Timecards
Timecards
Timecards




Electronic vs. Manual/Paper

EEEH%@ Must be Submitted to Payroll Weekly

. k'EVERETT Time Sheet and Payroll Adjustment Record

Failure to submit this timesheet weelkly,

Empl Infi L Infi rbefi ine may result in a delay in receiving pay.
mpioyee Info eave Info
ID: Selected Period: | Next Payroll - 2001009 ¥ Batch: —
Fi 7 =
Name: 9/1/2020 - 9/5/2020 Dept. Dy | UatNeme it Hame Location Pstion Worked
o lite rearesoarer Hoar [ 25 1Bmin=25 43mn=75
TIME SHEET CERTIFICATED min=50 60 min= 100
TC Status: Open PayClass: 105 Calendar: GENERIC PayRate: save || Submit Time _
RECORD YOURHOU  prgipay: 0.00 Position: TSCETMST  Supervisor: Undefined Calendar == Prev Next==
to the nearest Reqular Chiertime Reqular Cvertime
quarter hour (.25) Hour Title Sun Mon Tue Wed Thu Fri Sat Thiz week All Jobs [ate Actwity Ferformed Hours Hours [ate Actwity Ferformed Haurs Haurs
8130 83 a1 912 93 94 95 Job total
;g min = gg CLASS COVERAGE I
min =.
gl EXTENDED DAY T/S | [
45 min=.75
60 min = 1.00 KINDER CRIENTATION I
ON-TIME GRADUATION |
0.00 oo
PLANNING TIME Total Hours--=-----
PAYROLL ADJUSTMENTS (Shift Diffarance, Rate Difference):
SCHOOL IMPROVEMENT Date Description of Adjustments Hours | Rate | Total Addition Total Deduction
SITE MEETINGS
TESTING/ASSESSMENTS I l
MOVING PREF TIME I chlil'y'.ll.il.L'r._‘dbo’.-u 5 BN dcturale ll:i.lru'dluitrnr Autherizatiors | herebry spprave the hours and payrolladpustments
S P wirked and adjustrments during the period indicated. inlicated shave for payrnent.
SEC 9.14 IEF PREP
This week Emplayee Signature Lare Supervisor Signotures Budget Authority Lgre
RECAPTULATION
All weeks
| Hours | Account Code |

Regular Rate OvertimelRate
&% @5

Approved Charges

Timecard salaryadjustmant 5 0.00



Time Sheet and Payroll Adjustment Record

Employee Info [ICECRNIS)

1D
Name:

Selected Period: | Next Payroll - 2001009 ¥

9/1/2020 - 9/5/2020

Batch:
Dept.

TIME SHEET CERTIFICATED

TC Status: Open PayClass: 105 Calendar: GENERIC PayRate: Save |[ submit Time
RECORD YOURHOU  prgipay: 0.00 Position: TSCETMST  Supervisor: Undefined Calendar == Prev Next==
to the nearest
quarter hour (.25) . Sun Mon Tue Wed Thu Fri Sat Thiz week
Hour Title 8130 83 901 912 913 974 /5 Job total | AlJobs
;g min = gg CLASS COVERAGE
min =,
25 min = 75 EXTENDED DAY T/S
60 min = 1.00 KINDER ORIENTATION

ON-TIME GRADUATION

PLANNING TIME

SCHOOL IMPROVEMENT

SITE MEETINGS

TESTING/ASSESSMENTS

MOVING PREP TIME

TUTORS/HOME/HOSPITAL

SEC 9.14 IEP PREP

This week

All weeks

"EVERETT
- PUBLIC
SCHOOLS

Must be Submitted to Payroll Weekly

Failure to submit this timesheet weelkly,
eriod deadline may result in a delay in receiving pay.

