
  
 Training Guide 

 

Contact: Donna Massicotte, dmassico@calpoly.edu  - 1 -     5/22/03 
Business Process Owner: Payroll 
        

Approving Student Time 
The State Controller’s Office refers to the payroll for staff and faculty employees paid  
on a monthly basis as the Master Payroll.  Departments submit attendance certification to the 
Payroll Department prior to the release of Master Payroll each month. 
Department Initial Review 
Navigation in PeopleSoft: 

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

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

Ø Click  

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

Ø Review the data 
Do all 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?) 
Additions/corrections to docks must be coordinated with Payroll 
Additions/corrections to job data must be coordinated with HR/HR 

 

INITIAL REVIEW only – Do not mark the “correct” box.  Check marks entered in 
“correct” boxes will be overridden when the process to re -populate the panels with current 
employee data is re-run at the end of the Pay Period.
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Master Payroll Certification 
 
Department Final Review and Approval: 
Navigation in PeopleSoft: 
Home > Administer Workforce > Capture Time and Labor > Use > CSU Certify Master Payroll  

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

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

Ø Mark the “correct” box for each employee  

Ø When approval is complete, click at the bottom of the page. 
 
You will have access to certify employees 3 days per month.  View the Payroll Calendar here:  
 
http://www.afd.calpoly.edu/payroll/forms/payrollcalendar.pdf 
 


