
PAYROLL



NEW: JOB TERMINATION PROCESS

Payroll will begin processing job terminations (without notice 
to departments)

• ACA qualifying break

• If job has been unpaid longer than the prior paid/work period (see ACA policy)

• Termination processing will be delayed to accommodate unusual situations (e.g. late 
time submissions), but will be terminated back to last pay period paid

• Student unpaid job purge

• Christmas break termination: 
• jobs remaining unpaid since beginning of fall semester

• Summer break termination (June): 
• graduated students

• jobs remaining unpaid since beginning of spring semester

!! NEW PAPERWORK !!



ONE-TIME PAY FORM



TIMELINE FOR PROCESSING PAPERWORK: 
2-WEEK ALLOWANCE

Complete online form

Submit form to Employment Office

Employment collects necessary 
paperwork from employee

Employment routes form for signatures

Employment forwards form to Payroll



WORKED TIME

Current Time Late Time

Current time for Friday’s paycheck: The 2 
weeks prior to the payday 

The time worked now is for the next 
paycheck

Please review and edit the time clock
periodically. 

Deadline for time clock submission is 
Monday at 1PM 

Time prior to the 2-week pay period that was 
not submitted on the time clock

Send an email to payroll@andrews.edu
ASAP. Please include name, ID, and total 
hours worked for each week 

Paid on the following pay day

Deadline for submission is Thursday of off-
pay week. 

Please be sure to keep late time at a 
minimum. 



TIME FRAUD (PER WAGE & HOUR LAW)

• Unapproved/unreported Time
• Work time reflected on time clock but not approved/submitted for payment or recorded 

on paper and never submitted for payment. MUST BE approved/submitted for 
payment.

• Deleting Time
• If an employee punched in and worked you CANNOT delete the time. 

• Moving Time
• Time must be reported in the week worked. DO NOT move time to another week to 

avoid overtime. 



LEAVE TIME – HOURLY EMPLOYEES

Paid Leave Long-Term Sick Leave

Paid leave bank consists of:
• Personal time off
• Short-term sick leave (first 3 days)
• Vacation 
• Holidays

May only be used when taking time off from 





LEAVE TIME - SALARIED EMPLOYEES

• Salaried employees must submit a leave report every month whether or not vacation 
was taken.







PAYROLL EXPENSE REPORT: SAMPLE



EMPLOYEE DASHBOARD
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