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POLICY:
Payroll is every other Friday, payroll checks, and direct deposit
statements are issued with a Friday date. Direct deposit

statements can be accessed by the employee on the Department’s
Intranet (“Water Web)” through the Employee Self Service Portal on
the Thursday prior to the pay date. Distribution of the payroll
checks to employees is also made on the Thursday prior to the pay
date.

PROCEDURE :

The payroll section will no longer print pay stubs for employees.
Employees can access their direct deposit statements through the
Water Web under the Employee Self Service portal. Direct deposit
statements will be available to print or wview on the Thursday
prior to the pay date.

Payroll checks are dated for Fridays, not Thursdays, and shall not
be deposited or cashed until the close of the bank's Thursday
business day. Funds from the Water Department are not transferred
to the payroll checking account until Friday morning; any checks
cashed on the Thursday that they are distributed could bounce.

Any employee who repeatedly cashes their check early may be

subject to future paychecks not being issued until 5:00 p.m.
Thursday.
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