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Bi-Monthly Payroll Employee Pay Cycle Overview

This past fiscal year (FY 2023), the Payroll Office recorded a much higher than normal number of “emergency paycheck
requests” for our staff assigned to the semi-monthly payroll who were not paid timely. Therefore, if you are an
employee assigned to the semi-monthly payroll, or a supervisor of an employee assigned to the semi-monthly payroll,
please review these recommendations and reminders to ensure the successful and timely completion of these payrolls.

Know Your Payroll Schedule and Deadlines:

Employees assigned to the semi-monthly payroll (i.e., students, part time non-students, and temporary staff
assignments) are paid twice a month through the semi-monthly payroll for the periods listed below and using this
planned schedule for FY2024. To process a paycheck for a period, an approved timecard is required to be reflected in
the system by 3 pm as defined on this schedule.

Period 1 Days 1 thru 15 of the month
Period 2 Days 16 thru the last day of the month

Timesheets not approved by the supervisor by established deadlines will result in an unnecessary delay in producing
the employee's paycheck.

Below, we have outlined responsibilities of employees, supervisors, and additional resources available for your
reference to ensure consistent compliance with associated payroll function and deadlines:

Employee:

1. Maintain accurate timekeeping records; include all hours worked.

2. Submit your timesheet on the last day of the period, which is the due date — this action can also be submitted
via most mobile devices. If the due date falls on a weekend, submit your timecard on the Friday before.

a. Once submitted, your supervisor will receive an email notification to review and approve your
timecard.

3. You too will receive an email notification when your supervisor approves your timecard. This is your ‘time

stamp’ notice of when your submitted hours were approved.

Supervisor:

1. Ensure that all active wage employees under your responsibility who have worked during a period consistently
submit their timesheets by the due date.

2. You will receive an email notification when the timesheet for your employee is ready for your approval (due by
3 pm on the due date) — this approval can also be completed via most mobile devices. Please note that this
notification will be sent to you only once during this timeframe.

3. If you are unavailable to approve for a specified period, you may temporarily delegate the timesheet approval
responsibility to a proxy.


https://www.utrgv.edu/finance-and-fiscal-reporting/_files/documents/payroll/fy2024-semi-monthly-payroll-schedule.pdf
https://www.utrgv.edu/finance-and-fiscal-reporting/_files/documents/payroll/08-ess-hourly-submit-timecard.pdf
https://www.utrgv.edu/finance-and-fiscal-reporting/_files/documents/payroll/10-mss-approve-hourly-timesheet-approval.pdf
https://www.utrgv.edu/finance-and-fiscal-reporting/_files/documents/payroll/manage-delegations-delegator.pdf
https://www.utrgv.edu/finance-and-fiscal-reporting/_files/documents/payroll/manage-delegations-delegate.pdf

Additional Resources:

1. Training sessions are available throughout the fiscal year. Please visit the UTRGV Training Services portal to
obtain a list of upcoming sessions.
2. Refer to the Payroll website for a complete list of time entry user guides for both employee and supervisor.

For additional information, you may call the Payroll Office at 956-665-2558 or via email at payroll@utrgv.edu.
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https://webapps.utrgv.edu/it/training/index.cfm?event=login
https://www.utrgv.edu/finance-and-fiscal-reporting/departments/payroll-and-tax-compliance/web-time-entry/resources/index.htm
mailto:payroll@utrgv.edu
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.utrgv.edu%2F&data=05%7C01%7Celia.lopez%40UTRGV.EDU%7C82f8ed71aa30449b644108dbb52989f8%7C990436a687df491c91249afa91f88827%7C0%7C0%7C638302962248111663%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=kzd8CcPlAkD9CjU7LZRmkdt5GFe7tAD%2FrHSpAyNdeY4%3D&reserved=0

