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1. Prior to midnight on Day 10 (this 
could be accelerated during 

holidays) of the processing period all 
associated changes to the 

employee’s appointment must be 
completed and approved.

3. On a daily basis, Payroll Services 
runs reports to identify all pay 

adjustments for that pay period to 
be reviewed.

2. Prior to midnight on Day 10
(this could be accelerated during 

holidays) of the processing 
period the department must 
create and approve all pay 

adjustments in PHR.

4. Payroll Services  
audits the pay 

adjustments and 
approves for 

processing if correct.

5. Pay Calculation screen is
refreshed every night and will 

reflect pay adjustments the 
following day.
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