TIMESHEET ENTRY INSTRUCTIONS

Due to ORS reporting regulations, time worked must be submitted in accordance with the Timesheet Pay
Schedule for compensation. Follow the Timesheet Pay Schedule. Be aware of cut-off dates for
authorization. The Timesheet Pay Schedule can be found on the WCS Document Depot under Payroll.
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*Substitute teachers that are paid through the Aesop program will NOT complete an on line time sheet.*

alel]s

Payroll Department

These instructions are available on the WCS web page under Employees and Payroll.

Wansen Consolida

Director of Budget and | Cindy Szuminski 70121 586-698-4140
Finance

Payroll Coordinator Sheryl Tingley 78133 586-698-4144

WEA Kathy Arsenault 78132 586-698-4143
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WAA Kathy Arsenault 78132 586-698-4143
Preschool and Adult Ed | Kathy Arsenault 78132 586-698-4143
1815 Jan Hanks 78131 586-698-4142
1346 Jan Hanks 78131 586-698-4142
Lunch Supervisors Jan Hanks 78131 586-698-4142
Technology Department | Internal ext: 11111 11111 586-698-4146
Help Desk

The timely submissions of time sheets are the employee’s
responsibility allowing time for the proper approval. The payroll
department encourages employees to use the calendar and to
follow-up on the status of their time sheet prior to the date of
expected deposits.

Example:
EARNING PERIOD TIMESHEET TO TIMESHEET APPROVED PAYDATE
Administrator by Friday by
Midnight Tuesday
September 4 — September| September 17 September 21 October 1
17
September 18 — October 1 | October 1 October 5 October 15

**Tip: View your time sheet on September 22. The pay date of
October 1 should be on your time sheet.

Page 11: explains how to view the pay date on a time sheet.

Warren Consolidated Schools

31300 Anica | Warren, ML 82093 | B8B-3WCS-KIDS [SBE-152-7543)

Employees

: Document
Upcoming Events: - - Depot

2010-2011 District Calendar

January 1T, 2011 - No Schood - Martin Luthar King Jr. Day
Janisary 18 & 20 - High School Exame - 102 Day tor High Sciool Only

Januvary 21 . 412 Day - Records Day

15k a5 A Second Language (E 5L) Registrath o

April 10 - 13, 2014 - Distnct

Upearmng Activities ancd Fundraizing Events

MEWW Student Registration and Enroliment information
Freschool | Kindergarten | Grade 1-12
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Employees...............Document Depot
Answer Ok for security alert, or you may check the box, [ ]in the future, do not show this warning.

rComputer login )

S

mogngamsssetstol_and password N

I I =l

Usamame Passward

= Home
& Blani Fillable Forma

‘welcome to the Wamen Consolidatad Schools Document Repository

walzome to the new Document Repository application. This program is a combination of the Secure Employes 2nd Form Frocessing programs. This naw combined application will

allow us ko add seversl naw features that will ba launchad in the future. While the main menu page has changed; all othar pages of tha old Secure Employee ramain unchangad.

Plasse enter your network login nama and password in the upper nght comer of this page. Once logged in; the Secure Employee menu itams will appaar on the laft. Chek on the +
to expand a manu.

T o ST

Login: This is your computer log in for the district. if you do not have a login and password or
can not get your current login/password to work, contact the information technology department (IT) at ext. 11111 or 698-4164.

Answer the security question. Tip: Your answers are found in utilities, profile.

1/13/11
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= Timesheet

clemant yeathar

dent Affais

i Maintenancs

‘Submitted Routs

illakle Farrmz

Warren Consolidated Schools
Document Repository

Secure employeeﬁ

Payroll,
Timesheet

Logout {testid)

the Warren Consohidated Schools Document Repository

& ratermes Hamn -
Click On: Secure Employee, Payroll, Timesheet
Warren Consolidated Schools i
Document Repository

Hame = Secara Employes > Pavroll > Timashaat

—
Select Add New FormJ

=\ Fi= Cobret

5,

Timesheet Forms

a/8/2009

. 3/3L/Z008, 4/1/Z00F, 4/2/2008, 42/2008

N0%, AL E0E%

Authorizing Forms

]

@ tntetret A% -

&

Select .....Add New Form

1/13/11
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Warren Consolidated Schools l
Document Repository

& Héme acura Emalovee 3 Fayro

Homa =9 K._._‘__u.mmﬁ
S Secure Emoloves Select date the
% Emplayss Dirastaey from Calendar
# Fiscal Services Tt | pem— E,
Type Job Pcsl!lo;ﬂ: Tasziar
description TOaton of Jobs [Fiva ream on sl [ *Use drop down menu to select

A e =0 appropriate Employee Group ’

| Date Worked Hours Worked Rate Dist Code @ IGI'DSS L} t [Joh Description

||-: 222008

Select the arrow button & scroll through the list

Accurate
description
needed so
supervisor
knows what
you did to be
compensated

/

Drop down must be used .
for minutes worked.

