&LPO]X Training Guide

Approving Student Time

The State Controller’ s Office refers to the payroll for staff and faculty employees paid
on amonthly basis as the Master Payroll. Departments submit attendance certification to the

Payroll Department prior to the release of Master Payroll each month.
Department I nitial Review
Navigation in PeopleSoft:

Home > Administer Workforce > Capture Time and Labor > Use > CSU Certify Master Payroll

CSU Certify Master Payrell

Find an Existing Value

Business Unit: I ﬂ

Group |D: |
Pay Period End Date:l @
| Search | | Clear | Basic Search

» Enter the Group ID for the employees you wish to review

> Cliok Search ]

» Click the Pay Period End Date for the pay-period you wish to view

> Review the data
Do al the employees appear?
Are days worked, Hours worked, and hours docked correctly? If Standard is“Y” did the
employee work a “standard” month (all days with no exceptions?)
Additiong/corrections to docks must be coordinated with Payroll
Additiong/corrections to job data must be coordinated with HR/HR

J{ CEU Certify Master Payroll \L
Business Unit: SLCMP Cal Poly, San Luis Ohispo

Group 1D: 12017 Athletic's - Women's Sports (2
Pay End Date: 02i28/2003
CSU Certify Master Paytoll View All First [ 10r2 O Last
Run Date: 03/10/2003
) First (0 1 ore D Last

EmplD  Name EPl DeptiD DeptDate fon  FTE Standard DS HOWS HOWS HEROMS gy
1000011072 SchlickSteven E 0120124 0211272001 2376 1.00Y [
2000017130 Clarin Sara E 0120118 110172000 2382 083y [l
2000020172 BoyerlizsaM 0120118 070152000 2377 1.00Y [
4 000027595  SanoMarlon D 0120124 0370142001 2382 1.00% O
5000039802 BreamHugh & 0120122 0713152001 2382 1.00% O
6 000108000 Viala Ali bk 0120118 0911062002 2382 072y O

& save ) Return te Search) +EHextin List)

INITIAL REVIEW only — Do not mark the “correct” box. Check marksentered in
“correct” boxeswill be overridden when the process to re-populate the panelswith current
employee data isre-run at the end of the Pay Period.

Contact: Donna Massi cotte, dmassico@cal poly.edu -1- 5/22/03
Business Process Owner: Payroll



QLPO].Y Training Guide

Master Payroll Certification

Department Final Review and Approval:
Navigation in PeopleSoft:

Home > Administer Workforce > Capture Time and Labor > Use > CSU Certify Master Payroll
CSU Certify Master Payroll

Find an Existing Value

Business Linit: I ﬂ

Group D I
Fay Period End Date:l @
| Search | | Clear | Basic Search

» Enter the Group ID for the employees you wish to review
Click

Click the Pay Period End Date for the pay-period you wish to view

The CSU Certify Master Payroll panel displays

Review the data displayed on the CSU Master Payroll panel

Do all the employees appear? Are days worked, Hours worked, and hours docked correct?

If Standard is“Y” did the employee work a “standard” month (all days with no exceptions?)
» Mark the “correct” box for each employee

YV VV

» When approval is complete, click @ sove) at the bottom of the page.

Y ou will have access to certify employees 3 days per month. View the Payroll Calendar here:

http://www.afd.cal poly.edu/payroll/forms/payroll calendar.pdf

Contact: Donna Massi cotte, dmassico@cal poly.edu -2- 5/22/03
Business Process Owner: Payroll



