
PeopleSoft
Exempt / Approvers & 

Adjusters

The payroll week ends on 
Saturday at midnight

Absences need to be 
reported during the week 
incurred and entered by 

Friday at 3PM

Absences need to be 
approved by 3:30PM each 

Friday  | Time must be 
approved by Friday at 5PM 

Paychecks are 
available bi-

weekly on Friday

Maximo:
Trade Services employees

The payroll week ends on 
Saturday at midnight

Time is recorded in 
EZMaxMobile or with paper 

time cards for STEP.  All 
hours are approved and 

authorized by Operational 
Managers

Timecards must be 
authorized by 10AM 

Monday for the previous 
week.  Paper copies need 

to be sent to CS Payroll

Paychecks are 
available weekly 

on Friday for 
hours from 

previous week

Kronos:
Dining and Faculty Club  

employees

The payroll week ends on 
Saturday at midnight

Time is entered with 
employee swipes and with 

edits approved by Managers

Timecard edits must be 
completed by 2PM on 

Monday for the previous 
week

Paychecks are 
available weekly 

on Friday for 
hours from 

previous week

These deadlines are subject to change due to holidays and early payroll deadlines from the University.

Payroll System Process

PeopleSoft
Non-Exempt / Reporters

The payroll week ends on 
Saturday at midnight

Time is reported weekly 
by employee by 5PM 

each Thursday

Time is approved by 
manager weekly by 5PM 
each Friday | Absences 
need to be approved by 

3:30PM each Friday 

Paychecks are 
available bi-
weekly on 

Friday
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