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General Guidelines 
 

 
 
1. Each department should have at least two (2) employees trained on the departmental hours 

process to cover for vacations, sickness, leaves of absence, etc. 
 

2. The department user will be sent ten (10) “standard” days for each fulltime employee.  The 
user, on a DAILY BASIS, should add, change and/or delete employee hours to accurately 
reflect the employee’s attendance (i.e. partial days, sick days, vacation days, leave of absence 
etc.) Doing this on a daily basis will ensure the accuracy and timeliness of payroll reporting. 

 
3. Upon verification of all hours entry, the “Hours Register – Detail” report must be signed by the 

Department Head and retained in your department for a period of 3 (three) years.   
 

4. The deadline for hour’s submission is 10 am pay week Monday.  If there is a Holiday during 
pay week, the deadline is 3 pm the preceding Friday. 
 

5. The department user is responsible for submitting all information on a timely basis as outlined 
above.   ANY SUBMISSIONS AFTER THE TIME REQUIREMENTS HAVE PASSED MAY 
NOT BE PROCESSED UNTIL THE FOLLOWING PAY PERIOD. 

  
6. Users are encouraged to call or e-mail the payroll department to address any 

questions/problems they may have on the departmental hour’s process. 
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Processing 
 

 
 
 
Select the Departmental Hours Menu option from the Payroll System Main Menu. 
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Option 2:  This will allow you to begin the hour’s entry/edit process for your employees. 
 
Option 3:  The Hours Exception Report contains any discrepancies with the hours entered for the 
current payroll period. This report MUST be run after all hours have been entered.  Any errors that 
appear on this report will need corrected before you move on. 
 
Option 4:  The Hours Register is a report of your employee’s hours for the current payroll period. This 
report is run after the Hours Exception Report has been run and any errors corrected.   
 
Option 5:  This is where the supervisor/department head will approve their departments’ entries for 
the current pay period. 
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Option 2: Work with Employee Hours 

 

 You will need to right justify your entries on all screens throughout the Payroll System. Using your 
field exit key (right “Ctrl” key) or a Tab key does this.  Caution: the field exit key will also delete all 
information that is located on or to the right of the cursor.  The Tab key will let you skip over 
entries without altering them. 

 

 Pay Group will always be “B”. 
 

 Batch Number will be the current Pay Date preceded by a space ( MMDDYY). 
 

 Entry Type is a matter of personal preference.  Try each one and use the one you are the most 
comfortable with. 

 

 Enter the department number for the department you are working in.  If you enter hours for more 
than one department, enter the department number you wish to begin with, it doesn’t matter which 
one it is. 

 

 Sub-department will be left blank unless you are specifically instructed otherwise. 
 

 Press the Enter key after all fields have been filled out. 
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Work with Departmental Hours 

 

 This is a list of all active employees in the department you entered of the previous screen. 

 When department hours are sent to you, the cycle hours and regular hour’s columns should be 
equal. 

 You can move around on this screen by using either the Tab key or the arrow keys. 

 To see additional employees in this department, use the page up/down keys or tab your cursor to 
the field next to the word “Reset” area at the top of this screen.  You can position this screen by 
typing the first few letters of the employee’s last name that you want to work with and pressing 
<Enter>. 

 Put a “1” next to employee you want to work with and press <Enter>. 

 The <F18> and <F19> keys will allow you to move between the departments you are responsible 
for.  If you are responsible for one department only, this does not apply to you.   

 The <F17> key will bring up the “Hours Register” screen. 
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On this screen, type the number 2 next to the date you want to change, or hit the F6 function key to 
add a day.   A combination day (ie. part vacation, part worked) will require you to do both a change 
and an add.  The change will be to the worked time to reduce it to the actual hours worked.  The add 
is for the non-worked time.  The total of both records must equal the employees standard daily hours. 
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If you have selected “2” to change, this screen appears.  Make the necessary changes in the Hours 
Code field or the Hours field.  Any field with a + sign following it is prompt able.   You can prompt a 
field by using the F4 function key.  You will be given a list of possible entries. Place the number 1 next 
to the desired hours code and hit enter.   Make sure that the first character of the hours code matches 
the others that have been defaulted in.  The first digit (where the * is below) will be a “3” if the 
employee is non-union, a “4” if the are union and a “6” if the employee is either part-time or temp.  

The following are the most commonly used hours codes: 

 

*01 – regular time 
*27 – sick time 
*30 – sick in family time 
*33 – vacation time 
*48 – personal time 
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If you have selected the number 4 to delete a day, this screen will appear after you have hit enter.  
You must press the F13 (Shift + F1) to delete the day.  Once you hit those keys, the day is gone; 
there is no other confirmation screen. 
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If you selected the F6 function key to add payroll information this screen appears.  This screen 
always defaults to the first day of the current pay period, which is a Sunday.  You will need to enter all 
of the information, including the date, for an added record.  Make the necessary additions using the 
same procedure as when you are changing a record. 

 

 

After you have made all of the necessary modifications to your employees for the pay period, press 
F3 until you are back to the Departmental Hours Menu.   From this menu select the Hours Exception 
Report option. 
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Option 3:  Hours Exception Report 

 

 Right justify your entries on all screens throughout the Payroll System by using your field exit key. 

 Pay Group will always be “B”. 

 Batch Number will be the current Pay Date preceded by a space ( MMDDYY). 

 Enter the department number for the department you are working in.  If you enter hours for more 
than one department, you will need to run this option for each of those departments.  

 Sub-department will always be left blank unless you have been told otherwise. 

 Audit by Daily Hours Entry should be a “Y”. 

 Print  SS# on Report should be a “N”. 

 Press <Enter> after all fields have been filled out. 
 
This report should be blank.  If there is anything on it you will need to go back into the listed 
employee(s) and correct whatever is wrong.  Rerun this report when finished. 
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Option 4:  Hours Register 

 Right justify your entries on all screens throughout the Payroll System by using your field exit key. 

 Pay Group will always be “B”. 

 Batch Number will be the current Pay Date preceded by a space ( MMDDYY). 

 Enter the department number for the department you are working in.  If you enter hours for more 
than one department, you will need to run this option for each of those departments.  

 Sub-department will always be left blank unless you have been told otherwise. 

 Print G/L Account should be a “Y”. 

 Print Project/Sub-Project should be a “Y”. 

 Accrual Hours should be an “N”. 

 Summary/Detail should be a “D”. 

 Sort By should be an “A”. 

 Alpha/Num should be “N”. 

 Press <Enter> after all fields have been filled out. 
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This will produce a report of all of the hours that will be included in the current pay for all of your 
employees.  The department head needs to review/sign this report and it will need retained in your 
office for a period of 3 years. 
 

 
 

Option 5: Approve Departmental Hours 
 
This is the final step in the departmental hours process.  After you have printed your Hours 
Register(s), select the Approve Departmental Hours option.   Enter the same Pay Group and Batch 
numbers that you have been entering all along for this pay.  Enter the department that you are 
approving.  If you only do payroll for one department, it is not necessary to enter anything in the 
department field.  Press enter, the following screen will appear. 
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Press F20 (Shift + F8) to add your approval.   
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The screen will refresh and in the upper right hand corner you will see the words “Approval 
Completed”.    
 
***Note: If you need to make any modifications after you have approved your hours, you will need 
to contact the Payroll department and we will make the modifications for you. 
 
 
 


