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PAYROLL TOPICS

m Pay Schedules/Due Dates m Reporting Absences

m Clocking In/Out m Extra Duty
m Payroll Web Page

m [imesheets




2022-2023 Monthly Pay Schedule

Payroll Cut-Off

August 24, 2022
September 23, 2022
October 21, 2022
November 18, 2022
December 21, 2022
January 20, 2023
February 22, 2023
March 24, 2023

April 25, 2023
May 25, 2023
June 23, 2023
July 25, 2023
August 25, 2023

Date
July 29, 2022

July 29, 2022

September 2, 2022

September 2, 2022

September 30, 2022

September 30, 2022

October 28, 2022

October 28, 2022

December 2, 2022

December 2, 2022

December 30, 2022

January 4, 2023

February 3, 2023

February 3, 2023

February 24, 2023

February 24, 2023

March 31, 2023

March 31, 2023

April 28, 2023

April 28, 2023

June 2, 2023

June 2, 2023

June 30, 2023

June 30, 2023

August 4, 2023

August 4, 2023

*Laserfiche Extra Duty Pay Requests must be electronically

submitted to Payroll for final approval by 5:00 p.m. of Due to Payroll
Date. All requests received after Due to Payroll Date will be included
the following month pay date.




Clocking In/Out

Skyward Mobile Access App Skyward Employee Access
Mobile Phone True Time Quick Entry
Desktop or Laptop

Skyward Mobile Acce... 7= SHARYLAND ISD
((’ “ducatio SKTWARD
WARD Edgication OPEN | Employee | Tir ‘True FastTrack
** F e s s Information = O Time en Positions

Skyward Employee Access True Time Quick Entry
Skyward Mobile Access App Instructions Procedures

Time Clock

] . e ——
e

03:32:30 PM



https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Departments/Payroll/Skyward%20Mobile%20Access%20App%20Procedures.pdf
https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Skyward%20Employee%20Access%20True%20Time%20Quick%20Entry%20Procedures.pdf

Clocking In/Out //S‘

m Updated Training/Time Clock Agreement Form
 Sharyland ISD Time Clock Agreement

m Select appropriate job when clocking in/out | - speciac ep. ane

(Primary)

m Notify supervisor of adjustments

In - Shary Day Care
m Review and submit WEEKLY In- Extra Campus Duties

In - Academic Tutor
Support

Temporarily Out of Office

Lunch

@ O | O | 0|0 OO0

Gone



https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Departments/Payroll/Time%20Clock%20Agreement.pdf

Timesheets

MUST complete 40 hrs/week in
PRIMARY job

Comp Time requires prior approval
from supervisor

Review and submit to campus
approver weekly

Supervisors approve timesheets on
Mondays

MUST complete the work week before
submitting

Attach to extra duty pay request form
when submitting for extra duty pay

Time Sheet for YNGRy 02/23/2019 - 03/01/2019

Paried Summary

Type Pay MNote Hours
Wiork AIDSE (SPECIAL ED. AIDE) 40h 0Zm
Wiark WEAFS (Shary Day Cara) 4h Om
Total Howrs:  44h 02m

ﬂrignal Haours Paid: 44 Ol

Raquastad Commp Time Chock Hours: <“h D0

Adjusted Hours Paid:

40h 0om

Adjusted Houwrs Paid = Omginal Hours Paid - Reguested Comp Time Clock Hours

| Comp Time Totals

Time OfF
Time Of Code Days or Hours  Clock Hours Requested Comp Time Factor Allocated
COME TIME Howrs dh 00 * 1.5 = ah 00m
| Dally Totals

Status Pay/MNote Hours

Monday 02/25/19
! F:00 &AM - 12:37 PM IN SPECIAL ED, AIDE sh 37m
| 12:37 PM - 1:08 PM LNCH ok 31m
1:08 FM - 3:30 FM IN SPECIAL ED. AIDE 2h 22m

230 PM - 4:43 PM IN Shary Day Care

02/25/19 Total Hours: 9h 12m
Tuesday 02/26/19 I

| 7:02 A0 - 2:49 PM IN SPECIAL ED. AlDG i — 7H 47 m
{ 02/26/19 Total Hours:  7h 47m

‘ Wednesday 02/27/19 ] _
706 AM - 12:39 FM IN SPECIAL ED. AIDE 5h 33m
1230 PM - 1:12 PM LNCH O 33m
1:12 PM - 3:20 PM IN SPECIAL ED. AIDE 2h 17m
| ~"320PM - 434 PM N Shary Day Care 1h 05m
062/27/18  Total Hours: Bh 55m

