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How to find the Payroll Schedule:  

• https://www.uky.edu/ufs/payroll-schedule 
• Select the payroll calendar you are currently in 

 

ZPAR/Workflow Deadline: 

• If you have a bi-weekly employee New Hire, Rehire or Position Change, look at column 5 on the top, to 
determine the start date, then, look at column 1 to see when you have to have the ZPAR or Workflow 
submitted to the Business Center by 10:00 AM 

• If you have a monthly employee New Hire, Rehire or Position Change, look at column 5 on the bottom, to 
determine the start date, then, look at column 1 to see when you have to have the ZPAR or Workflow 
submitted to the Business Center by 10:00 AM 

https://www.uky.edu/ufs/payroll-schedule
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BW Time Entry Deadline: 

• Column 2 is the date, we are asking bi-weekly Employees to enter their working hours and leave requests, 
and we are asking Supervisors to approve their employees time. The Business Center sends out a reminder 
email the day before. Forward the email to your employees and supervisors to remind them to enter and 
approve time.  
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Last Minute Corrections: 

• Column 3 is for last minute corrections for both bi-weekly and monthly ZPARS/Workflows 
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Payroll Final:  

• Column 4 is the FINAL date. This means, at 5:00 PM (Or Noon for a holiday), payroll will lock down and 
start running. If employees time is not entered, approved and transferred by 5:00 PM, your employee will 
not be paid. 

 

Pay dates & Pay Periods: 

• Column 5 shows you the pay period dates and the Pay Period number, plus the date the employee will be 
paid.  
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Earliest Retro Date (ERD): 

• Column 6 shows you what the Earliest Retro Date will be set to after the Payroll final date (column 4) for 
that pay period. 

• Example: The Biweekly Earliest Retro Date changed to 06/16/2024 on 08/12/2024 (The day after the bi-
weekly final) 

 

*Training videos and other resources can be found under the M-G CAFE Business Center Training tab.  

 

 

https://cafebusinesscenter.ca.uky.edu/training

