Straight time / Overtime Entry & Hourly Subs Entry

Follow same basic process for ST / OT entry for other employees.

worksheet and that you enter time on the right pay code!

Be careful that you have the correct

To pay an employee for straight time or overtime you will have to enter the time on a worksheet.

First go to the worksheet in PAC Skyward. (Click on Human Resources, Payroll, Curr. Payroll, and Payroll

Worksheet)
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Next you will pick a worksheet
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Straight time / Overtime Entry & Hourly Subs Entry

You will have a list of worksheets in the Worksheet Master on the left side of the screen.

The right side of the screen will display the contents of the worksheet.
Highlight the worksheet you need to work in.

Click the Entry button under Detail.

=Master—

0031 Custodial Reg EE 5T OT
10031 Food Service Reg EEST C|
0031 Other Classified ST OT
0031 ParaProfessional Reg EE ‘
0031 Sub Clerical '
0031 5ub Custodian

| 10031 Sub Para Professional
10041 Custodial Reg EESTOT |
10041 Food Service Reg EESTC
0041 ParaProfessional RegEE*
0041 Sub Clerical i
0041 Sub Custodian
0041 Sub Food Service
0041 Sub Para Professional
0061 Custodial Reg EEST OT |
10061 Food Service Reg EESTC
10061 ParaProfessional Reg EE ¢
0061 5ub Clerical '
0061 Sub Custodian
0061 Sub Food Service
0061 5ub Para Professional | | x| i

m

Lookup: 0031 5ub Food Service # = pecord has been imported into payroll
+ = worksheet completed [ | Complete Worksheet
Highlight the desired worksheet - If importing, use Ctrl or Shift to select multiple worksheets,

This will open up the worksheet.
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Straight time / Overtime Entry & Hourly Subs Entry

This is the opened worksheet. If names were listed in the previous screen you would see them here. If
the worksheet is empty you will have to ADD the employees you need to pay.

Click the +Add button.

HR\PA\CP\PWAPW - 2070 -
Selection Parameters |Last Used Parameters

B kasi}eet Entries

Pay
* Employee Name Code Pay Rate Total Pay Account Number

[4 d
* = pecord has been imported into payroll. ot
Total Pay: 0-00 Total FactorHours: 0.00 Total Retirement Hours: 0.00

Employee: [t | ETTi=0f  Hours Per Day: 0.0000

Employee Type: Building: Check Location:

—Updateable Information
Pay Recard
Pay Code:

Account Number: &ﬂ' Edil | Job Code

.;“ﬁﬂ_gam;n_el,

Pay Rate: 0.0000 Factor/Hours: 0.00 Reﬁre Hours: Total Pay: 0.00

.&dci a recor.d-%or an Empioyee.

The add button opens another screen, where you will select employees.
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Straight time / Overtime Entry & Hourly Subs Entry

You will type the name key of the employee you want in the box. A list of names will show in the box to
the left.

HR\PA\CP\PW\PW - 2070 - Payroll Worksheet 0031 Sub Food Service - Emy

|
Selection Parameters |Last Used Parameters
[ Waorksheet Entries Build
Pay Factor
* Employee Name Hours Pay Rate Total Pay Account Mumb

Name | CRAFT COSTENA D

o 5 S —
Active Pay Records in Selected Parameters
< [:| Pay Factor/ Frequency Freguency =
S Code Account Number Hours Code Pays/Year
| HFS55T |-11GEIE'?E'3EI 7500 S005 00000 DO0OO0O 00008 | R AT a _'ﬁﬂﬂﬂi:'-_q-

™

Digplay all active pay records for this employee Mumber of Worksheet Entries to Create: 1

Emplovill  Lookup using name key to add a record.

