
Standard Operating Procedure (SOP)

Payroll, Benefits, and Timekeeping Registration Process

This SOP details the payroll, benefits, and timekeeping registration process, encompassing employee data
collection, benefit enrollment procedures, timekeeping system setup, and payroll information verification. Its goal is to
ensure accurate and efficient management of employee compensation, benefits administration, and time tracking to
maintain compliance and streamline HR operations.

1. Purpose

To establish a systematic process for registering employees to payroll, benefits, and timekeeping systems, ensuring
timely payment, compliance, and effective benefits administration.

2. Scope

This procedure applies to all new hires, rehires, and eligible employees requiring updates to payroll, benefits, and
timekeeping records within the organization.

3. Roles and Responsibilities

Role Responsibility

HR Department Collects employee data, coordinates benefit enrollment, and ensures system entries are
accurate.

Payroll
Administrator Sets up and verifies payroll records, ensures timely and accurate pay processing.

IT/System Admin Configures timekeeping system access and resolves technical setup issues.

Employee Provides accurate personal, payroll, and benefits information and completes necessary forms.

4. Procedure

1. Employee Data Collection
HR requests and collects required documents (personal identification, tax forms, direct deposit information).
Employee completes onboarding forms (W-4, I-9, etc.).

2. Payroll Registration
HR/Payroll Admin enters employee information into the payroll system.
Employee payroll details (salary/hourly rate, deduction selections) are verified and confirmed.

3. Benefits Enrollment
HR shares benefits package information with eligible employees.
Employee reviews, selects options, and submits enrollment forms within designated enrollment period.
HR processes enrollment, confirms with benefits provider, and updates internal records.

4. Timekeeping System Setup
System Admin creates a timekeeping system account for the employee.
Employee receives login credentials and timekeeping instructions.
HR monitors initial punches/entries to ensure system is functioning correctly.

5. Payroll Information Verification
Payroll Admin reviews all payroll information for accuracy prior to first payroll run.
Corrections or updates are made as necessary.



Employee receives confirmation of pay schedule, method of payment, and deductions.

5. Documentation

Onboarding Forms (W-4, I-9, Direct Deposit Authorization)
Benefit Enrollment Forms
Payroll System Entry Reports
Timekeeping System Access Records

6. Compliance and Quality Control

Verify all information entered complies with federal, state, and company requirements.
Periodic audits of payroll, benefits, and timekeeping data to identify and correct discrepancies.
Secure storage and proper handling of sensitive personal and payroll information.

7. Revision History

Date Revision Description

2024-06-05 1.0 Initial SOP creation and approval.
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