! Thursday 02/28/19
7100 AM - 12:51 PM IN SPECIAL ED. AIDE 5N 42m
1251 P - 1:14 PM LNCH @nh 23m
1:14 PM - 3:37 PM IN SPECIAL ED. AIDE Zh z3m
|7 337 PM- 435 PM IN Shary Day Care oh 58m
‘ 02/28,/19 Total Hours:  9h 03m
Friday 03/01/19

E 7:03 AM - 12:47 PM IN SPECIAL ED. AIDE Sh 44m
{7 12:47 PM - 1:18 PM LNCH oh 31m
1:18 PM -  3:55 PM TN SPECIAL ED, AIDE 2h 37m
. 3S5PM - 4:39 PMIN Shary Day Care o 44m
| 030119 Total Hours: ShO0Sm  Hours Paid: Sh 05m




Reportin

§{1 Add - 05.21.06,00.03 - Google Chrome
8 skyward.sharylandisd.org/scripts/wsisa.dil/WService=wsSky/rtorqedit001.w?isPopup=true

Add

Remaining Time Off

Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting
COMP TIME 0h 53m 0h 53m
LEAVE WITHOUT PAY 0 Days 0 Days
LOCAL LEAVE 45 Days 4.5 Days
NO CHARGE LY 0 Days 0 Days
Professional | Leave 0 Days 0 Days
Schoal Sponsored (i Days 0 Days
STATE PERSONAL 9 Days 9 Days
STATE SICK 0 Days 0 Days
Time Off Request
*Time Off Code; [ LOCAL LEAVE - Days  |Haurs per Day: 8h 00

* Reason: | FAMILY ILLNESS ~ Detail..
Description: |FAMILY ILLNESS

Type: @ Single Day
\_) Date Range
* Start Date: |08/06/2021 g Friday
Days: 1.0000
Start Time: [08:00  [|AM

Select additional employees to notify when this request is submitted and approved/denied
Select Employee(s):

Asterisk (*) denotes a required field

Future
Available

@ T

a

L)

21 F

g Absences

m Absences submitted through Skyward
Employee Access Time Off

m Check Substitute Needed (IF Applicable)-
routed to SEMS (Substitute/Employee
Management System) to enter substitute
request

m Referto How to Create an Absence guide

on the district’s Payroll Web Page

Skyward Employee Access


https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Departments/Payroll/How%20to%20Create%20an%20Absence%20in%20Skyward.docx.pdf
https://skyward.sharylandisd.org/scripts/wsisa.dll/WService%3DwsSky/seplog01.w

EXt ra D u ty Extra Duty Pay Request

LEQAL

m Extra Duty requires prior approval :
from supervisor

- Daycare

- Extra Campus Duties |
- Academic Tutoring Support E O E e e e

m Extra Duty Pay Request Form e
- Loginto Lasertiche ~ I L T

- Complete form accurately —— ___f_-'_a_e_-_--_-_-i..

- Attach completed and approved
timesheet (supervisors approve
timesheets on Mondays)

Employee Signature ™

- Work week must be completed before e
submitting for pay
_ Submit weekly

- Submit by Payroll Due Date
Extra Duty Pay Request



https://forms.sharylandisd.org/Forms/SSxtraduty

Payroll Web Page

e 7~

Excellence i Js our Tradition

Trust = Communication * Collective Responsibility = Care * Pride

- Pay Schedules
* Extra Duty Pay Request

I Payroll
Sharyland ISD / Departments / Payroll
Monthly Pay
L Schedule Name Position Ext
. Pa ro | | u I d es X Robbie Guerra Payroll Director 1046
| Biweekly Pay Sandra Guerrero Payroll Coordinator 1191
Schedule

Sylvia Medellin Payroll Specialist 1021
= Irma De La Cerda Payroll Specialist 1048

Substitute Pay D PG 2 P s, iali 1010

Schedule aysi arcia ayro pecialist

[ ] S k Wa rd H OW_ I O Payroll fax number is (956) 580-5216.
Payroll direct line is (956) 584-6404.
Payroll District forms available in the For Staff, District Forms page.

* Employee Access

Summer Extra Duty
Extra Duty Pay Requ

Payroll Guides

¢ True Time At
* Time Off

= |nternal Revenue Service

titute Tea
Emplo
Campus Secre

Skyward Employee Access How-To

Employee Access

Mobile App
PP
Information

Mobile App
= App

True Tims Qul- k Entry Pr
True Time Quick Entry Pr
App Procedu
App Procedures (Spanish)

= Teacher Retirement System of
Texas

= Contact Information “

the 2020 Form

Teacher Retirement System of Texas

Payroll Web Page



http://www.sharylandisd.org/departments/payroll
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Have a great 2022-2023 school year!
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