
PAYROLL GUIDE FOR                                  
PARA PROFESSIONAL ATHLETIC 

COACHES

2023-2024



PAYROLL TOPICS

■ Pay Schedules/Due 

Dates

■ Clock In/Out

■ Timesheets

■ School Sponsored Absences

■ Extra Duty

■ Payroll Web Page



2023-2024 Monthly Pay Schedule

$ PAY DATE $
Payroll Cut-Off

Date

*DUE to PAYROLL

DATE

August 25, 2023 August 4, 2023 August 4, 2023

September 22, 2023 September 1, 2023 September 1, 2023

October 20, 2023 September 29, 2023 September 29, 2023

November 17, 2023 October 27, 2023 October 27, 2023

December 20, 2023 December 1, 2023 December 1, 2023

January 24, 2024 December 29, 2023 December 29, 2023

February 23, 2024 February 2, 2024 February 2, 2024

March 22, 2024 February 23, 2024 February 23, 2024

April 24, 2024 March 29, 2024 March 29, 2024

May 24, 2024 May 3, 2024 May 3, 2024

June 25, 2024 May 31, 2024 May 31, 2024

July 25, 2024 June 28, 2024 June 28, 2024

August 23, 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.



Skyward Mobile Access App

Mobile Phone

Time Clock

Clocking In/Out
Skyward Employee Access 
True Time Quick Entry

Desktop or Laptop

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

Procedures

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

■ Updated Training/Time Clock Agreement Form

• Sharyland ISD Time Clock Agreement

■ Select appropriate job when clocking in/out

■ Notify supervisor of adjustments

■ Review and submit weekly

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


Timesheets

■ MUST  complete 40 hrs/week in 

PRIMARY job

■ Prevents errors and allows Skyward to 

calculate accurately

■ 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 



School Sponsored Absences

■ Submit school sponsored absence 

through Skyward Employee Access Time 

Off

■ Check Substitute Needed (IF Applicable)–

routed to SEMS (Substitute/Employee 

Management System) to enter substitute 

request

■ Refer to 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=wsSky/seplog01.w


School Sponsored Absences

■ Submit school sponsored absence 

when working an athletic event

■ School sponsored will appear as 

zero “0” 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 Duty
■ Extra Duty Pay Request Form

– Log in to Laserfiche

– Complete form accurately

– Attach completed and approved

timesheet (supervisors approve 

timesheets on Mondays)

– Work week must be completed before 

submitting for pay 

– Submit weekly

– Submit by Payroll Due Date

■ Extra Duty Approvers-Athletics

Laserfiche Extra Duty Pay Request

Funding Source Type of Account Approver 1 Approver 2

Fund 183/001 Athletic Fund-SHS SHS Admins Craig Krell/Raul Castillo

Fund 183/007 Athletic Fund-PHS PHS Admins Eduardo Galindo/Laura Cavazos

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

• True Time

• Time Off

▪ Internal Revenue Service

▪ Teacher Retirement System of 

Texas

▪ Contact Information

Payroll Web Page

http://www.sharylandisd.org/departments/payroll


Have a great 2023-2024 school year!


