
SALARIED NON-EXEMPT MONTHLY TIMECARD SUBMISSION & APPROVAL
EMPLOYEE & SUPERVISOR QUICK GUIDE
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POLICY & TIMECARD DUE DATE

• Salaried employee time records are due on the first working day of the month following the pay 
period (i.e., payday).

• Review the Monthly Payroll Schedule for each Time Entry Due Date.
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ACTION FOR EMPLOYEES

• Complete and submit your monthly timecard accurately.

• Best practice: Submit by the end of the last business day of the month so your supervisor has time 
to approve it by the due date.
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ACTION FOR SUPERVISORS

• Review timecards for accuracy and ensure they are submitted and approved by the published time 
entry due date.

• Reinforce employee submission by the last business day of each month to allow time for review and 
approval.

• Supervisors may approve multiple or all timecards from the PeopleSoft Pending Timecard Approval 
queue, as appropriate.

• Supervisors may authorize another supervisor to approve timecards on their behalf during an 
absence using the PeopleSoft Delegation functionality.
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MONITORING & FOLLOW-UP

• Employees and supervisors may use the Timecard_Status_Report to monitor outstanding timecards 
and promptly address records in Missing, Saved, or Needs Approval status.
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HELPFUL RESOURCES

 General:
o ADM 04-408 - Time Records Policy     

o Monthly Payroll Schedule  

o Timecard Status Report User Guide   

 Employee:    
o Non-Exempt Timecard Entry Guide  

 Supervisor:
o Single Timecard Approval Process Guide   

o Batch Timecard Approval Process Guide  

o Mass Timecard Approval Process Guide  

o Manage Delegations - Delegator  
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QUESTIONS & SUPPORT

• Timecard: Payroll Office at 956-665-2558 or payroll@utrgv.edu.

• Absence and Leave: Human Resources Leave Administration at Leave@utrgv.edu.

• Training Sessions: David Guerra, Training Coordinator, at david.guerra@utrgv.edu, or visit Training 
portal at utrgv.edu/trainings to get a list of upcoming sessions.

Payroll & Tax Compliance Office 

Thank you for helping keep monthly timecard processing accurate and on time.

https://utrgv.sharepoint.com/:w:/s/UTRGVPayrollTaxCompliance/IQC97bQ4n8YKSYZYuPcL61fNAZH-Y1pr8kwfY65Wf6TSlJ4?e=VvGuBW
https://utrgv.sharepoint.com/:w:/s/UTRGVPayrollTaxCompliance/IQC3n85kpbTyR6d7u8r7qsllARCxU2MHw1PoG4tpg2wJCVI
https://utrgv.sharepoint.com/:w:/s/UTRGVPayrollTaxCompliance/IQBI3FugHwSnQYb-WRX_0xbGAQmdf000C0BQyqAqAuLVMP0?e=dijlqr
https://utrgv.sharepoint.com/:w:/s/UTRGVPayrollTaxCompliance/IQDFCfTa2mzOSJaxKpWn7Su8AfBPePe-_jXfdCzadxo8aNU?e=K0tzFA&xsdata=MDV8MDJ8YmVlLmxvaEB1dHJndi5lZHV8ZGI1NTUyZDkxZTM5NGE4M2JkNWYwOGRmMjU2OGFhMzB8OTkwNDM2YTY4N2RmNDkxYzkxMjQ5YWZhOTFmODg4Mjd8MHwwfDYzOTI3MDgwMzU5MDIxMjIxMXxVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3D%3D&sdata=RHY0S3BHUVBBUmRkYUxUNGNJTk5QTjVNOTYrUlRpRG1IOTFabjFmUFJ0dz0%3D
https://utrgv.sharepoint.com/:w:/s/UTRGVPayrollTaxCompliance/IQD5KbpotO7nSox7y9VKFtmKAa4o8EP2LsxKpZl05TYdgGk?e=XZsR6T&xsdata=MDV8MDJ8YmVlLmxvaEB1dHJndi5lZHV8ZGI1NTUyZDkxZTM5NGE4M2JkNWYwOGRmMjU2OGFhMzB8OTkwNDM2YTY4N2RmNDkxYzkxMjQ5YWZhOTFmODg4Mjd8MHwwfDYzOTI3MDgwMzU5MDIwNjIwN3xVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3D%3D&sdata=blR5L2hCMGJ2SjNRcElwdjVDbUdTYVB4MXdXV1Z5emlSZ2xqZ3l5ZUpJOD0%3D
https://utrgv.sharepoint.com/:w:/s/UTRGVPayrollTaxCompliance/IQCJ5GtJ4JSaSpxVPr7V2KvVATBKjaYqP_c7UsnbByeGek4?e=9TigIu&xsdata=MDV8MDJ8YmVlLmxvaEB1dHJndi5lZHV8ZGI1NTUyZDkxZTM5NGE4M2JkNWYwOGRmMjU2OGFhMzB8OTkwNDM2YTY4N2RmNDkxYzkxMjQ5YWZhOTFmODg4Mjd8MHwwfDYzOTI3MDgwMzU5MDE5OTkzMnxVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3D%3D&sdata=RjV5MmhVMWQ4RkRQU3BJdmpSTWFnUG5sVWFlM2Z4b0gxZ3IwVGt2TG5SST0%3D
https://utrgv.sharepoint.com/:p:/s/UTRGVPayrollTaxCompliance/IQAxRzRRGmszQ74yVspWINj4AQqdIfn6X_KTqWd42DgG9bk
https://utrgv.sharepoint.com/:w:/s/UTRGVPayrollTaxCompliance/IQC3n85kpbTyR6d7u8r7qsllARCxU2MHw1PoG4tpg2wJCVI
https://utrgv.sharepoint.com/:w:/s/UTRGVPayrollTaxCompliance/IQC97bQ4n8YKSYZYuPcL61fNAZH-Y1pr8kwfY65Wf6TSlJ4
https://www.utrgv.edu/hop/policies/adm-04-408.pdf
https://webapps.utrgv.edu/it/training/index.cfm?event=login
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