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Policies and Procedures

e All Employees with valid Employee Classes (Biweekly and Students) will enter timecard information
via the web to be submitted for approval via the web.
e Time cards must be submitted by midnight Monday following the end of the pay period.

Noted Exceptions

o Biweekly and Graduate biweekly timecards not approved by the Noon Tuesday deadline — will need to
request a printed copy of the timesheet from the Payroll office

e  Student timecards not approved by the Midnight Tuesday deadline — will need to request a printed
copy of the timesheet from the Payroll office

e Athletic Temporary Employees (BW) — Use Departmental Time Entry (One individual enters and
approves time via Banner application)

e Temporary Employees with no Bear ID or Approvers that are not Baylor Employees (for positions of
charitable service) — use hard copy timecards

Internet Links
e  Payroll Office Website

(Contains contact information and links to the websites listed below.)
http://www.baylor.edu/payroll/

e Web for Employees
(Log in to Baylor’s Employee Intranet.)
http://www.baylor.edu/emplweb

e Web Time Entry Handbook
(Detailed documentation about entering and approving Time Cards over the Web and in Banner.)
http://www3.baylor.edu/Controller/web_time_entry manual.pdf

Payroll Office Contacts

Barbara_Wolff@baylor.edu
Director of Payroll

e Carol_McElhannon@baylor.edu
Biweekly Payroll Coordinator

o Karla_Walther@baylor.edu
Graduate Payroll Coordinator

e Terri_Evans@baylor.edu
Student Payroll Clerk
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