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Submit to Payroll 
 

Submission Deadline is the 1st Business Day following the 15th by 4:30pm 

To get to this page, you will log into PeopleSoft (the blue Oracle log in screen) with your PPS Network User ID 
and Password and then go to Time and Labor > PPS Time and Labor Start Page and click on “Submit to 
Payroll” 

 

 

Panel Overview: 

This page is where you will go when you have completed your payroll entries, all your time you have 
entered has run through time admin, there is no errors left and you are ready to submit your payroll. 

 

Expert Tips: 

Do not go to this page when the Time Admin Process is running on Submission day, the current pay 
period you want to submit will be locked out and you will submit next Month’s payroll.  
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Clicking on “Submit to Payroll” will then take you to this screen 

 

 

Once you clicked “Next” it will take you to this screen that is linked with Daily Time and Attendance 
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That will take you to this screen that is linked with your Substitutes *** 

 

 

 

*** NOTE: If you are a Payroll Keyer at the BESC and you have a sub pop up on the substitute submission page, 
just skip over them. Substitutes go by location so when one has the location 100 (The BESC) then it will show up 
there for everyone at location 100 even if it is not your sub. 
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After you click “Next” it will take you to this screen linked to your regular employees 
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Clicking on “Next” will take you to this final screen confirming you submitted the time 
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After you click “Ok” it will take you to this screen 
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Here is a sample of the report that pops up after you hit the Printer Icon: 

 


