


Summer School Sign In

Date: / /

*Incorrect employee ID number will result in delayed payment *Office Use Only
D# Employee Name Verified

Daily sign-in sheets for Exempt
and Non-Exempt employees.

Correct ID numbers ensure on
time payment.

A total number of hours are
entered on uploads

Ext Year Function Codes are
located on the Payroll BOPM.
These codes will start with a 9.

90180 - Ext Year Aide $15.50
90000 — Ext Year Teacher $35
90130 — Ext Year Sec $16.41




Account Number
String

Activity Date Function ID

Use code related to
job worked

Date employee

*Provided by Budget
worked

Account & Year

Account Sting Cont.
6118 — Exempt Full Time Amount

6121 — Non-Exempt Extra Pay PersoniiD
6116 — Professional Temp . The amou!ﬁt enter.ed . Enter employee ID
Exempt is what will be paid g ey
6126 — Non-Exempt Temp to the employee

6122 — Para Subs

-

J

Hours
Notes D
Total amount of

hours worked per day
only

Each entry is per day.

Employee Name Entera 1 or 0

Activity ID
(Function
Activity Date Code Account Mumber String Account Year Amount Person ID  Hours Days

06-12-2023) 90130 xxx-xx-6121- Y00 XX-XX-XXXXXX 123456|  6[secretary | 1
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Date: / /
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Custodians & Maintenance

Employees earn and extra $2 day
Function ID - 90170 Ext year Custodial/Maintenance
Ask your Payroll Specialist for employee’s rate of pay

Activity 1D
(Function
Activity Date Code)  Account Number String Account Year Amount Person D Hours Motes Days
06-12-2023 SOLTO | - x-0 120 2000 30— - 2 2023 72 123456 6|Custodian
06-12-2023 SOLT0) - w- 0121 - - 200K - XK 2023 12 123456 0|Extra 52 for 6 hours

*Do not add number of hours for extra $2. This will
result in a TRS error.



When is the Payroll Deadline?

When will my staff receive pay?

PASADENA INDEPENDENT SCHOOL DISTRICT

PAYROLL CYCLE SCHEDULE

22123

Pay Period Beginning

Pay Period Ending

Check Release

Payroll | Date for Absences and | Date for Absences | Payroll Entry Cut-off 1st | Payroll Entry Cut-off 2nd | Payroll Entry Cut-off Date - Direct

Cycle Overtime and Overtime Week Date Week Date 3rd Week Date Deposit
20 5/15/2023 5/28/2023 5/23/2023 5/30/2023 6/15/2023
21 5/29/2023 6/11/2023 6/6/2023 6/13/2023 6/302023
22 6/12/2023 6/25/2023 6/20/2023 6/27/2023 7/14/2023
23 6/26/2023 7/16/2023 7/5/2023 7/11/2023 7/18/2023 8/1/2023
24 7/17/2023 7/31/2023* 8/4/2023 7/25/2023 8/2/2023 8/15/2023




~Verify your batch reports. It will
ensure accurate payroll

Meet your deadlines

Stay organized, and
— communicate with your
campus secretary

Payroll Do’s




Payroll Don’ls

Do not double dip. Employees on
duty can not be paid for summer
school until after their off-duty date.

Do not lump sum employee’s days
worked on the upload. Each entry
must be per day only.

Do not use campus kiosk to clock in.



Amv Bocenegra 713-740-0878
713-740-4120 Fax

abocanegra@pasadenaisd.org

Angela Loera 713-740-0961
713-740-4063 Fax

aloera@ pasadenaisd.org

Cristell Torres 713-740-0878
T13-740-4005 Fax

ctorres3 @ pasadenaisd.org

Monica Arizaga 713-740-0960
713-740-4064 Fax

marizagal @pasadenaisd.org

Frances Yanez 713-740-0280
T13-740-4004 Fax

fvanez@pasadenaisd. org

Amanda Flores 713-740-0014
713-740-4003

aflores @pasadenaisd. org