Account Mumber: Eﬁ' ETﬂﬂ I Eﬁ:na_dr:_l l;l
Pay Rate: 0.0000 FactorMours: 0.00 Retire Hours: 0.00 Total Pay: 0-00

Add a record for an employee,

HWA\?WPW—'M~ Fa!iollmw.' 0031 Sub Food Service Key Sequen @ﬂl h ﬁ J

et J

L e
LastUsed Parameters @
[ ‘Workshest Entri
Pay Factor/
* Employes Name Cod= Hours. Fay Rat= Total Pay Account Murrber
|

| [(vame | Apets zron rarnzaiong (3 i
ADAIRERICOD <ADALR ERIN> -
ADATRSTACOD <ADATR-MITCHELL STACY ROBIN» o
ADAMETEOOOD <ADAMES TEODORA>

|| [Par ADAMSCHROOD <ADAMS CHEISTOPHER MASIAND> Frequency Frequency =
oo | |COdE ADAMESRNTONN <ADAMS EOTN EATHEANS > Code Pays/fear

| ADAMSEAIOOD <ADAMS GAIL M»

| |apaMsSIANCOD <ADEMS JANE D> | |
[|2DAMEIETCOD <ADAMS JEFFREY EALLARD> = I =

= 3
(| [MDisplay aﬂ%th‘ve pay records for this employee Nurmber of Worlﬁeet Eniries to Create: L
Loskup using name key to add arecord.

Account Number: B __T]gt_il'gd_g_i I_I
Pay Rate: 00000 FactorHaurs: 000 [ retre Hours: .00 TatalPay: 000
Add a recard for an employze. ag&ﬁﬁi
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Straight time / Overtime Entry & Hourly Subs Entry

When you have the name you want, click the select button.

If there is more than one Paycode listed, pick the valid pay code. Here are examples. An hourly
paycode worksheet will be on the website.

HSSFT Food Service Sub ST
HCUST Custodial Sub ST

HTAST Paraprofessional Sub ST
HCLST Clerical Sub ST

HR\PA\CP\PW\PW - 2070 - Payroll Worksheet 0031 Sub Food Service - Employee Key Sequence _ %
Last Used Parameters
r Worksheet Entries | ¢
[ Pay Factor/ -
| * Employee Name Code Hours Pay Rate Total Pay Account Mumber

|BDDISIE?.DDG <ARDDISON TERRACE ANDREW>

Name | ADDISON TERRACE ANDREV! anofrsterooo [ (40 )
B =i

Active Pay Records in Selected Parameters

EF‘mI Factor/ Frequency Freguency =
|Code Account Number Pay Rate Hours Code Pays/Year

HFSSI +108E7600 7500 9009 00000 00008 00000 5.06808 O._0000{24 2'4

["| pisplay all active pay recards for this employee Mumber of Worksheet Entries to Create: 1
Loolcup usmg name Eey to add a record.

Account Number: Qfﬁdlt | Jab Code | 7
Pay Rate: 0.0000 FactorMours: o_oa Reh’re Hours: o_0a Total Pay: 0.00
Add a record for an employee. ﬂ :Sk.yEIcu:
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_lﬂDDISDN.TE'{RACENﬂDF‘.E\fillm}ETEUG 7500 900% 00000 00008 00004

Straight time / Overtime Entry & Hourly Subs Entry

Now the record appears on the worksheet detail. For substitute employees the default pay code is
straight time. All the pay codes end in ST. If you need to pay overtime to a substitute, please call
payroll. We will have to set up the code on the employee and make the overtime code a valid code for
use in the worksheet.

To enter the employee hours to be paid.
Your cursor will be in the Factor/Hours box.

Enter the hours. 1, 1.25,1.5, 1.75, 2, etc.

Last Used Parameters
[ Worksheet Entries

Pay Factor/ .|
| * Employee Name Code Hours Pay Rate Total Pay Account Number

[+ Tl r

* = record has been imported into payroll Lookup: RDDISTERO00O  |Quick Add

Total Pay: 0.00 Total Factor/Hours: 0.00 Total Retirement Hours: 0.00
Employee: ADDISON, TERRACE ANDREW [EXT0e0ii|  Hours PerDay: 0.0000 Roll Back
Employee Type: HRLY  HOURLY SUB EMP Building: 9000  DISTRICT-WIDE P Check Location: 9000  DISTRICT-WIDE P
=Updateable Information
Pay Record - T
Pay Code: HFSST  Hrly Sub FS L !
; - | € Cancal|
Account Number: 4100E7600 7500 9009 00000 (0000 00000 2/ Edit 76030 M Canc
Pay Rate: 7_7500 Factor/Hjurs: b_oo etire Hours: o006 TotslPay: 000
Employee's factor hours. ) SkyDoc
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Straight time / Overtime Entry & Hourly Subs Entry

When you enter the hours in the detail section the value will appear in the listing.

