
1/11/2021 Announcement regarding Enhanced Payroll Register Process 

Pitt Worx is a cloud-based system launched on January 4, 2021 that replaced the functionality of 

PRISM. You may have been granted the Department Administrator role in Pitt Worx which 

includes an additional new responsibility to access and review Payroll Registers for your specific 

area before the payroll process is complete. We want to let you know more about enhancements 

to the Payroll Register process as this will help you ensure your department’s payroll results are 

timelier and more accurate. 

Payroll Registers are now available to be previewed one day earlier, and departments can make 

changes directly in Pitt Worx. Please refer to the payroll monthly functional calendar for updated 

monthly times and dates that the Payroll Register preview will be available. These process 

improvements should reduce the need to submit service requests for exception processing (i.e. 

quick pay/off-cycle checks, reversals, or pay adjustments). There will be no service fees charged 

to departments for updates made directly in Pitt Worx during the established Payroll Register 

preview period.   

In order to ensure an accurate payroll, follow these instructions to utilize the new preview 

register and employee information update processes in Pitt Worx: 

• Detailed instructions on running Payroll Registers can be found here.

• How to update employee information to ensure an accurate payroll during the 
payroll register preview period.

o Most errors found during the preview period can be corrected and approved 
through Pitt Worx. Examples would be a late timecard, salary change, and missed 
termination. Once the employee information has been approved through Pitt 
Worx, simply notify your Payroll Representative with the employee name, 
employee number, and the approved action, within the established deadlines, and 
they will reprocess to correct payment.

• How to run the Final Payroll Register.

o Once the preview period has ended, you can review the Final Payroll Register. 
Visit this page for instructions.

o You must print the last page of your Final Payroll Register, sign and date for 
auditing purposes.

• How to update employee information after the payroll register preview period has 
ended or during the final payroll register review period.

o If employee information must still be corrected, the action must still be submitted 
and approved through Pitt Worx. Once approved, submit an inquiry to HR Client 
Services by choosing Payroll then selecting one of the three new options: Service 
Request, Pay Adjustment, or Reversal. See more information in the Department 
Administrator Glossary. A service fee is charged to the department for exception 
processing if an off-cycle payment is required.

Resources 

• Refer to this prerecorded webinar for assistance with running Payroll Registers in Pitt

Worx.

• Quick Access instructions on running Payroll Registers can be found here.

https://payroll.pitt.edu/calendars-resources/
https://pitt.sharepoint.com/sites/human-resources/Pitt-Worx/Payroll/Payroll%20Preview,%20Final%20and%20QuickPay%20Register%20Reports.aspx
https://payroll.pitt.edu/administrator-contact-lists/
https://pitt.sharepoint.com/sites/human-resources/Pitt-Worx/Payroll/Payroll%20Preview,%20Final%20and%20QuickPay%20Register%20Reports.aspx
https://www.hr.pitt.edu/contact-ohr
https://www.hr.pitt.edu/contact-ohr
https://payroll.pitt.edu/pitt-worx-resources/
https://payroll.pitt.edu/pitt-worx-resources/
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpitt.hosted.panopto.com%2FPanopto%2FPages%2FViewer.aspx%3Fid%3Dfd53c741-5e52-4de7-bb29-acad00e75a5f&data=04%7C01%7CRTR21%40pitt.edu%7C576ef40f7e3e4b674a0b08d8b687083a%7C9ef9f489e0a04eeb87cc3a526112fd0d%7C1%7C0%7C637460038354622199%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=FAnCtbWEk%2FYIHJB3Iko%2BUQZwxNKCKA2BckMGwShD1d8%3D&reserved=0
https://payroll.pitt.edu/wp-content/uploads/QRG-for-Pitt-Worx-Payroll-Register-Report-PPYR319.pdf


Other important information: 

• The Payroll Department will notify Department Administrators when Payroll Preview, 
Final, and QuickPay Registers are available, as well as the timeframe for updating 
employee information.

• The Payroll Department will waive service fees during the month of January 2021 as a 
courtesy to allow you to familiarize yourself with the new process during this transitional 
period.

• For questions about Payroll Register access, contact your RC or School Administrator. 
For general questions related to Payroll Registers, submit an inquiry to HR Client 
Services.

Thank you, 

The University of Pittsburgh Payroll Department 

https://www.hr.pitt.edu/contact-ohr
https://www.hr.pitt.edu/contact-ohr

