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PAYROLL TOPICS

m Pay Schedules/Due m School Sponsored Absences
Dates m Extra Duty

m Clock In/Out m Payroll Web Page

m Timesheets




2023-2024 Monthly Pay Schedule

Payroll Cut-Off

Date
August 4, 2023

August 4, 2023

September 1, 2023

September 1, 2023

September 29, 2023

September 29, 2023

October 27, 2023

October 27, 2023

December 1, 2023

December 1, 2023

December 29, 2023

December 29, 2023

February 2, 2024

February 2, 2024

February 23, 2024

February 23, 2024

March 29, 2024

March 29, 2024

May 3, 2024

May 3, 2024

May 31, 2024

May 31, 2024

June 28, 2024

June 28, 2024

August 2, 2024

August 2, 2024

*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... 77~ SHARYLANDISD
nnn' Edusation OPEN ‘l:"f‘_”tmmovee lmid\llmtk
*- * & 28 [nformation  Off ‘mle Ppen Positions
<+ True Time + My Time Sheets
— Ao My History < History
Dai r

Time Clock

03:32:30 PM
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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

m Updated Training/Time Clock Agreement Form

m Select appropriate job when clocking in/out
m Notify supervisor of adjustments /7 enswomacusce
m Review and submit weekly

In - SPECIAL ED. AIDE (Prlmary) bl Eh> 0N LOOKT SOMETHING BAIGHT
e C1 it In - EXTRA DUTY ATHLETICS P ———

‘:" \ 111';‘;“'\.v'( =108
i 111 A\ i

/ WAIT, WHATWAS | GONNA DO?



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

WEENE IS S T

MM fory ¢ 12)08/2018 - 127143018

Parlad $ummar,-

Timesheets - -

Wik XATHL (EXTRA DUTY ATHLETICS) 22h J5m
Total Hours:  &¥h 35m

Onginal Hours Paid: 62 30m

Requested Comp Time Clock Howrs: — 22h 30m

m MUST complete 40 hrs/week in o o et o e —nk oo
PRIMARY job P—— ' :

Tme O Code  DaysorHours _Clock Hours Requestsd Comp Time Factor _ Allocated
m Prevents errors and allows Skyward to S @on7is T shen

calculate accurately O e e | —

Saturday 12 /0818
m Review and submit to campus approver Mu,,,;u. 12/0018_resitors_aniom |
weekly L — oo

13710718  Tomml Hours: 13h 0im

B Supervisors approve timesheets on T T _—

1:51PM - 215 P LNCH h 2m
Mondays [ A5 PM - 4:05 P IN SPECIAL ED, AIDE 1h S0m
405 P - 5:56 PM DN EXTRA DUTY ATHLETICS 1h 5lm

LIF1L/18  Total Hours:  Sh Sim

Wednesday 12/12/18
T = E
m MUST complete the work week before T T 1 ——— e |
. ] ISP - A0 P I SPECTAL ED. AIDE 1h Mm
4:00 P = 527 PM IN EXTRA DUTY ATHLETTCS
SuU b m |tt| ng 13/13/18  Total Hours: MT:;:
Thursday 12/13/18
TS0AM = 157 Fd IN SPECLAL ED. AIDE Bl 07m
157 P - 2:17
m Attach to extra duty pay request form PR —— hoon
ATPM - B35 PM IN EXTRA DUTY ATHLETICS 2h 22 |
12/13/18  Totol Hours: 10h 29m  Hours Peid: 2k 41m |
Friday 12/14/18
__;':3?#”- 9230 AM IM SPECTAL ED. ALDE ih 83m
9:30 AM = 1000 AM LNCH oh 30
10:00 &AM = 4:00 PW [N SPECIAL ED. AIDE & O0m
4300 PM - 10:49 PM IN EXTRA DUTY ATHLETICS Eh 49m

13/14/18  Total Hours: 14h 42m  Heurs Paid: D 00




School Sponsored Absences

Add
Romslving Time Of m Submit school sponsored absence
Futurs Futura Future
Tima Off Code Ramalning Approved Waltin Avaitable Remal I
~= T Mo e s aewe - through Skyward Employee Access Time
LEAVE WITHOUT PAY 0 Days 0 Days
LOCAL LEAVE 10 Days 10 Days Off
NO CHARGE LV -2 Days -2 Days
Professional Leave 0 Days 0 Days
School Sponsored -32.25 Days -32.25 Days
STATE PERSOMNAL 18 Days 18 Days
STATE SICK 0 Days

m Check Substitute Needed (IF Applicable)-
Bt Ay e — et routed to SEMS (Substitute/Employee

* Reason: Athletics Related ¥ Detail..,

Pyt Bariae s 2 Management System) to enter substitute
T © ey e 30 request

Date Range
* Start Date: 03/06/2018 Tuesday

vays: [ 10000 m Refer to How to Create an Absence guide

Start Time: [D8:00 AM

(Sl Needed on the district’s Payroll Web Page

Sub Reguest Joh ID:

Select additional employees to notify when this request is submitted and approved/denied

Select E ']‘I;.|_.|;.'I palg):

Asterisk (') denotes a requirad fiald



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=wsSky/seplog01.w

School Sponsored Absences

S Thria Kbyt Row | ¢ 03/03/2018 - 03/09/ 2018
rma Summary

Type Pary Naots Hours

Timeo't _ AIDLA (COMPUTER LAB MANAGER) Schoal Sponsored —~=

Wk AIDLA (COMPUTER LAB MANAGER] a6 09m

Work XATHL {EXTRA DUTY l".THLfTIE‘S] ¥Th 10w

| Total Hours: _ 67h 19m

| Criginal Hours Paid: __ G7h 15m

Roquistnd Comg Time Clock Mowrs: 27 15m

Adjusted Hours Pad; 40k B0

Comp Time Totals

Adjusted Hours Paid = Origisel Hours: Paid - Requested Comp Tire Clock Hours

Time Off Code Days or Hours  Cleck Heirs Res d  Comgp Time Pactor m
| oM TomE Hers 17h 15m * 1.5 - &gk 53m
| Bualiy Totals

