
Hourly Payroll Guidelines 
 

Objective: Because of the elimination of the Hourly Supplemental Paycheck, this directive will guide you to the tools available to you to 
ensure that all hourly time is entered, approved, and accounted for. 

 

Helpful Tips for the Overall Hourly Payroll Process: 
 

•  Be clear of the T&L deadlines 
o If the deadline is Wednesday: 

1. Time must be entered before 11:00 Wednesday (before Time Admin runs)  
AND   

2. Time must be approved by 5:00 PM Wednesday 
o Take advantage of monthly T&L deadline calendar to allow future planning  

•  Time Admin is a process that must run to take the RHW entered into the Timesheet and convert it to Payable Time 
o Time Admin for hourlies runs twice a day- 11 AM to 1 PM and again overnight 

•  You will want to check your hourly time BEFORE Payroll creates the checks. Payroll begins right after the deadline. To ensure the time is 
correct, you will want to check the time before the day of the deadline to give you an opportunity to make corrections. 

•  Flow of Hourly Time: 

 
EIS Pages and Reports for the Hourly Process 

 

•  EIS Pages 
o Report/Enter Hourly Time 

  UNTS Time and Labor  Report Time  Timesheet 
  Use this to report/enter all hourly time 

o Approve Payable Time 
  UNTS Time and Labor  Approve Time and Exceptions  Payable Time 
  Payable Time is the final step of hourly time and it must be approved before payment 
  Use this page to Approve time 

o Payable Time Detail 
 

 
 
 

•  Reports 

  UNTS Time and Labor  View Time  Payable Time Summary 
  Instructions on Payable Time Detail tab 
  Use this to give you a summary of what step the time is in the process and who approved and when 

o Instructions (Running EIS Reports Tab) and explanations (Reading the Reports tabs) of each report included 
o Employees by Group Report 

  UNTS Time and Labor  Reports  Employee by Group 
  A list of all the active hourlies with job information like hourly rate, account #, record # 
  Use this to check for the correct Record Number to use when entering Hourly time 

o Non Reported Time 
  UNTS Time and Labor  Reports  Non Reported Time 
  A list of all employees for a time period that have nothing entered into the timesheet 
  Use this to get a list of employees with no time entered into the timesheet for a given time period 

o UNTS Reported Time Summary 
  UNTS Time and Labor  Reports  UNTS Reported Time Summary 
  A summary of all time  entered into the timesheet by date range 
  Use this to compare against the Payable Time Summary. Reported Time and Payable Time should match exactly for a 

given time period 
o UNTS Payable Time Summary 

  UNTS Time and Labor  Reports  UNTS Payable Time Summary 
  A summary of all time  approved in Payable Time by a date range 
  Use this to compare against the Reported Time Summary. Only approved time will be on this report. Payable Time 

should match the Reported Time exactly 
 
 



Payable Time Detail Page 3 
 

 
 

Hourly T&L Deadlines 

Refer to the BSC website for monthly time and labor deadlines. 
http://bsc.untsystem.edu/payroll_deadlines 
 
Instructions for using Payable Time Detail- Status of Hourly Time 

 
 
 

1.   Navigate to “Payable Time Detail” under “View Time” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.   Put in Group ID or EMPL ID 
a.   Choose the person/record you would like to check on 

3.   Once in the page, put in the Start and End date of the time period you would like to view 
 

Note: this page is limited to a 31 day window 

http://bsc.untsystem.edu/payroll_deadlines
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Payable Time Detail Page 5 
 

 

 
 

 



Running the EIS Reports Page 5 
 

Running Reports 
 

 
 

 



Running the EIS Reports Page 6 
 

 

 
 

 



Running the EIS Reports Page 7 
 

 

 
 

 



Running the EIS Reports Page 8 
 

 

 
 

 



Reading the Employees by Group Report Page 9  

Understanding the Information in an Employees by Group Report 
 

 
 

 



Reading the Non Reported Time Report Page 10  

Understanding the Information in the Non Reported Time Report 
 

 



Reading the Reported and Payable Time Summary Page 11  

Using the Reported and Payable Time Summary Reports 
 

 
 
 

 