**Select the closest ;
time** Total: 1.

=end Ta

| zancsl | i | Sana For

Send to
building
administrator ‘

unless
otherwise
instructed. ) [

i mtarrer

Top portion of the screen:
o Date: Select from the calendar (this is the date of timesheet entry) or type in date.
e Position: Type in your job description.
e Location of Job: Use arrow for drop down menu to select or type.

e Employee Group: Use arrow for drop down menu (use i to obtain information on all categories)
Lower portion of the screen:

Date: Select the calendar and choose date worked or type in the date.

Hours Worked: Enter hours worked (Must use the arrow for minutes which are in increments.)
Rate: Regular is defaulted. Time & %2 and double time are available.

Dist (distribution) Code: defaulted to Workshop for WEA.

Tip: Each employee group contains different distribution code(s) use the | button for additional

descriptive information

e Job Description: Accurate account of what you did. 100 character spaces available.

Review all the information

e Select the administrator to authorize the time sheet.

e Send the form to building administrator unless otherwise instructed.
If there are more dates to be included in the particular pay period, the timesheet may be saved
and additional information added as needed.

**Due to ORS reporting regulations, time worked must be submitted in accordance with the
timesheet schedule for compensation**

Tip: Follow the timesheet schedule. Be aware of cut-off dates for authorization.

The timesheet schedule is on the WCS home page as follows:
Employees................... Payroll ................ Timesheet Pay Schedule
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= Employ
H Fiscal Seruces

= Payroll

W Student Sffairs

& Mairtenance

@ Utilibies

anth Inclement wearher

pate: [izzz0e |
Pasiticn: le:o-e'

I gives a description on
available employee groups

Employee Groups

1346: All 1246 employees will use this X
employes group.
1B15: Aftar school locker roam aides, Toclose

Dist Code Groups list

‘Waorkshap rate: Teacher aytra hours

After School Locker Room Ald: ALL

SCHOOL LOCKER ROOM AIDS

Co-0p: This category is for co-op

al Care /Home Tutor: Staf
working with homebound students. List

student's name in job description.
E/C Preschool Aide Sub for

Teacher: Used for aides subbing for

Early Childhood: Latchkay, Latchhey
Subs, Infant Care, Preschoal, and

Supervisor/Intramurals /Other: For

suparyision of studant activitias. Hours
and gross amount are entered, (ax. 2
hrs w/gross amt 30.00)

Send To:

. . overtime b
Date Worked. Al Ed:g
_] . -4 Teachmg S...
= AFTER
l _J WILL USE THIS GROUP,
| I | studants only.
I =
I =
| ::II Praschonl Teacher
] =
| world of Fours,
: == Game
I =
Total:

Grounds Summer Help: Staff that
work during the summer season to
assist the Grounds Department
Lunch Supervisor: Non-union lunch
SUPRIVISOns,

Medication Supervisor: Non-urion
staff that dispense medication.
Non-Union Clerical @ Exempt derical
staff - exntra hours,

Select the

PAC: Non-unien staff at the Parforming
Arts Canter.

Pedestrian Assistant: Crossing
guards.

Substitute Clerical/Classronm

Aides: Used far secretanes, carks, and
aides,

Substitute Costodian: 1346
substitutes.

Substitute WEA: Used for Substitute
teacher extra hours using workshop
rate. *Mot for A2<op hours *

WAR: Admiristrative axtra hours,
WEA: Teacher's extra hours,

@ mierer

e -

il

Warren Consolidated Schools
Document Repository

# Fiscal Services

= Payroll

= 12-manth Tnclament Weather
™ Student SHfairs
F Malnter
4 Utilibies
% received sub

# Blank Fillatd

Hame = 5

= Emiplog e = Payroll o

Timesn=st > &

Location of Job:

Emplayes Group:

Early Chilghoo

Each employee group
has their own Dist code
list.

