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Payroll Team
Consists of 2 Employees:

• Lisa Irvine--Director of Payroll:  lirvine@aui.edu Processes 
Exempt and International Payroll

• Sue Fertig--Senior Payroll Accountant: sfertig@aui.edu
Processes Non-exempt payroll

mailto:lirvine@aui.edu
mailto:sfertig@aui.edu
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Important Payroll Tips
• As a Manager, it is your responsibility to have employees enter time in Costpoint 

consistently, accurately, and on a timely basis.  
– Best Practice - daily or every couple of days 
– Please adhere to all sign off deadlines

• Supervisors should provide employees, in writing, with project number(s), a brief 
description of the project(s) and work task(s) to be performed, and any other 
information necessary for employees to perform their work and accurately record time 
and expenses. 

• Employee Timesheet sign off affirms the hours recorded accurately reflect the actual 
time worked / taken and the time recorded is to the benefiting cost object (i.e. 
project(s) and/or fringe – vacation, holiday…).

• Supervisors sign off (approval) on Timesheet confirms the time recorded and project(s) / 
fringe are accurate. Please take time to check project numbers, leave codes and hours for 
correctness and that your non-exempt employees have completed and signed both weeks 
timesheets.

• Falsifying timesheets is a violation of federal and state law. 
• Encourage employees to review earning statements on a regular basis.
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Early ETK Deadlines/Submissions

• Occasionally Payroll will require early submission of timecards, 
due to Holidays in the work schedule.  E-mail notifications are 
sent prior to the deadline, and  these are listed in the Payroll 
schedule.

• Time entered early on Timesheet should be a best estimate.  If 
changes need to be made after the fact, submit a timecard 
correction in Costpoint.

• Employee’s who will be on vacation when timesheet sign-off 
deadline approaches, should fill out timecard before they leave.  If 
not, supervisors are responsible to have the timecard filled out 
and signed before the deadline.
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Early ETK Deadlines/Submissions

• Supervisors should check the payroll schedule prior to taking 
vacation and select a designee if necessary

• To designate someone—In Deltek Costpoint go to Time and 
Expense > Configuration > Resources > Profile (Select Profile).

• Instructions can be found at info.nrao.edu/erp-hris-project under the 
“Fiscal” column and “For Managers” Section called “Backup Timesheet 
Approver Delegation and Viewing Instructions”.



6 Manager Orientation - Payroll

When to Contact MIS
helpdesk-mis@nrao.edu

• Employee is having trouble logging into Costpoint.
• Employee is having trouble making changes/saving timecard in 

Costpoint.
• Supervisor is having trouble delegating another person to 

approve timecards in his/her absence.
• Supervisor needs assistance with completing and signing a 

timecard for an employee who is out of the office.
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Location of the Payroll Schedule
A link to the Payroll Schedule or Calendar is located on the Hub in 
Dayforce Under Quick Links in the “Calendars” section:



8 Manager Orientation - Payroll

Payroll Schedule
2026
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Payroll Forms

• Direct Deposit or Federal and State Tax Forms may be updated 
in Dayforce.

• To Update Direct Deposit information--in Dayforce, go to the Hub or Home 
Page, Click on Profile > Forms > Personal > Direct Deposit.  Make your 
changes and submit the form.

• To Update Federal or State Tax Forms--in Dayforce, go to the Hub or Home 
Page, Click on Profile > Forms > Tax Forms > Federal W4 or Province/State 
Tax Form.  Make your changes and submit  the form.

Earning Statements Are Also Located In Dayforce
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Where to make changes in Dayforce
Payroll Forms continued
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Timesheet Pay Codes

• A list of Timesheet pay types (or codes) are on NRAO website at 
info.nrao.edu/erp-hris-project under the “Fiscal” tab.

• If you have questions or concerns about a certain pay code or 
situation, please reach out to Payroll for assistance.

• When approving employee’s timesheets, check that correct pay 
types and projects are used.
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Timesheet Corrections

• Timesheet Corrections are made in Deltek Costpoint. 
• On the Home Dashboard bring up the Timesheet needing corrected.  Click on the 

“Request to Correct” button.  The Director of Payroll will approve or reject the 
correction request.  If the correction request is approved, the employee then will go 
into that timesheet and make the correction and sign.  The Supervisor will then 
approve the timesheet.  Detailed directions are available on the NRAO website. 



13 Manager Orientation - Payroll

Other Helpful Aides at info.nrao.edu/erp-hris-project
There are many other helpful instructions at this website for 
managers and their employees relating to Payroll:
• Timekeeping, Requesting Time Off, Timesheet Correction, and Pay 

Types for employees.  Timesheets Review, Approving Time Off, 
and Set a Backup Timesheet Approver for Managers  
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www.nrao.edu
science.nrao.edu
public.nrao.edu

The National Radio Astronomy Observatory is a facility of the National Science Foundation
operated under cooperative agreement by Associated Universities, Inc.
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