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Follow same basic process for ST / OT entry for other employees.   Be careful that you have the correct 

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

 

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) 

 

 

 

Next you will pick a worksheet   
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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.     

 

 

This will open up the worksheet.    
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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.  

 

 

 

 

 

The add button opens another screen, where you will select employees. 
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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.   

 

 

  



Straight time / Overtime Entry & Hourly Subs Entry  

P a g e  | 5 

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

 

 

 

To enter another person push the + Add button again.     
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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.    
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When you get to the next record, hit select and it will be placed in the worksheet as before.  
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Repeat as needed.  The employees will be added to the worksheet.   
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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  
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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.  

 

 

 

When you click the selection parameters button the next screen will open.   
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To show all record you only need to click   the OK button.   
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The parameters will fill in as Default Parameters.  

 

Next click OK   
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You can print to a printer or to your screen.  
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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.   
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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.  
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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.   

 

 

A + will appear in the colum to the left of the worksheet Description.   
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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.   

 

 

 

 

 

 

 

 


