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The purpose of this document is to provide the basics for getting started as a timekeeper. More detailed information is available with the Timekeeper and Manager Guide.  
Topics covered:
· Daily/Weekly Review of Student Time
· Correcting Missed Check In/Outs
· Monitoring Timesheet Statuses
· Timekeeping for Staff Reporting Hours Only

Daily/Weekly Review of Student Time
Unmatched Time Blocks
Much of the work done by the timekeeper involves correcting unmatched time blocks and/or making other necessary adjustments to the timesheets of employees who check in and out. An unmatched time block occurs when the employee forgets to clock in or clock out. The frequency of reviewing for these occurrences will depend on the number of student employees for whom you serve as timekeeper. Initially, we recommend reviewing daily until you get a feel for the frequency which will work best for you and your department(s).
To identify unmatched clock events, type “unmatched time clock events” in the search bar and select the report.
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An example of the output of the report:
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Collecting Information for Corrections
Timekeepers can gather the necessary information either through direct communication with the employee (via verbal or email contact) or by utilizing the optional timekeeping form provided by Payroll. These guidelines are not meant to be prescriptive but to offer a variety of options, allowing organizations to choose what works best for their specific needs.
Options for Handling Missed Check-Ins/Outs
1. Verbal Validation
 This method is effective for timekeepers managing a smaller number of student employees (approximately 1–15) with whom they have daily contact. It requires the timekeeper to have the capacity to make immediate corrective entries upon receiving the updated information.
2. Email Validation
This option is suitable for timekeepers with a smaller load of student employees (approximately 1–15) but who may not have direct daily contact with them or are unable to make corrections immediately.
3. Timekeeping Form
 The timekeeping form is particularly useful in the following scenarios:
· For larger organizations where the timekeeper is responsible for a substantial number of student employees.
· For individual students requiring corrections for multiple dates.
· Smaller organizations that prefer the form to other methods.

While the timekeeping form is an optional tool provided to assist timekeepers, it is not mandatory. If utilized, the document does not need to be retained after payroll has been processed, as the approved timesheet serves as the official time record for the employee.

Reporting and Escalation
If uncertainties or disputes arise, document the concerns in a detailed email and escalate the issue to the appropriate supervisor or HR department for resolution. Ensure you maintain a clear and organized record of all communications and the steps taken to address the issue. This not only helps facilitate a smoother resolution process but also serves as a safeguard if further clarification or evidence is needed later.
Correcting Missed Check Ins/Outs
In the search bar, type “Enter Time for Worker”:
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Monitoring Time Sheet Status
While employees and approvers will receive reminders to submit or approve time, timekeepers will play a vital role in collaborating with the Payroll department to ensure timesheets progress from "in progress" to being submitted and approved.

The following reports will be helpful:
· UR Payroll Time Block Status Summary
· UR Time Summary by Week
· UR Time Block Audit
· Reported Time Blocks for a Date Range
Timekeeping for Staff who Report Hours Only
Staff who only report hours can make their own corrections or adjustments as needed. System-generated reminders are sent to these employees as well as their managers when submission and approval deadlines approach. As a result, there is little additional assistance a timekeeper can provide beyond what is already managed through these reminders. However, the Payroll department may contact you if they encounter difficulty reaching an Hours Only employee or their approver.
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