:ISE.!.ECEDI'-.PEI'EI'HE'LEI'S |Last Used Parameters

ke Worksheet Entries

! Pay Factor/

|* Employee Name Code Hours Pay Rate Total Pay Account Mumber

ADDISON, TERRACE ANDREY 707908 514.14/4100E7600 7500 5005 00000 00000 OGO00f

o] 3

7 ookl been syt ted i EMTON. Lookup: RDDISTER000  |Quick Add
Total Pay; 514.14 Total Factor/Hours: €€.00 Total Retirement Hours: €&.00
- e il Rnﬂ Back
Employes: ADDISON, TERRACE ANDREW |E| ET0i=0F|  Hours Per Day: 0.0000 !
Employee Type: HRLY  HOURLY SUB EMP Bulding: 9000  DISTRICT-WIDEP Check Location; 9000 DISTRICT-WIDE P
—Updateable Information
Pay Record B g
Pay Code: HFSST  Hrly Sub F5 I@( ok =
Account Number: 4100E7800 7500 9009 00000 00000 00000 27Ed 76030 | Caricel
Pay Rate: 7.7500 FactorHours: [INGENEY |[5] Retire Hours: $6.00  TotalPay: 514 14
Employee's factor fhours. ﬂﬁ[g\]‘[}m

To enter another person push the + Add button again.
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Straight time / Overtime Entry & Hourly Subs Entry

If you select an employee that is not eligible for the paycode, you will get a message as shown below.

You can move to the next valid employee using the blue and pink arrows.

e e
| HRIPAICP\PWAPW - 2070 - Payroll Worksheet L=
|selection Parameiers |Last Used Parameters li]
[ Warksheet Entries
Pay Factor/ A
* Employee Name Code Hours Pay Rate Total Pay Account Number

35T | 66.00| 7 -7500| 514.14/4100E7600 7500 2005 00000 00000 0000(

Name |RACETTE JACQUES SYLVAIN HRACETJACOOD
** This employee does not fit the selection parameters. **
Active Pay Records in Sefected Parameters

Pay Factor/ Freguency Freguency =
Code Account Mumber Pay Rate Hours Code PaysYear

™|

|| isplay all active pay records for this employee Mumber of Worksheet Entries to Create: 1

Lookup using name key to add a record.

=: HFSST  Hrly Sub Fs
Account Number: 4100E7600 7500 9009 00000 00000 00000 2 Edit 76030 [§]

Pay Rate: 77300 Factor/Hours: 66.00 Reﬁre Hours: Total Pay: 514.14

;dd a record for an employee,
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Straight time / Overtime Entry & Hourly Subs Entry

When you get to the next record, hit select and it will be placed in the worksheet as before.

HR\PA\CPAPWAPW - 2070

Wt

Factor/
Pay Rate Total Pay Account Number

Name |RAMOS YADIRA CARIDAD

Active Pay Records in Selected Parameters

Factorf Frequency Freguency #
Pay Rate Hours Code Pays/Year

HEFSST illlCIDE'T-‘E':ICI 7500 300% 00000 00000 00000

Gll™|

[ | Display all active pay records for this employee Mumber of Worksheet Entries to Create: 1

View the next employee meeting selection parameters,

Account Number: 4100E7500 7500 9009 00000 00000 00000 27Edit. 76030 '
Pay Rate: 7.7300  Factor/Hours: €6_00 R.et':reers: €6._00 Total Pay: 514.14

Add a record for an employee,
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Straight time / Overtime Entry & Hourly Subs Entry

Repeat as needed. The employees will be added to the worksheet.