[l

L

_serarem |

| @ merer

T e

1/13/11
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Employee Group 1346

Distribution code

1/13/11

01 Normal

02 Pay Differential

SH Summer Help
1815

01 Normal

02 Pay Differential

SH Summer Help
Adult Ed

BU Adult Ed. hourly rate

After School Locker Room Aid

LR Contracted After School Locker Rm Aides
Co-Op

HR Hourly Rate
Convalescent Care/Home Tutor

HT Home tutoring

E/C Preschool Aide Sub for Teacher

02 Diff'l for acting as Preschool Teacher
Early Childhood

LK Latchkey

LS Latchkey Sub

PU Preschool Aide

PS Preschool Aide Substitutes

PT Preschool Teacher

KS Preschool Teacher Sub

WF World of Fours

WG World of Fours Teacher Substitute
Game Supervisor/Intramurals/Other

03 Activity Total
Grounds Summer Help

SH Grounds Summer Help
Lunch Supervisor

NA Lunch Supervisor
Medication Supervisor

MS Medication Supervisor
Non-Union Clerical

P contracted hourly rate
PAC

CE Performing Arts Center
Pedestrian Assistant

PA Pedestrian Asst
Substitute Clerical/Classroom Aides

CS Clerical Substitute

SS Substitute for Classroom Aides
Substitute Custodian

SC Substitute Custodian
Substitute WEA

WS Workshop Rate
WEA

WS Workshop rate
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It is advisable to go back into the forms and view the timesheet just submitted.
***You should see the status has changed to submitted***

Select Timesheet. Make sure the employee group, dates, hours/minutes, distribution code, and job description are correct.

e ey Check the Status:
Submitted,
Not Submitted,
Timesheet Forms Authorized, and

Denied

Authorizing Forms

=l el irterret e =

Warren Consolidated Schools
Document Repository

Once fully authorized the pay

date will be inserted on the
surm Emplaipas > Payrall > Timasnest > Ve Form timesheet under the pay date
column.

Timesheet Form - View
**You must select and open the
oo A time sheet to view the pay
Data: 11/18/2009 ke
Wame: ZZZETT, ZZTZTT date
Fosition: Spedal Ed. Aide
Location of Jub: Sterling Heights High School
Employes Group: 1815
Ipate Warked [Hours Worked [Rate [Dist Code [Gross Amount. Job Description. |pay pate (Acct o
11182008 | 1h18m [x1.0 | Noomal | Bmlance of Straight time for working conferences (172172011 | 311387

Reuted Forms 11718/ 2008 3h30m [=35 | Mormal | Canfmrmnces ousrtime hours [trzapamiz 211382

| |

| | §

|

i — **This step is imporfanm
|

|

|

|
[

| : If your time sheet is
|

authorized after the
cut-off date the system
automatically places it
intfo the next pay date.
If you see your pay date
e is not for the current
pay period, view the
history and make sure

2! that you submitted it on

ncne ||

Return — back to main timesheet screen. time. ** /_

Tatal:

Status: Authorized

Print — prints a copy of the timesheet.

History — shows the history of the time sheet. This will show all the details of the authorization.

Retract - allows employee to pull back the timesheet, an employee will be asked “Are you sure?”

*Retract is not available once a timesheet has been fully authorized *.
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*CONFLICT SCREEN*:

Warren Consolidated Schools
Document Repository

Hama = Setura Employes = Payroll = Timasheat > add Form

Lagaul

Date: [a4z12002 El

Fosition: |- ub siiifuts

Location of Job:

Edployes croip: [Savemmes B

Sun Elemarcary -

th Inclement Westher

Timesheat Form - Add

T LA . Date Waorked | Hours Worked ‘Gross Amount |Jnh Description
= | |F_ By | = Fu:: Ferdmmiom Do
cted Routed Foms ] ll | | 1 Exdl I
&= Blank Fillsbls Fomme i i T hire =i
! =) =
| =]
I o | [
I | | [
I =l o fl |
! =l || s
I =l = il
Total: |2.50
Send Ta: |25
_gij “Cansl ﬂl Sans Fom

[ | | @ merer

e -

Once the Send Form button is selected the conflict screen will appear.

