THE OHIO STATE UNIVERSITY

OFFICE OF HUMAN RESOURCES

            College/Unit:  ______________________      Org:   _____________

            Pay Period #:  ___________
                            Pay Period Ending Date: __________

            Timekeeping data entry deadline __________



	Monthly Payroll Processing Checklist 

(Processing deadline calendars: http://hr.osu.edu/payroll/calendar.htm )
	Date Completed
	Initials

	Data preparation, entry, verification and approval:
	
	

	1. All monthly “Application for Leave” forms for the pay period being entered have been approved.
	
	

	2. All monthly leave information (exception time) has been entered into the system before the pay period deadline.

  
	
	

	3. The “Monthly Exception Time Reports” have been run and information has been reviewed for accuracy against original documents.* (reports are: “Pay Period Summary Report” –HRB720PPS, “Pay Period Detail Report” – HRB720PPD and “Prior Pay Period Adjustment”- HRB720PPA.
	
	

	4. Errors found in step 3 have been corrected.
	
	

	5. Period timekeeping has been approved in the HR System.
	
	

	6. Payroll for the pay period has been approved in the HR System.
	
	

	7. Timesheets and leave forms to be retained per policy. (http://www.lib.ohio-state.edu/arvweb/retention/arvguidelines.htm)
	
	

	
	
	

	Paycheck/direct deposit advice verification:
	
	

	8. The “Check/Advice Distribution Report” – PAY364OS has been reviewed for accuracy.
	
	

	NOTE:  this report is available to print from BRIO once the payroll has been confirmed by the Payroll Department.
	
	

	9.   Discrepancies (e.g. No check or advice, wrong hours) have been

             reported to Payroll.
	
	

	
	
	

	Leave verification:
	
	

	10.   Status of Leave Reports – HRB730 have been run and verified as 

      correct.
	
	

	      11.   Corrections to leave balances have been entered into the HR system.
	
	

	
	
	

	When paychecks/advices are received:
	
	

	12.  All checks/advices are reconciled to the Pay364OS report.
	
	

	13.  Checks/advices have been distributed to employees.
	
	

	14.  Employee leave balance reports have been distributed.
	
	

	15.  Undistributed checks have been returned to OHR Payroll with

       an explanation as to why they were not distributed after 30 days.
	
	

	
	
	

	When General Ledger reports for the month are available:
	
	

	16.  All payroll accounts have been reconciled to the GL using the Human 

      Resources Financial Reconciliation reports on BRIO (HRB110, HRB120 

      and B130).
	
	

	
	
	


* Timekeepers should review data entry reports for accuracy and a separate person should compare data entered into the HR System to ensure it agrees with original timesheets and leave forms.
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