" HR\PA\CP\PW\PW - 2070 - Payroll

Selection Parameters |Last Used Parameters

[ Worksheet Entries

£ Build |

Pay Factor/
* Employee Name Code Hours Pay Rate Total Pay Account Mumber

ADDISOM, TERRACE AMDREV HFSST &6.00 7.7900 514.14410027€00 7500 9009 00000 00000 0O00OC
DE QUEVEDO, AMN LICHTER. HFSST 0.00 7.7%00 0.00/4100E7600 7500 3005 00000 00000 000OC

| LABRIE, JANETCAROL __WFSST | o.00 _7.7300 _ 0.00[410027600 7500 9009 00000 00000 0000

RAMOS, YADIRA CARIDAD |HFSST 8.00 7.7900 02.32/4100E7600 7500 3003 00000 00000 0000OC

4 [ b

N mport

+= = record has been imported into payroll. Lookup: LA BRJANOOQ

Total Pay: 576.4¢€ Total Factor/Hours: 74.00 Total Retirement Hours: 74 .00

Employee: LA BRIE, JANET CAROL (=R ¥t Hours Per Day: 00000

Quick Add

Employee Type: HRLY HOURLY SUB EMP Building: 9000 DISTRICT-WIDE P Chedk Location: 0271 ASTATULA ELEMEN

—Updateable Information

PayRecord —— 'JOK

Pay Code: HFSST  Hrly Sub FS

Account Mumber: 4100E7600 7500 9009 00000 00000 00000 7 Edit 76030 Hcancel

Pay Rate: 7.7300 Factor/Hours: .00 Retire Hours: Total Pay: 0.00

Employee's factor/hours. i ShDoc
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Straight time / Overtime Entry & Hourly Subs Entry

When you are entering time, if you also need to change the account number, make sure you have the
correct employee highlighted. Remember the very bottom of the screen is the updateable information
for the highlighted record. Also shown for the highlighted record is the specifics about the highlighted
employee.

To change the account, you would click the edit button next to the Account Number. A small screen will
open and you can change the account number. That process is not detailed here.

EXTRA DUTY INFO for Hourly Employees
Since we pay hourly employees ST and OT, you can pay their extra duty on these worksheets.

What if you have someone who works 1 hour to be charged to account XXXXX and 5 hours to be
charged to account YYYYY ?

You will make the entry for account XXXXX, then you will add another record for that person, enter the
time and change the account on the second record to YYYYYYY

HR\PA\CP\PWAPW - 2070 - Payroll Worksheet 0031 Sub Food Service - Employee Key Sequence [ x|
Selection Parameters Last Used Parameters
| Worksheet Entries £ Build
| Pagé Factor/ I . - | | eIrnport

* Employee Name Code Hours Pay Rate Total Pay Account Mumber b
ADDISOM, TERRACE ANDREV HFSST 4_00 7.73900 31.16 4100E7€600 7500 3005 00000 00000 Q000C =

NEe=mel mmlsse L ml e 31.16 /410057600 7500 9005 00000 00000 oooo Rl NCHIUIEEY
LA BRIE, JANET CAROL HFSST 7.7900 46.74 410027600 7500 3003 0000 ooooo ooood=| [T Help |
RAMOS, YADIRA CARIDAD |HFSST 1.00 7.73900 7. 79 4100E7€00 7500 5003 00000 00000 0000

« [ r

+ = record has been imported into payroll Lookup: DE QUANNOOO  |Quick Add

Total Pay: 11&.8%5 Total Factor/Hours: 15.00 Total Retirement Hours: 15.00
Employee: DE QUEVEDQ, ANN LICHTER ET0ECH|  HoursPer Day: 0.0000 Roll Back
Employee Type: HRLY HOURLY SUB EMP Building: 2000 DISTRICT-WIDE P Chedk Location: 9000 DISTRICT-WIDE P
Updateable Information
Pay Record 0K
P ST Frly 5ub Fs o=

unt Mumber: 4100E7500 7500 9009 00000 00000 00000

76030 .Qancel

i| | Retire Hours: 4.00 Total Pay: 31.1@

Fay Rate: 7.7900 Factor/Hours: 4.00

Detail information for selected worksheet. 8 skyDoc
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Straight time / Overtime Entry & Hourly Subs Entry

When you have your employees for the worksheet all entered and complete, run the report for your

records.
Click the report button

Use the setting shown here.

HR\PA\CP\PW\PW - 2070 - Payroll Worksheet 0031 Sub Food Service - Employee Key Sequence | = |

| Selection Parameters |Last Used Parameters

e Worksheet Entries

* Employee Name
|ADDISOM, TERRACE ANDI
| |DE QUEVEDD, ANN LICHT
LA BRIE, JAMET CARCL
RAMOS, YADIRA CARIDAL.

auooq
0000y

Worksheet: 0031 Sub Food Service [ SORT SEQ: Employee

Worksheet Records to Print: IAIJ Records -

Suppress Pay Amount/Total: “iyes @ Mo

Print Report Totals Only: (71 yes @ Mo
Print Signature/Date Line: @ Yes () No

Report Sequence: [Employee (E) v]

Page Break: (" Break by Employee

Roll Back

Employee: DE QU @ Mo Page Break

JISTRICT-WIDE P

Employee Type: HRLY

Selection Parameters.