Warren Consolidated Schools
Document Repository

Hama = Secura Employea = Payroll = Timeshaat = Farm Conflict

Both forms are

displayed to easily
identify hours and
job description for
submission. Click

Mame: ZZZZTZ, FTTZTT

Form#: 34560 Locaton: Susick Elementa

3/7r2009 2h 30m W 1.0

Latchiomy Sub

Form=: 13168

Location: Angus Elementa
Hours Worked

2h am ¥ 1.0

B Rersived 2h o ¥i0 Madizaiian Supm-viser

# Blank Fillai

Sent To: ZZEZFR FITFTT Status! Submitted

/ Agngviedgs | Ga:mell

Comment:

Logoul

the History for
details.

/

Subted for Janice Ooe

Gross Amount  Jab Description Pay Date
Drspansad Medication

Dispanwed Madization

ﬁyou do two jobs/activities on the same T

day, explain this in the comment box.
**A comment must be entered**

Select Acknowledge and the time sheet will
be submitted to the supervisor.

Cancel does not send the form to the

[ | | @ merer

i

Risw -

@inistrator. )

1/13/11
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In Conflict Screen: Selecting cancel brings you back to the previous screen.

/25 Daocunvent Heposkory o : TS
&~ = [ ooy 7= s =ite]l | oo 2o 2|
Bie Edt  Wew Falorkss  Toos  Hel S Coert =[5 Sakck
g | | @useren Careoicsed scrois | gt csbis net e, | @@bEtps) s, wedids nartan.. | 8 Daarient Bepadidn | #8 bocumen reporor x| | R s B e | reens = 1) Toois = ¥
Warren Consolidated Schools
Document Repository
e L Logout {testid)
Heme = Sacure Emplores = Favrell = Timeshest \

(Select the duplicate
time sheet to delete it.

=7 /z00¢% mizoos

2008

=/z/200%, 222008

=13:z00m
Lnittad Routad Farms
875z00%
# Eimn Fillable Foores
n/iwza0s
8/16/2009
2/5/200%

= gon
373072009
3/30/2003, 3:A1/Z009, S/L/Z00, SZZO09, S 3008

s z00a

atiizons

3f1a:z00m

EO0F; 342005 I L2003

a/3rz00n
mizons

1232008

Garm - i W Tnbmrnak

Warren Consolidated Schools
Document Repository

et L Logaut [testid)

Fome & Sacies Emplopes 3 Smproll > Timesheet 3 Edis Farm

Timesheet Form - Edit

Form Mao: 34562
Date: [1133011 =

Position: |Lsorksy Susstintis

Loeation of Job: [5ois Berersay =]

manth Inclement Weathar

Hours Worked|  Rate |  pistcode{®  Gross Amount Job Description
|ERN EEE | = | [ = |
ol e | e | = =l J
[ T = |[Regater ] f[rscens, =l |
[ | | = I
=T foe =] Feae =1 =1 I
= =l |
= I

i

I

[

i | [ [owi = [Fer

:E] [ [owrz =] [reguer =]
| ] e | =
=l e | T |

Total:
A = H

Status: Mot Submitted

=T
=
El

Delete the duplicate.

s concet | pmm] e | ness | ssna eom |

Do [T e

The system asks

Delete Form
Yes | Cancel |

Are you sure?
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Tip: On the cut-off date, review your time sheets for authorization status.

Administrators have until midnight to authorize. If your time sheet has been denied an email should have

been sent to the employee with the reason. If necessary, make the corrections and resend. The history
section will show the comment of why a timesheet is denied.

Warren Consolidated Schools N
Document Repository
e L2 Logout {testid)
= Heme Homs > Secure Emaloyes » Payroll » Timashest
& Secure Employee
[Forms Waiting to be Authorized..
T 1 h + E,
Ao thew Form -
4'_4 S Select view to see pay
= ¥ Fle Cabiret
B date and history of
13878
[] 2003 H H
authorization.
13169
13167
13186
13180
3158
289
8L9
aza
452 3. 9. 472, 413,
343560
6505
&353
5450 £ 12/2005
4538 -
a5z Canize
<305 Cieniad b
3338 Cien
Authorizing Forms
= § Fi= Cabiret Mo Submit Date Lec Employce Dates Status
[-| Fafmeinsibn for othorizstienl ... R S R P e T |
i | | i tnernet Hiow -
Warren Consolidated Schools 7
Document Repository
. _ Logout [ testid)
g Hama Fome * Sacure Employes > Pavrall > Timesheet * ViswForm
= Secure Employves
Timeshest Form - View
Farm No: 19725 1
Date: 11/18/2009 Pay date IS
Name: ZZZFFF, FTTFIT
Paosition: Special Ed. Aide entered .
Location of Job: Stering Heights High School
Employes Group: 1815
Dpate Worked Hours Worked Rate Dist Code |Gross Amount Ioh Description |pay pate |acct Mo
11/18,/2000 1h 18m =1.0 Hormal Balunce af 5h-i5||l timw far wking conferences 17212041 | 211387
Lmitted o L1/13/2000 2h30m (%15 | Nesmal Confarencas overlime hours 1212011 | 214387