e pay g

i

First Nama

Warked

g =215 4imin
=50 60 mg

[
|
| [
I

Date

I eertify that,
rirked aj

ww | om

PAYROLL ADJUSTMER

Total Deduction

rodladjustments

Dare Supervisar oty Dare

RECAPITULATION

| Hours

Account Code |

Regular Rate OvRgfieRate
@% @5 Approved Charges

Timecard salaryadjustmant 5 0.00



Timecard Calendar Due Dates

&*EEEEET Payroll Calendar
W\ scHOOLS 2020-21

Employees SUBMIT electronic timesheets on Pay Period End date®

Paper . .
Month of Pay Period Timesheet U= {:J'nllne
. Pay Period
Pay Begins - Ends Payroll Office
. Closes
Deadline

Year-end
accrual 9/1/19: 8/31/20 9/9/20 9/11/20 9/18/20
(2001108)
September
(2001009) 9/1/20-9/5/20 9/9,/20 9/11.20 9/30/20
October | o c50110/10/20 10/13/20 10/16/20 10/30/20
(2001010)
November
(2001011) 10/11/20-11,/7/20 11/10/20 11/13/20 11/30/20
July 6/6/21 {7/10/21 7/13/21 7/16/21 7/30/21
(2101007) e
August 7111/2) -8/7/21 8/10/21 8/13/21 8/31/21
(2101008) ' '

»  *school year employees submit electronic timecards on last day of school



Code
AT
CcpP

CcT
DS
EA
EC
K1
K2
EL
HC
HR

KT
KM
0G
SP
Siij

T1
T3
T2
TP
VL

Short Desc
ATHLETICS
CATEG PRO

CTE

DEPUTY SUPT
EARLY LRN
ECEAP

ELA K-5

ELA 6-12

ELL
HC/NUR/HSB
HUMAN RES
KIT/MCKINNE
Y

MATH K-12
oTG
SPECSVC
STEM-CASP
SUPT
CENTRAL
SUPT NORTH
SUPT SOUTH
TPEP/BEST
VOLUNTEERS

Long Desc
ATHLETICS

CATEGORICAL PROGRAMS

CAREER TECHNICAL EDUC
DEPUTY SUPERINTENDENT

EARLY LEARNING
ECEAP PROGRAM
K-5 LITERACY ELA

Workflow Timekeeper Workflow Authority

Sarah Sundstrom
Brandy Cracchiolo

Vanessa Edwards
Lorie Lambert
Rola Bachour
Jodi Madison
Theresa Webb

SECONDARY ELA/K-12 SCI/SRC/LIVELY Bridget Sphung

ENGLISH LANGUAGE LRN

HI CAP/NURSES/HS BEYOND/504
HUMAN RESOURCES

KIDS IN TRANSITION/MCKINNEY

VENTO
K-12 MATH

ON TIME GRADUATION

SPECIAL SERVICES

STEM-CASP/PARTNERSHIPS

TEACH/LEARN SUPT CENTRAL
TEACH/LEARN SUPT NORTH
TEACH/LEARN SUPT SOUTH

TPEP/BEST
VOLUNTEERS

Kinh Passey
Lindsey DeCarteret
Jean Hanson

Amy Perusse
Tina Roth
Jessica Knight
Donna Moran
Tina Roth

Cathy Parken
Sue Butterfield
Kellee Newcomb
Tina Roth

Tina Roth

Robert Polk
Chad Golden
Brian Day/Anthony
Anderson
Peter Scott
Anne Arnold
Anne Arnold
Shelley Boten
Shelley Boten
Chad Golden
Dave Peters
Debbie Kovacs

Chad Golden
Shelley Boten
Cathy Woods
Kelly Klevenger
Anthony Anderson

Sally Lancaster
Jeannie Willard
Larry Fleckenstein
Shelley Boten
Shelley Boten

Outsource Codes — Payroll Timecards Only

User ID
10933
04069
08299
04069
04069

11698
04069

YW E NS SAS

WHEN Iy

Name

When Qur

History
Grour

08/29/2020 14:22:09
08/31/2020 08:03:09
09/01/2020 15:22:52
09/02/2020 13:55:59
09/02/2020 16:36:46