—Updateable Informatic - : =
PayRecord — Select Page Break for report. & skyDoc FOK
Pay Code: HFSST . ; Lot |
————— Cancel
Account Mumber: 4100E75000 200201 o] HC
Pay Rate: 7-7900  FactorMours: Retire Hours: 4.00 Total Pay: 31.1%¢
Prints a report of records on the selected worksheet. D skvDoc

When you click the selection parameters button the next screen will open.
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Straight time / Overtime Entry & Hourly Subs Entry

To show all record you only need to click the OK button.

RPACHPWPW -20] HRPACAPE

|:5-é|-r:cij-0nFarame_tn-ars Lz

|

|

| ™ Employee Name _

| |ADDISON, TERRACE A

| [DE QUEVEDO, ANM LIC
LATERL, IMLT CHi g
RAMOS, YADIRA CARII

EA™

record has been

#
I}

Total P

Employee: DE Q E

Employes Type: HRLY
—Updateable Inform:
Pay Record
Pay Code: HFS
Account Mumber:

Pay Rate:

Prints a report of records
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—Employee Range
Low Hgh
through; 22222222222
Select the code type.




Straight time / Overtime Entry & Hourly Subs Entry

The parameters will fill in as Default Parameters.

Next click OK

'HR\PA\CP\PWPW - 2070 - Payroll Worksheet 0031

;SElechon Parameters |Last Used Parameters

L

| * Employee Name .
|ADDISON, TERRACE AMI

| |DE QUEVEDO, ANN LICHT [

LA BRIE, JAMET CARCL

RAMOS, YADIRA CARIDAL

Worksheet: 0031 Sub Food Service [ SORT SEQ: Employee

Worksheet Records to Print: [Aﬂ Records -

Suppress Pay Amount/Total: 7 ves @ No

Print Report Totals Only: (7 Yes @ Mo

Print Signature/Date Line: @ Yes (71 MNa

Report Sequence: [Emp#ogeg E) vl

Total Pay S
ook therk: § | Break by Employee

Employee: DE QU @ No Page Break

Employee Type: HRLY

Default Parameters

HWIDE P

—Updateable Inf
Pay Record
Pay Code: HFS5T

Select to run the Parameter screen.

Account Mumber: 4100E7500

T

Pay Rate: 7.7300  Factor/Hours: 4._0n Retire Hours: 4._0n Total Pay: 31.18

Prints a report of records on the selected worksheet,

K|

[ecarisl
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Straight time / Overtime Entry & Hourly Subs Entry

You can print to a printer or to your screen.

Printer | Dell Laser Printer 1720dn

Mumber of Copies: 1 Process Report on Server

Orientation: @ Landscaps || create Export File File Type: @ ASCII

Portrait ASCII File Options.

Delimiter:
Lines Per Inch: @; 5 LpI
File Mame: carmickD.001

)
Skt File Path: C:\Skywardwrk)

Carriage: | \wide Special Printer  Must print landscape
BN Requirements

@) Marrow ;

B for this Report:

Select method to view report output

Prints a report of records on the selected worksheet,
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Straight time / Overtime Entry & Hourly Subs Entry

You will need to print the report. It should be attached as a cover to your backup timesheets. It must
be signed by the Principal and kept in your file.