2 Faemns

Authorization history.

o o Shows full history.
Status: Authorized
Reatumn l

Frint Histary

[Bens =] i tterres i - .
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EMALL N OUIEIGATION

File Edit View Actions Tools  Widow Help

‘ B ocloss dimeply - Liprorsard -~ G - o ad ([ == &, @ [T
Mail | preperties | Personalize | Message source |
From: <SecureEmployes@may, wes k12 mi s> +21f2009 F:46 P
To: Bora, Cathy
Subject: Timeshest Deried

The attached timesheet as been denied with the following reason: Give abzent teacher's
namne.

Message  TimeSheetd. .

Py csdLichi

astart] & » fleoraon e, [ 3 novel, « 812 pesws -] ol 2 acob., -] [ Micrasort | B2 Micres | % erax Do, | @Y searc b | [BEEI@ a0

*Watch your email for timesheet notifications. If your administrator denies a time sheet, you will
receive an email with the explanation. You have an opportunity to address the issue and re-submit
the time sheet prior to the cut off date for the pay period.*

Warren Consolidated Schools i
Document Repository
L L Lagout {testid)

Home » Secure Emaloyee » Payroll » Timashest > Edit Farm

= Heme

£ Secure Employes

Iimesheet Form - Edit
Fom Ma: 3031
Data: [1zzezee | [
pocition; [ree= Add teacher’s name, prep
Location of Job; |Steling Heigris Hign S==el ¥ hOUr or any Othel’
S 20 information needed.

Date Worked |[Hours Wnrked: Rate Dist Code @ lgro‘ss Joh na:rﬂnﬂnr/\
12222008 '_".]. [ ;’ |[Reguter
s | R N s
= el e | T
B [ =] [[recue
= |_|’ Mirs lil s
== | W
ST e =
O T[T =] [[Fee
m—
|| = |]_ [auim =] ([Feguls

[ Total: |

|\ E= | [5umbes on Frep for a2

[sensraz e o] |

Send the
form again

Send To:

Status: Denied

s | Zanoal =ine sy | Sand Fam

Tm

e ] o I~ W
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AIE SR

ULSOR)INTRAMURRESOTHER

This is an example of what a time sheet entry should look like for a game supervisor. These

time sheets should be sent to your building principal.

Warren Consolidated Schools
Document Repository

Logout ({testid)

Til h Form - Add

Game Supervision must be
used for this type of work.

Hours must be 1
entered. j l: :::

use gross

amount for this
category which will
be entered by the

o B BB ' administrator
[ = Wi ] || Fegui s o
| = Jorin = o
[ = oo 5| Send to the building
| Tatal: [3.00 Principal as authorizer.
Send To; [SEEE g
ﬂj canast | ﬂ Sand Foam
FE] [ lfiteinet ino - )

Tip: Do not mix game supervision and teacher extra hours. These are two different types of

timesheets and are loaded into payroll by separate methods.

1/13/11
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Ganualseent oS

Warren Consolidated Schools
Document Repository

Logout {testid)
Wr/Use this employee group R
—— from the drop down menuJ
Lacation of Job:
LR Emplayae Group: | e

Date Worked Hours Worked | Rate D.IE.LC!EI.E_@ Gross Amount Job Description

(EEEET | (] | B | |2enn Doe noma it
|l = [From = [Feaer ]
I | [ = [Fea Dist code should read Home
I )| [ovi= = [Fezoier I tutoring if the proper
[ =1 | Ia Employee group has been
[ ] | e | i chosen.
I 3 [evi =] [Feguie |
| A [oviz = [Fagoia |
| ] [oi = [Feee [
I =1 [ = e T
| Total: [1.00 | |
Send To: IW:J
se|  [msew]|  [m| [ sesronm |

Hiwow - |

| @ merer

Send this time sheet to Wyman Lare for authorization.