Status Fay/Nata Haurs

Saturday 03/03/18

Bl AM - EDO PM N EXTRA DUTY ATHLETICS 10h D
| RS L oAl Roers:  1L0W 0Rm

Mondny 03/05/18

TF6AM- L0IPM N COMPUTER LA MANAGER i 50 em
1:02 PM = 1:33 PM LNCH o6 3Lm
LAFPM - 4:01 PHIN COMPUTER LAB MANAGER 2h 28m
03/05/18  Tosal Hous:  8h 4m
| Tuesday 03706718

| HiA TOF Schood Sponsaned Oh 00m
[ Wi TOF Schoel Spensired 0 ben
TS AM - 12:00 PM 14 COMPUTER Ll MANAGER: an S5
LZ:0M PM - 12:30 FM LNEH o 2om
1130 PM-_4:00 PH IN COMPUTER LAH MANAGER 3, 30m.
400 PM - 11:55 PM IN EXTRA DUTY ATHLETICS T 55
[ _ 03/06/18  Totsl Hours: 16h BOm  Hours Paid: 14k 18m

| Wednesday 030718
731 AM - 100 FM IN COMPUTER LA MANAGER 5h 31m
102 M - 1:33 FM LNCH ah 31m
1LI3PM- 402 FM N COMPUTER LAB MANAGER h Fm
. 03/07/18  Total Mours: ShODm  Hous Paid:  Th 41m

Thursday 0370818 i

i TOE Sehood Sponscred o b
| L) ToF _Schodl Sponsored OhBim
| 730 AM- 100 PMIN COMPUTER LAB MANAGER 44 10m
| __12:00 FM - 1230 M LKCH oh 30m
1230PM- 4000 IN__ COMPLITER LAB MANAGER 3 30m

TR0 PM - LIS EM 1N EXTRA DUTY ATHLETICS Sh 45m

D3/0Bf1E  Tofal Hours: 13h48m Hours Fad:  Oh 00m

Friday 03/09,/18 B

A ToF Schoel Sponsared Uh o

LT TOF School Sporsared (hodm

7-50 kM - 1200 FM N COMPUTER, LAB MANAEER h 30m
12200 PH - 12:30 PE ILNCH ) B h 0w,
IZI0PM - GDOPMIN COMPUTER LAB MANAGER ih 30m
S00PM - B30 PM IN EXTRA DUTY ATHLETICS ih 30m
Howrs Paid:  0h 00m

0309718  Towml Mours: 11k 30wR

/J

Submit school sponsored absence
when working an athletic event

School sponsored will appear as
zero “O” on timesheet

Clock out of primary job at the end
of the work day

Clock into Extra Duty Athletics at the
end of the work day



EXtra D Uty Extra Duty Pay Request *w

m Extra Duty Pay Request Form = S

- Log in to Laserfiche =

- Complete form accurately -

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

- Work week must be completed before
Smeitting for pay .E.:m .. startTime .. Ena Tims .. Totsl Hours

_ Submit weekly B - R - R—

- Submit by Payroll Due Date " o

m Extra Duty Approvers-Athletics e

Funding Source Type of Account Approver 1 Approver 2 B tg— e

Fund 183/001 Athletic Fund-SHS SHS Admins Craig Krell/Raul Castillo I B eI B M) B e o e o el o spsras eemeieis et
Fund 183/007 Athletic Fund-PHS PHS Admins Eduardo Galindo/Laura Cavazos [ e |

Fund 183/041 Athletic Fund-BL Gray ~ |BL Gray Admins  |Frank Silva

Fund 183/042 Athletic Fund-SNJH SNJH Admins Jeffrey Getz



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

Payroll Web Page

= Pay Schedules
= Extra Duty Pay Request

= Payroll Guides

= Skyward How-To
* Employee Access
e True Time
 Time Off

= |nternal Revenue Service

= Teacher Retirement System of

Texas

=  Contact Information

Departments
I Payroll

Maonthly Pay
Schedule

Biweekly Pay
Schedule

Substitute Pay
Schedule

SHARYLAND

INDEPENDENT SCHOOL DISTRICT
Excellence is our Tradition
ollective Responsibil
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Sharyland ISD / Departments / Payroll

Name Position Ext

Robbie Guerra Payroll Director 1046
Sandra Guerrero Payroll Coordinator 1191
Sylvia Medellin  Payroll Specialist 1021
Irma De La Cerda Payroll Specialist 1048
Daysi Garcia Payroll Specialist 1010

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.
Extra Duty Pay

Summer Extra Duty Pay Request Farm
Extra Duty Pay Request Procedures

Payroll Guides
Payroll Gui

Payroll Gu
Payroll Gu

Skyward Employee Access How-To

Employee Access Ow
s5 P

Employee Access P ng the M (a]5}
Employee Access P dating Your Information
Employee Access P : Tax Information

Employee Access P : Check Estimator

Skyward True Time

Product Overvi
Employees Ac

Viohile App
App

Jp: Using the Mo

Jp: True Time

s True Time Quick Entry Pre
i Quick Entry Pre

cedures
es (Spanish)
App Procedur
App Procedures (Spanish)

V-4 Farm
the 2020 Form W-
holding Estimator

Teacher Retirement System of Texas

TRS Homepage



http://www.sharylandisd.org/departments/payroll
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Have a great 2023-2024 school year!




