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USAEmployee imekeeping & Leave Reportinguidelinescontinued

EXEMPTSALARIEIBMPLOYEHSAID BMWEEKLY

Biweekly paid exempt employees are required to subntitresheetthrough Web Time Entrgachpay
period, listing anyexceptions to regular tim# include, forexample, PTO, vacation, sick, anfly Medical
Leave

LEAVE REPORTING FOR MONTHLY PAID EMPIMYEESpaid employees are required to submit their
leavereport through PAW®ach monthwhether or notleavewas taken

PAYROLL TIMEKEEPING DEADLTNE® ayroll deadlines for submissermd approvabf time or leave are
published on the Payroll website at:

www.southalabama.edu/departments/financialaffairs/payroll/resources/2019biweeklypayroll/calendar

If time or leaveare not submittedand approved by thalesignateddeadline, a hard copy of the timesheet
or leave report, approved by the supervisorust be submitted to PayrollPayroll deadlines are subject to
change due to holidays or inclement weathdemployeeswvill be notified by email of any changes.

APPROVING TIMBR LEAE It is the responsibility of théimekeeping or leaveeport approve to verify
the accuracy of théimesheetor leavereport submitted bythe employeeprior to approving. If employees
proxyfor their approver,employees are not permitted to approve their own time or leaveProxies may
only approve timeor leavefor thosein alower level



www.southalabama.edu/departments/financialaffairs/payroll/resources/2019biweeklypayroll/calendar
https://www.southalabama.edu/departments/financialaffairs/payroll/
https://www.southalabama.edu/departments/financialaffairs/hr/resources/staffemphandbook.pdf