Include the student’s name and whether it was school contact or home contact under Job Description.
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ST

Warren Consolidated Schools
Document Repository

= Heme

Logout {testid)

£ Zecure Employes

Date: [tizEi =
Position: [H5 Teacer

Lacation of Job: |Sewine =gn 2ae =]

Employae Group: |v=2 =] 6]

Date Worked Gross Amount

Hours Worked Job Description

Include
teacher’s name
and hour that

you subbed on

(e O

| Fogelar

|=
|

=~ = [Fmor
= |[Fee

= [ o] | I
= =
=

se drop down

e | e | | [
menu for || = | ||
minutes if T = | | e i
applicable. I = s il [Fecter T [ I

| = | | |

[ Total: [1.00 [ I ! |

Send To: [EEEEAEEZIANN <

your prep for.

Saue Carsal I _ﬂj Sand Ezem
Send to building
administrator
N—

Hwow |

| @ merer

Teachers who do lunchroom supervision, MUST use the WEA Employee Group.

Warren Consolidated Schools
Document Repository

Home > Securs Emaloyes » Payrall » Timashest & Add Ferm

Logout {testid)

Date: [tizEi =
Position: [H5 Teacer

Lacation of Job: |Sewine =gn 2ae =
employee Group: [v== | ®
Date Worked Hours Worked Rate |Disl Codea @ Gross Amount Job Description
[z =i [ Bl =] ————
| = Bl |
I i | s | B |
I 4 = [Feier = [ i
[ = o | | I
l ] ElETaE|E I
[ =1 i o [P [ [
[ Al | | |
[ | s | s | i
| =1 e | e | i
[ Total: [1.00 [ I I I
Send To | T80z, Z2wr =

cant | [pine sendEom

| @ merer

1/13/11
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Sl

t

m

¢

stilug Ghilcare

= Heme
E Secure Employee

®E

8 Check Stub

= Timesheet
n -2

L] nth Inclemant Weather

& Blank Fillable Forms

Home > Secure Em

Warren Consolidated Schools

Document Rep

sloyee » Payraoll » Timashest * Add Form

ository

Logout {testid)

‘Submitted Routed Forms

Employae Group: | =

Date: [rrzzan =
Position: [Gueziue

Date Worked

Gross A

t Job Dascription

(e O & = I For dan O=e
[ = = ]
I mll| = I
Il =] firs ] |[Fegolar = | I
I =N ains =] |[Faguiar = T
I | | ] I
I =k ine ] |[Peauter = I
[ A iira 7] |[Feguiac = | I
[ il iims 7] |[Feguier = | I
[ =1 ans =] |[Rezuier =l I

Send To:

ZIIITT, TEITEE =l

Name the
person you
subbed for
that day.

Each department in the Adminstration building
authorizes the time sheets. Ask who the time sheet

1 should be sent to.

Hwow |

Most time sheets will be submitted to the building’s principal. There are some exceptions, so be
sure to inquire who should receive your timesheet for authorization.

1/13/11
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Lungh Superuision

Warren Consolidated Schools
Document Repository

Logout (testid)

Home 3 Secure Emaloyes > Payproll = Timeshest 3 Add Farm

Lunch supervision and
parking lot aides use the
same Employee Group.

BEEE = [ o == = s ——
; Rauted Farms || [ 2201 T [ = = e

g e ous Wi Wi B

[ = [onans :j"_:,_. ==

' o | | e | [

[ =N [o1an= = |[rea = == |

[ =l [era= =] [[Fe ] o |

[ j [ ) Wi = [[on |

[ = o= =7 = |

I i [ovs = [Fe = I

[ Total: [5.00 T | |

Send To; |Z22222. 222722

FE] [l oo - )

Lunch supervisors may work in the lunch room and do parking lot supervision. This should
never exceed 4 hours in one day. If you would like to separate the duties, it could be done on
two lines or the combined time is acceptable provided it is indicated in the Job Description
section.

Parking lot aides must use the lunch supervision employee group.
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Always use the Medication Supervisor employee group to be paid the proper rate. If you act as
a parking lot aide during lunch, it must be entered on a separate time sheet because the
employee group changes to Lunch Supervisor. Working as an aide in the parking lot is a

different rate of pay and must be entered using the appropriate employee group.
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Read the conflict section... Acknowledgement is necessary to submit time for the same date.
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