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PAYROLL CALENDARS

AVAILABLE ON THE PAYROLL & TAX WEBSITE

A payroll calendar outlines the dates for employee payments and related deadlines. It is a 

useful tool for both departments and employees as it ensures payroll payments are made in 

a timely manner.

Here's a breakdown of key elements:

1. Pay Periods and Frequency:

Semi-Monthly: Employees are paid twice a month, on the 25th for time worked 1st - 15th and 

on the 10th for time worked 16th - end of month.  If these dates fall on a weekend or holiday, 

payday will be on the prior business day.

Monthly: Employees are paid once a month, on the first working day of the following month. 

2. Key Dates and Deadlines:

Payday: The date when employees receive their paychecks. 

Submission Deadlines: Deadlines for employees to submit and for managers to approve 

hours worked on a web-time entry timesheet are two business days after the end of the pay 

period. 

Payroll Processing Deadlines: Dates for payroll professionals to complete payroll 

processing, including tax deductions and benefit contributions for both on-cycle and off-cycle 

payrolls.  Reference the processing calendar for more details.



The Processing Calendar is available on our website and in 

the Payroll & Tax section of Raiderlink/Webraider.  

The following elements are included:

• On-Cycle processing dates for both the semi-monthly 

payroll (processed twice a month) and monthly payroll 

(processed once a month)

• Holiday Closures

• ePAF deadline for both semi-monthly and monthly 

employees to go into effect for the upcoming on-cycle 

payroll

• Leave report deadline, the 15th of each month

• Payday for both semi-monthly and monthly 

employees

• Timesheet deadline for both Time Clock Plus and 

Web Time Entry timesheet submissions

• EOPS deadlines for the upcoming on-cycle payroll

PROCESSING CALENDAR

VISUAL CALENDAR WITH DEADLINES
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https://www.depts.ttu.edu/payroll/calendars/index.php


We also provide a couple other calendars on our website.  To the 

left is a sample of our pay schedule calendar.  This calendar lists 

the same information as the processing calendar but also 

includes the working hours per pay period for semi-monthly 

employees.  It is a single page and is a great reference tool.

 

ADDITIONAL CALENDARS

PAY SCHEDULE AND END USER CALENDAR
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To the right is a sample of our end user calendar.  It is available on a 

month-to-month basis and includes the same information as the 

processing calendar.  Just like the pay schedule calendar, this version also 

includes the working hours per pay period for semi-monthly employees.

 



DEADLINES

PAYROLL AND EOPS DEADLINES

5

A payroll deadline is the final date by which all employee information, including hours worked, deductions, and adjustments must be submitted or 

finalized to be reflected on their upcoming payroll payment.  This ensures that employees are paid accurately and on time.  We have developed  

guides to assist with general questions you may have.  These guides work hand in hand with our calendars to ensure employees are paid in a 

timely manner.  The guides are available on our website that can be accessed 24/7.

https://www.depts.ttu.edu/payroll/resources/index.php 

The payroll deadline guide lists the following information:

• Timesheet submission deadline for semi-monthly employees

• Leave report deadline for monthly employees

• Manual Check Request deadline

https://www.depts.ttu.edu/payroll/resources/index.php


Employee One-Time Payments are included with an employee’s on-cycle payroll payments.  The only exception to this are award payments.  These types 

of EOPS transactions are paid with the off-cycle payroll.  Award payments are paid the Friday prior to the ceremony date listed on the transaction and can 

be paid as direct deposit or a paper check.  EOPS transaction that run through the on-cycle payroll are paid as direct deposit unless the employee has not 

enrolled, then the transaction is produced as a paper check. 

The EOPS deadline guide lists the following information:

• Information about the Employee One-Time Payment System

• Deadlines for both semi-monthly payrolls and the monthly payroll

• Examples of various scenarios to help departments understand how these transaction are paid

Departments can run Cognos EOPS_002 – EOPS Detail report to view the payroll ID and pay number the transaction will be paid on.  Only authorized 

individuals within that organization with the correct security level can run this report.  A quick link is available on our website under Manager Resources.

https://www.depts.ttu.edu/payroll/resources/manager/manager-resources.php 

Additional Cognos reports are EOPS_001 – EOPS Listing, EOPS_003 – EOPS Detail with Approver Information and EOPS_004 – EOPS List by Originator.

Contact Information | 806.742.3211 | webmaster.payroll@ttu.edu | https://www.depts.ttu.edu/payroll/ 