4pawsh0i.p Lake County, FL 8:16 B 09/29/13
05.13_04.00.00-10.2-010021 Standard Workshest Report DACE: 1
: 0031 Sub Food Service

NAME KEY  EMPLOYEE NAME
BLOG LOC  TYPE PAY  ACCOUNT NUMBER PERCENT AMDUNT FREQUENCY FACTOR/HOURS TOTAL RETTRE HOURS

ADDISTER000 ADDISON, TERRACE ANDREW
5000 3000 HALY HESST 4100

00 7500 3005 00000 00000 0000 7.7%00 24 4.0000 3118 4.00
DE QUANNOOQ DE QUEVEDO, ANN LICHTER

5000 5000 HRLY EESST 4100E7800 7500 5003 00000 00000 0000 7.7%00 24 4.0000 31.18 4.00
L2 BRJANOOO LA BRIE, JENET CAROL

9000 0271 HRLY KEFSST &100E7600 7500 3003 00000 00000 0000 7.7900 24 6.0000 45.74 6.00
RAMOSYADOOO REMGS, YADIRA CARIDAD

9000 9000 HALY KEFSST 4100E7600 7500 3008 00000 00000 0000 7.7800 24 1.0000 7.78 1.00
Page Totals: 15.0000 116.85 15.00
SIGNATURE : DATE:
Report Totals: 15.0000 116.85 15.00
Number of Records Drocessed - 4
Number of Records with Bay: 4

HrEEEERERREERRSSAAAAAAS End OF pEport FEEEEILArArEEEEessrees
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Straight time / Overtime Entry & Hourly Subs Entry

You will be asked if you want to save the report in your saved reports. We will leave this up to you. All
we require is a signed copy in your file with the timesheets.

If you need help with this step definitely call the help desk.

29 wuno uouue uooy rirsun us . unon a4 B.ug

1 80000 baA0A 000D 77900 24 10000 7.8 10

e Wl yo ks 4o cais this resrt befors continding?

Ho | [ conce |

Entity: 000
S -l tandard Worksheet Beport

Comment: -

Batch:
Menu Path: HRYPAVCPPW\PW

Human Resources, Payrall, Current Payroll, Payrall -
Warksheet, Payroll Warksheet(Main Screen)

| Save a Copy to a folder under My Saved Reports
*Mote - A copy of this report automatically saves to the My Saved Reports folder

a My Saved Reports

[ Auto-Copy Rules Wizard |

Enter a title for the report you are saving. BSkyE)oc
]

Page |17



Straight time / Overtime Entry & Hourly Subs Entry

When you return to the worksheet page, you will see that your worksheet now contains details.
You are almost done now!

When you are done and the worksheet is complete for the payroll period
highlight the worksheet in the worksheet Master list
click the Complete Worksheet check box at the bottom of the screen.

HR\PA\CP\PW\PW - 2070 - Payroll Worksheet (s 5=
k Worksheet Master k Detail for Selected Worksheet Master Master
Last Import Last Import - Emp Pay Factor/ =  Salect
+ Description Date Time || |* Employee Name Type Code Amount Hours —
0031 Custodiel Reg EE ST 0T JADDISON, TERRACE ANDRIFRLY HFSST | 77500 4.00
0031 Food Service Reg EE ST C = DE QUEVEDC, ANN LICHTEIHRLY  HFSST 7.7900 4.00
0031 Other Classified ST OT LA BRIE, JAMET CARCL HRLY  HFSST 7.7900 &.00
0031 ParaProfessional Reg EE ¢ 3 RAMOS, YADIRA CARIDAD HRLY  HFSST 7.7%900 1.00

0031 Sub Clerical

0031 Sub Custodian
Thosisbroodsevee |||
0031 Sub Para Professional

0041 Custodial Reg EE 5T OT
0041 Food Service Reqg EE 5T C
0041 ParaProfessional Reg EE ¢
0041 Sub Clerical

0041 Sub Custodian

0041 Sub Food Service

0041 Sub Para Professional
0061 Custodial Reg EE 5T OT
0061 Food Service Reg EE 5T C
0061 ParaProfessional Reg EE ¢
0061 Sub Clerical

0061 Sub Custodian

0061 Sub Food Service

0061 Sub Para Professional - -

+ = pecord has been imported into payroll

N

Lookup: 00315y
+ = worksheet completed ¢ [ Complete Worksheet
Choose to add/edit/delete em)

8 skyDac

A + will appear in the colum to the left of the worksheet Description.
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Straight time / Overtime Entry & Hourly Subs Entry

You did great!
Once you have completed your worksheet you will not be able to reopen it until Payroll has reset it.
When Payroll has finished the payroll process, we will reset the worksheets.

The reset process will
release the worksheet
zero the Factor/Hours field
leave the employee’s names and paycodes.
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