Biweekly Time Report
The Biweekly Time Report is used to report hours worked and hours absent for employees in the biweekly payroll area.  A time report should be completed for each position or cost center/WBS element in which the employee works.

To complete the form, please provide the following information.
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Pay Period Ending:


Enter the end date of the pay period being reported.

Employee Name:


Enter employee’s last name, first name and middle initial.

Cost Center/WBS:
Enter the cost center number (E account) or WBS element number (R account) for which hours are being reported.

Personnel Number:
Enter the IRIS-assigned personnel number of the employee.

Position:
Enter the employee’s IRIS position number, or if the employee has more than one position, the position number for which hours are being reported.

Weekly Work Hours:
Enter the employee’s scheduled weekly work hours (in 100ths).

Rate/hour:
Enter a rate if the hours are to be paid at a rate other than the employee’s hourly rate.
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Attend/Absence:
Enter the attendance or absence type for which hours are to be reported.  Attendance and absence types are noted at the bottom of the time report as follows:
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Each line should contain only one attendance or absence type.  Use additional lines for each attendance or absence type to be reported.

Monday - Sunday:
Enter the number of hours worked or absent in the cell corresponding to the attendance or absence type being reported.

Total (following Sunday):
Enter the sum of the hours in each attendance/absence line in the total column at the end of the week.

Total (bottom row):
Enter the sum of each day’s hours in the total row at the bottom of week 1.
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Week 2 should be entered in the same manner as week 1.
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The employee must sign and date the form and submit the completed form to his/her Supervisor.

The supervisor or department must also sign and date the form.

Special Pay Units

For those departments that use special pay units (call and charge pay) the following apply.
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Code
Enter the appropriate Special Pay Units code for the units to be paid for the week.  

Units
Enter the number of units of call or charge pay for the week.
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Enter the second week special pay units as noted above.
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