EOPS DEADLINE

GUIDE AND PAYMENT INFORMATION
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https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%20Resources%2FDepartmental%20Users%2FDepartmental%20Staging%20Area%2FEOPS_002%20Report%2FEOPS_002%20-%20EOPS%20Detail&id=i5676AA0F55374BA4810409C76285E835&objRef=i5676AA0F55374BA4810409C76285E835&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i5676AA0F55374BA4810409C76285E835%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_002%20-%20EOPS%20Detail%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%20Resources%2FDepartmental%20Users%2FDepartmental%20Staging%20Area%2FEOPS_002%20Report%2FEOPS_002%20-%20EOPS%20Detail&id=i5676AA0F55374BA4810409C76285E835&objRef=i5676AA0F55374BA4810409C76285E835&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i5676AA0F55374BA4810409C76285E835%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_002%20-%20EOPS%20Detail%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%20Resources%2FDepartmental%20Users%2FDepartmental%20Staging%20Area%2FEOPS_002%20Report%2FEOPS_002%20-%20EOPS%20Detail&id=i5676AA0F55374BA4810409C76285E835&objRef=i5676AA0F55374BA4810409C76285E835&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i5676AA0F55374BA4810409C76285E835%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_002%20-%20EOPS%20Detail%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://www.depts.ttu.edu/payroll/resources/manager/manager-resources.php
https://www.depts.ttu.edu/payroll/resources/manager/manager-resources.php
https://www.depts.ttu.edu/payroll/resources/manager/manager-resources.php
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_001%2BReport%2FEOPS_001%2B-%2BEOPS%2BListing&id=i8AE5C2ED2E0244A39D1B209ADB3783C9&objRef=i8AE5C2ED2E0244A39D1B209ADB3783C9&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i8AE5C2ED2E0244A39D1B209ADB3783C9%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_001%20-%20EOPS%20Listing%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_001%2BReport%2FEOPS_001%2B-%2BEOPS%2BListing&id=i8AE5C2ED2E0244A39D1B209ADB3783C9&objRef=i8AE5C2ED2E0244A39D1B209ADB3783C9&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i8AE5C2ED2E0244A39D1B209ADB3783C9%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_001%20-%20EOPS%20Listing%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_001%2BReport%2FEOPS_001%2B-%2BEOPS%2BListing&id=i8AE5C2ED2E0244A39D1B209ADB3783C9&objRef=i8AE5C2ED2E0244A39D1B209ADB3783C9&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i8AE5C2ED2E0244A39D1B209ADB3783C9%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_001%20-%20EOPS%20Listing%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_003%2BReport%2FEOPS_003%2B-%2BEOPS%2BDetail%2Bwith%2BApprover%2BInformation&id=iFF6D6D6DA20846D28F59D1EEA2933695&objRef=iFF6D6D6DA20846D28F59D1EEA2933695&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22iFF6D6D6DA20846D28F59D1EEA2933695%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_003%20-%20EOPS%20Detail%20with%20Approver%20Information%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_003%2BReport%2FEOPS_003%2B-%2BEOPS%2BDetail%2Bwith%2BApprover%2BInformation&id=iFF6D6D6DA20846D28F59D1EEA2933695&objRef=iFF6D6D6DA20846D28F59D1EEA2933695&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22iFF6D6D6DA20846D28F59D1EEA2933695%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_003%20-%20EOPS%20Detail%20with%20Approver%20Information%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_003%2BReport%2FEOPS_003%2B-%2BEOPS%2BDetail%2Bwith%2BApprover%2BInformation&id=iFF6D6D6DA20846D28F59D1EEA2933695&objRef=iFF6D6D6DA20846D28F59D1EEA2933695&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22iFF6D6D6DA20846D28F59D1EEA2933695%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_003%20-%20EOPS%20Detail%20with%20Approver%20Information%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_004%2BReport%2FEOPS_004%2B-%2BEOPS%2BList%2Bby%2BOriginator&id=i12093F7D6EA04456B17489527CE3F337&objRef=i12093F7D6EA04456B17489527CE3F337&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i12093F7D6EA04456B17489527CE3F337%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_004%20-%20EOPS%20List%20by%20Originator%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_004%2BReport%2FEOPS_004%2B-%2BEOPS%2BList%2Bby%2BOriginator&id=i12093F7D6EA04456B17489527CE3F337&objRef=i12093F7D6EA04456B17489527CE3F337&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i12093F7D6EA04456B17489527CE3F337%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_004%20-%20EOPS%20List%20by%20Originator%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_004%2BReport%2FEOPS_004%2B-%2BEOPS%2BList%2Bby%2BOriginator&id=i12093F7D6EA04456B17489527CE3F337&objRef=i12093F7D6EA04456B17489527CE3F337&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i12093F7D6EA04456B17489527CE3F337%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_004%20-%20EOPS%20List%20by%20Originator%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_004%2BReport%2FEOPS_004%2B-%2BEOPS%2BList%2Bby%2BOriginator&id=i12093F7D6EA04456B17489527CE3F337&objRef=i12093F7D6EA04456B17489527CE3F337&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i12093F7D6EA04456B17489527CE3F337%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_004%20-%20EOPS%20List%20by%20Originator%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&pathRef=.public_folders%2FHuman%2BResources%2FDepartmental%2BUsers%2FDepartmental%2BStaging%2BArea%2FEOPS_004%2BReport%2FEOPS_004%2B-%2BEOPS%2BList%2Bby%2BOriginator&id=i12093F7D6EA04456B17489527CE3F337&objRef=i12093F7D6EA04456B17489527CE3F337&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i12093F7D6EA04456B17489527CE3F337%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22EOPS_004%20-%20EOPS%20List%20by%20Originator%22%2C%22permissions%22%3A%5B%22execute%22%2C%22traverse%22%5D%7D
mailto:webmaster.payroll@ttu.edu
https://www.depts.ttu.edu/payroll/
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