
Time entry clerks, managers and Supervisors 
role in ensuring accountability in timekeeping
 

Presentation Handout – December 2024

Payroll Time Entry



GOALS: Strong desire for advancement

•  Communication – Connect, Correspond, Collaborate

•  Accountability – Accuracy, Amendable, Answerable

•  Responsibility – Recognize, Redirect, Redeem

•  Efficiency – Excellence, Effective, Exceptional
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SPECIFIC
No room for 

misinterpretation

MESURABLE
Quantifiable progress 

easy to track

ACHIEVABLE
Realistic 

On Realistic attainable

RELEVANT
Worthwhile GOAL

TIME BOUND
Strait lend time frame

EVALUABLE
Focus

Achieve Success

SMARTER

REWARD
Team Collaboration 

Achievements
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As a result of this presentation, participants will be able to:
• Understand the CARE principles (Communication, 

Accountability, Responsibility and Efficiency) and how 
they relate to your role as timekeeping monitor.

• Know how the timekeeping process is impacted by the 
Fair Labor Standards Act, Pay Rules, Employee 
Schedules, Employee Status, Collective Bargained 
Statuses and special provisions.

• Understand key timekeeping topics, specific regulations, 
and processes such as: New Hires, Schedules, 
Transfer/Terminations, Temporary Employees, Pay Codes, 
Administrative Leave, Workers’ Compensation, FMLA,  
Holidays, Excess Hours/Overtime, Shift Differential, 
Leave Accrual Balances, and Events etc.

• Identify employee and manager roles and responsibilities 
in the pay period closing.

• Know how to get help when there is a timekeeping 
question.

OBJECTIVES
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Accurate and timely data 
from payroll are needed for the City to:
• Process payroll by mandatory deadlines
• Pay employees what they are due - no more, no less
• Minimize timesheet corrections 
• Ensure compliance with City, County, State, and Federal labor laws
• Help department and City leadership make data-driven decisions 

on budget and personnel changes
• Help managers assess and act on leave and overtime trends
• Have an efficient workflow for employee, manager and Payroll

Why should I/We CARE?
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CARE Principles: Responsibility

Approve and pass in to payroll all timesheets no later than 
3:00 PM.  Thursday (Weekly) and Tuesday (Bi-Weekly) 

Monitor employee timesheet to 
ensure information is correct

Each department should have a secondary 
employee who has access to process payrolls  

The timesheet is a legal, 
binding document.  
Your department head 
approval certifies it as 
accurate.

TIMELY

COVERAGE

ACCURACY
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Observe Deadlines 

Respond with urgency to emails from Payroll/MUNIS

Emails indicate action needed regarding (unapproved timesheet/pay discrepancies, etc.) 

The Department Head has access to the timesheet. 

If the department is not able to approve the timesheet then a back up approver should take 
action so that the timesheet is approved by the deadline.

When a manager approves a timesheet, the manager is certifying that the timesheet is 
accurate

CARE Principles: Efficiency
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New Hires           Holidays *
Schedules *           Excess Hours / Overtime 
Transfers/promotions        Shift Differential *
FMLA                                     Accrual Balances   
Pay Code        
Separation
Administrative Leave
Workers’ Compensation *
Injured On Duty (IOD)   
        

Critical Timekeeping Topics  
High Level Tips and Resources 

* Please note: Some differences 
exist between Collective 
Bargain Agreements (CBAs) 
and Departments
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STEP 1: TIME ENTRY

A Warning Message 
will appear each time you go 

into any payroll processing menu. 
Please review and verify that the message 

is for the current payroll. 
Contact Payroll/Auditor if the incorrect 

payroll shows up.

1. Click Departmental 
Functions

2. Click Time Entry and 
you will be taken to the 
next screen
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PAYROLL PROCESS

Click Yes
 If these are wrong please   
contact payroll department

1. Confirm Payroll Warrant

2. Confirm Dates 

3. Start Date
      Ending Date and 
      Check Date
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Time Entry Live

1. Click A  
(Add Batch)
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Option

1. Click Ok
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Time Entry

Click Accept 
– this will take you 
to Time Entry Auto-
Load

Batch number will be 
assigned automatically

Enter your department 
number
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Time Entry Auto-Load

• Click Cancel 
• (This will stop the Time 

Entry Auto-Load process) 
and a new window will 
pop up

• This window is not 
needed and we are 
working to remove it 
(Please continue to the 
next step.)
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Time Entry Detail (e.g.) 1. Click the + Add button 

2. Tab to Employer and type 
Employer number
3. Tab to Pay and enter payroll 
Code (Examples: Code in Vac 
(300), Sick (350), Personnel 
(400) – (See next page)

6. Click Accept (save) – Click 
Add Button for next employer.

4. Tab to Quantity to enter 
number of hours worked
5. Tab to notes (Date appears 
and will show on paystub)           
*See slide 2 on time entry

7. Click Back.
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Time Entry Detail

1.   Enter date – Time off request 
       From  - To

2.   Accrual absence Yes or No
   Vacation, sick, Personal, Comp Used= Yes
   Holiday = No 

3. Verify available hours prior to proceeding     
(Reminder if negative please do not 
process) 

3A  Enter pay code to use 

4.  Tab to quantity and enter hours 

**    Verify in correct warrant   **
         City Weekly or City Bi-Weekly



Time Entry Detail

• Reference time taken in the 
note field. This will print out 
on the pay stub

• Click Accept (Save)
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Time Entry Corrections or Resume an existing 
Batch 

• Click PDF Report 
(PDF to print the Time Entry 
Report and verify the 
correction was made)
• New window
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Time Entry Report Options

1. Accept
2. Save PDF Report
3. Confirm hours
4. Close
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Report – COBMUNISAPP

1. Save PDF Report 
The report should look like this
2. Confirm hours
3. Close
* This report is a reflection of 
hours entered by the payroll 
clerk.
* Reports must be sent along 
with timesheets
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Time Entry (Main Screen)

Payroll clerks will follow this step
1. Click Release and you will be 

brought to a new window
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Time Entry

• Click Yes to release batch 
for approval
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Department Head to approve

• Email notice will be sent to 
the Department Head to 
approve

• Next page will show list of 
Approvers

23



Work Flow Status

you have successfully       
created a payroll batch

1. Click Back
2. Click Close “X” button
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PAYROLL MAIN LINE
• Phone: 508-580-7155 
• Email:

• Carin Kenney – ckenney@cobma.us
• Thuy Nguyen – tnguyen@cobma.us
• Julie Lelio – jlelio@cobma.us
• Irene Giannopoulos – igiannopoulos@cobma.us

ANY QUESTIONS AND CONERNS:
Please feel free to get in touch via telephone or email:
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