09/02/2020 16:39:30
09/02/2020 16:39:30

RUDE, MEGAN

ALLEN, KEVIN GERARD
PERRY, SUSAN E
ALLEN, KEVIN GERARD
ALLEN, KEVIN GERARD

SPEAR, KALLE ]
ALLEN, KEVIN GERARD

08/31/2020 08:02:53
08/31/2020 15:22:29
09/02/2020 13:55:18
09/02/2020 13:55:59
09/02/2020 16:36:46

09/02/2020 16:39:30

wf Eisenhower Timekeeper
wf Eisenhower

wf Partnr/STEM Timekeeper
wf Eisenhower

wf Eisenhower

wf STEM/CASP Humanitias

wf Eisenhower

TBA Future Task Item

12360 IVES, JULIE THERESA

To Be Assigned wf Payroll Timekeeper

PERIOD SET NAME GROUP SUPERVISOR  APPROVAL CODE
2001108 TO2001108 24 24
DATE HOURS HOUR DESCRIPTION
8/10/2020 €.00000 3157 SCEOOL IMPROVEMENT
8/21/2020 3.50000 3148 PLANNING TIME
8/29/2020 £.50000 3148 PLANNING TIME
Total: 16.00000



Programmed in the
model to read
Outsource Codes

Time entered
inT.O.
(Employee
Online)

Monthly
review and
approval
process

PROCESSING ELECTRONIC EMPLOYEE TIMECARDS
BUSINESS PROCESS FLOWCHART

Employee enters additional work - L .
performed only, outside of contract pay. Originating Site
Examples: summer school, tutoring,
class coverage, over fime. Budget Authority (if different
from originating site)

I:I Payroll

When employee hits the SUBMIT
button, the record moves to the next
step.

Site Timekeeper verifies employee hours,
evaluates classified overtime situations, . .
and assigns budget code (if applicable). Timekeeper Time Entry Report
All records are processed the week following Approval Report

the monthly payroll cutoff date.

Timekeeper can APPROVE record to move
to the next step, or REJECT record with comment

Monthly
review and
approval
process

Monthly
review and
approval
process

| R

Monthly
review and
approval
process

1o send back o The oniginating employee.

Site/Program Administrator verifies employee hours.
All records are processed the week following PYTCIFPY to
the monthly payroll cutoff date. import records

—» into timecard
tub

Administrator can APPROVE record to mowve
to the next step, or REJECT record with comment
to send back fo the originating employee.

Review output Rejected or unapproves
Budget Authority Timekeeper verifies time Error and records will not process
and assigns budget code (if applicable). This Messages for pay in the baich.

assignment could result from an outsource
code, or from an account code assignment.

Timekeeper can APPROVE record to move
to the next step, or REJECT record with comment Run batch Verify totals to be sure
to send back fo the originating employee. approved records were

proof and loaded.
process batch
- - - |
Budget Authority verifies time per current I —

and budget code.

procedures Timekeeper Time

Entry Report

Budget Authority can APPROVE record to move
to the next step, or REJECT record with comment

V? x to send back to the originating employee.

Batch is

distributed
Data ready f and ready
for Payroll for initial
by Friday of check un_
each month, by the 20%
fallowing of each
cutoff date month




Delegation Boomerang — Worktlow Option

Delegate Default Behavior = Boomerang Delegate REASSIGNMENT Behavior = Go Away!

Rﬂassgpnkﬂn()nhtlii

cancel




Reminders

* Update Frontline with employee hours

* Do not adjust Frontline absences after
verification

* At year end, split paper timesheets




Miscellaneous Info

e Paraeducator Assighments
* New Payroll Technician
HR Location Codes to 3-digits

BusinessPlus Software Updates




