7 AM
Adj_ustments & Time Entry ) & Midnight. & Noon.
Adjustments for current pay period. | qpa g Other Deduction
Documents due to CPB.
20(Day 1) 21(Day 2) 22 (Day 3) 23(Day4) 24 (Day 5) 25(Day 6) 26(Day 7)

PP12 Starts

Begin creating, changing and/or

$

Paycheck issued for PP11

Central Payroll Bureau
Closed
Begin viewing Pay

Thanksgiving Day
Holiday

Thanksgiving
Break

Time sheet cut-off for]
all employees for

approving PHR Appointments, Pay NRA paperwork due to Calculation Screen for PP11
Adjustments & Time Entry Payroll. current pay period. :
Adjustments for current pay period. (Available days 4-10)

21 (Day 8) 28(Day 9) 29(Day 10) 30(pay 11)

Last day to create, change or
approve PHR Appointments, Pay
Adjustments & Time Entry

Adjustments for current pay period.

SRA & Other Deduction
Documents due to Pavroll.

Unit approves TOTAL
Payroll (Pay Calculation
Screen) between 7 AM

— November, 2011




December, 2011

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(pay 12) 2(Day 13) 3(Day 14)
Unit approves TOTAL
Payroll (Pay Calculation PP12 Ends
Screen) between 7 AM
& Noon.
SRA & Other Deduction
Documents due to CPB.
4(Day 1) 5(pay 2) B(Day 3) 1 (Day 4) 8(Day 5) O(Day 6) 10(pay 7)
PP13 Starts Begin creating, changing and/or NRA paperwork due to Begin viewing Pay .
approving PHR Appointments, Pay | Payroll. Calculation Screen for Paycheck Time sheet cut off for
Adjustments & Time Entry current pay period. issued for all employees for PP12.
Adjustments for current pay period. (Available days 4-9) PP12
11(Day 8) 12(Day 9) 13(Day 10) 14(Day 11) 15(Day 12) 16(Day 13) 17(Day 14)
Last day to create, change or Unit approves TOTAL Unit approves TOTAL
approve PHR Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation PP13 Ends
ﬁgﬁzmggg %:&'ﬂfeﬁ:‘g;’y oeriod Screen) between 7 AM | Screen) between 7 AM
; | & Midnight. & Noon.
tSORQa&ratlher Deduction Documents due SRA & Other Deduction
yrotl. Documents due to CPB.
18(Day 1) 19(Day 2) 20(Day 3) 21(Day 4) 22(Day 5) 23(Day 6) 24(Day 7)
Begin creating, changing and/or Begin viewing Pay
PP14 Starts approving PHR Appointments, Pay | NRA paperwork due to | Calculation Screen for Central Payroll | —:
Adjustments & Time Entry hap current pay period. $ Y Time sheet cut off for
J . Payroll. ! Bureau Closed | a1 employees for PP13
Adjustments for current pay period. (Available days 4-9) Pavcheck issued for )
SRA & Other Deduction Documents due SRA & Other Deduction Y
to Payroll. Documents due to CPB. PP13
25(Day 8) 26(Day 9) 21 (Day 10) 28(Day 11) 29(Day 12) 30ay 13) | 31(Day 14)
President’s Day Columbus Day Holiday | Veteran’s Day Holiday
Christmas Day Holiday Holiday (earned 10/10/11) (earned 11/11/11) Winter Break | PP14 Ends

Observed

Last day to create, change or approve
PHR Appointments, Pay Adjustments &
Time Entry Adjustments for current pay
period

(earned 2/21/11)

Unit approves TOTAL
Payroll (Pay Calculation
Screen) between 7 AM
& Midnight.

Unit approves TOTAL
Payroll (Pay Calculation
Screen) between 7 AM

& Noon.

December, 2011




January, 2012

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1(Day 1) 2 (Day 2) 3(Day 3) A(Day 4) 5(pay 5) 6(Day 6) 1 (Day 7)
New Year’s Day Observance
PP15 Starts NRA paperwork due to | Begin viewing Pay Time sheet cut-off
Begin creating, changing and/or Payroll. Calculation Screen for Pavcheck \me shee: ettt 1or
X : ; y! all employees for PP14.
approving PHR Appointments, Pay current pay period. issued for
Adjustments & Time Entry (Available days 4-9) Pp14
Adjustments for current pay period.
8(Day 8) 9(pay 9) 10(pay 10) 11(pay 11) 12(pay 12) 13(pay13) | 14(Day 14)
Last day to create, change or Unit approves TOTAL Unit approves TOTAL
approve PHR Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation PP15 Ends
ﬁg!usme”is f(‘) Tc'meeE[‘”;/ oriod Screen) between 7 AM | Screen) between 7 AM
justments for current pay period. L
SRA & Other Deduction Documents due & Midnight. & Noon. .
to Payroll SRA & Other Deduction
yrofl Documents due to CPB.
15(pay 1) 16(pay 2) 17 (pay 3) 18(pay 4) 19(pay 5) 20ay6) | 21Day7)
Martin Luther King Day S
PP16 Starts Holiday NRA paperwork due to | Begin viewing Pay .
Payroll Calculation Screen for Paycheck Time sheet cut-off for
. - - ’ current pay period . all employees for PP15.
Begin creating, changing and/or nt pay period. issued for
approving PHR Appointments, Pay (Available days 4-10) PP15
Adjustments & Time Entry
Adjustments for current pay period.
22 (Day 8) 23(Day 9) 24 Day 10) 25(Day 11) 26(Day 12) 27 Day13) | 28(Day 14)
Last day to create, change
or approve PHR Unit approves TOTAL Unit approves TOTAL PP16 Ends
Appointments, Pay Payroll (Pay Calculation | Payroll (Pay Calculation
ﬁgj_uszmenzs f‘ Time E{‘try Screen) between 7 AM | Screen) between 7 AM
pa;lése;?c?g s foreurren & Midnight. & Noon. SRA & Other
) - Deduction Documents due to
SRA & Other Deduction CPB.
Documents due to Payroll.
29(Day 1) 30(Day 2) 31(Day 3)
PP17 Starts Begin creating, changing and/or NRA paperwork due to
approving PHR Appointments, Pay Payroll.

Adjustments & Time Entry
Adjustments for current pay period.
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