
(For best results, print on “Tabloid 11x17”)6/13/2023 9:56 AM

Online Process to Pay Employees Paid Mid-MonthOnline Process to Pay Employees Paid Mid-Month

B
u

rs
ar

’s
 O

ff
ic

e
B

u
rs

ar
’s

 O
ff

ic
e

M
id

-M
o

n
th

 P
ai

d
 E

m
p

lo
ye

e
M

id
-M

o
n

th
 P

ai
d

 E
m

p
lo

ye
e

A
p

p
ro

ve
r 

(a
s 

d
es

ig
n

at
ed

 in
 C

M
S)

A
p

p
ro

ve
r 

(a
s 

d
es

ig
n

at
ed

 in
 C

M
S)

H
R

 P
ay

ro
ll 

Se
rv

ic
es

H
R

 P
ay

ro
ll 

Se
rv

ic
es

St
at

e 
C

o
n

tr
o

lle
r’

s 

O
ff

ic
e 

(S
C

O
)

St
at

e 
C

o
n

tr
o

lle
r’

s 

O
ff

ic
e 

(S
C

O
)

First day of 
pay period

No

Review 
timesheet

Create PIP file

Send PIP file to 
SCO

Run CIRS report 
to capture 

payment info
(daily)

Data correct? Overpayment?No No

Return check to 
SCO for 

redeposit

Yes

Enter the 
difference in 

pay into PIMS 
for payment

Save CIRS report 
in fileshare w/ 
Bursar’s Office

Submit PIP file 
into overnight 

process
Redeposit funds

Run overnight 
payroll process

Time 
Administration 

process 
executes in CMS

(daily)

Manually enter 
time into PIMS

Errors?

No

Make 
corrections

Notify Employee 
to correct

Yes

Can Payroll 
resolve?

Direct Approver 
to IRT for 
resolution

Yes

No

Yes

Employee paid

Release/mail 
checks to 

employees

Was there a 
redeposit?

No

Yes

Notify 
Timekeepers /
Approvers via 

email the details 
of next pay 

period

Enter time daily

End of pay 
period OR All 
hours worked  

captured

Employee 
available to 

correct?
Yes

Approver 
available to 

correct?

No

Make 
corrections

Yes

Make 
corrections

No

Approve 
timesheet

Approve 
timesheet

Yes
Last week of 

month?

No

PIP Trans Date

Create PIP draft 
file

2 Days Prior to 
PIP Trans Date

Review PIP draft 
file

Technical 
issues? No

Yes

Is Employee 
available? Yes

Enter time on 
behalf of the 

Employee

No

Approver 
able to enter 
employee’s 

time?
Yes

Enter Time on 
Behalf of the 

Employee

No

After the 6th 
bus. day of 
pay period?

No

Yes

Is it after the 
8th bus. day of 

pay period?Yes

No

Review T&L Sac Custom 
Reports and Timecard 

Report [Reported Hours]

Review T&L SAC 
Custom Reports  
[Payable Hours]

Review query: 
“SACHR_PAYROLL_

OT_TL”

Hours 
correct?No

Yes

Yes

Saved 
timesheet Yes

Submitted 
timesheet? Yes

NoNo

Days Prior to the 2-
Day PIP Trans Date

Can Approver 
resolve?

No

Resolve 
technical issue 
for employee

Yes

Resolve 
technical issue 
for employee

Did IRT 
resolve issue?

Yes

No
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