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PAYROLL TOPICS

m Pay Schedules m Reporting Absences

m Clocking In/Out m Payroll Web Page
m Changes to Payroll Forms

m [iImesheets




2022-2023 BI-WEEKLY Pay Schedule

SHARYLAND ISD
. BI-WEEKLY PAY SCHEDULE —
2022-2023 SCHOOL YEAR

1ST DAY OF PAY PERIOD LAST DAY OF PAY PERIOD $ PAY DATE §
SAT |August 6, 2022 FRI |August 19, 2022 FRI |August 26, 2022
SAT |August 20, 2022 FRI |September 2, 2022 FRI |September 9, 2022
SAT |September 3, 2022 FRI |September 16, 2022 FRI |September 23, 2022
SAT |September 17, 2022 FRI |September 30, 2022 FRI |October 7, 2022
SAT |October 1, 2022 FRI _|October 14, 2022 FRI _|October 21, 2022
SAT |October 15, 2022 FRI |October 28, 2022 FRI  |November 4, 2022
SAT |October 29, 2022 FRI |November 11, 2022 FRI |November 18, 2022
SAT |November 12, 2022 FRI |Movember 25, 2022 FRI |December 2, 2022
SAT |November 26, 2022 FRI |December 9, 2022 FRI _|December 16, 2022
SAT _|December 10, 2022 FRI _|December 23, 2022 FRI _|December 30, 2022
SAT |December 24, 2022 FRI |January 6. 2023 FRI |January 13, 2023
SAT |January 7, 2023 FRI _|January 20, 2023 FRI _|January 27, 2023
SAT |January 21, 2023 FRI _|February 3, 2023 FRI _|February 10, 2023
SAT |February 4, 2023 FRI |February 17, 2023 FRI _|February 24, 2023
SAT |February 18, 2023 FRI _|March 3, 2023 FRI _|March 10, 2023
SAT |March 4, 2023 FRI _|March 17, 2023 FRI _[March 24, 2023
SAT |March 18, 2023 FRI |March 31, 2023 FRI  |April 7, 2023

SAT |April 1, 2023 FRI |April 14, 2023 FRI |April 21, 2023
SAT |April 15, 2023 FRI _|April 28, 2023 FRI  [May 5, 2023

SAT |April 29, 2023 FRI [May 12, 2023 FRI _|May 19, 2023

SAT |May 13, 2023 FRI |May 26, 2023 FRI  |June 2, 2023

SAT |May 27, 2023 FRI |June 9, 2023 FRI |June 16, 2023
SAT |June 10, 2023 FRI |June 23, 2023 FRI_ |June 30, 2023
SAT |June 24, 2023 FRI [July 7, 2023 FRI [July 14, 2023

SAT |July 8, 2023 FRI  |July 21, 2023 FRI |luly 28, 2023

SAT |July 22, 2023 FRI |August 4, 2023 FRI |August 11, 2023
SAT |August 5, 2023 FRI |August 18, 2023 FRI  |August 25, 2023

SHARYLAND ISD PAYROLL DEPARTMENT
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Clocking In/Out p
g /‘
m Select appropriate punch when clocking in/out
« In
- Temporary Out of Office
Lunch

- Gone for the Day
m Notify supervisor of adjustments
m Review and SUBMIT WEEKLY




View Time Sheet

Timesheets e —

Type Pay Note Hours
Work CAF (CAFETERIA) 40h 01m

m Follow your work week schedule T
— (6 hours or 8 hours) .

1:20 PM - 2:00 PM LNCH Qh 3im

05/02/22  Total Hours:  Bh 01m |

m Review and submit to supervisor e -

approver weekly e —{
m Supervisors approve timesheets o i e |

on Mondays S S L BT o

05/05/22  Total Hours:  7h S4m

! Friday 05/06/22

6:25 AM - 1:29 PM IN 7h 04m

m MUST complete the work week LR L1
before submitting

05/06/22  Total Hours: 7h 55m

Adjustme nis
For This

iE
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Reporting Absences

“¢: @ Absences submitted through

e s ot o i Skyward Employee Access Time Off

m Referto How to Create an Absence

guide on the district’s Payroll Web
Page

. Fridy

Skyward Employee Access



https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Departments/Payroll/How%20to%20Create%20an%20Absence%20in%20Skyward.docx.pdf
https://skyward.sharylandisd.org/scripts/wsisa.dll/WService=wsSky/seplog01.w

Payroll Web Page
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Sharyland ISD / Departments / Payroll
Monthly Pay

Schedule

Name Position Ext
] Robbie Guerra Payroll Director 1046
- 3 v P
E'r‘lﬂ""""k"“" Y Sandra Guerrero Payroll Coordinator 1191
b Sylvia Medellin  Payroll Specialist 1021
i Irma De La Cerda Payroll Specialist 1048
Substitute Pay 3 z B
Schedule Daysi Garcia Payroll Specialist 1010

e Empblovee Access Payroll e umber is (956) 5805216,
Payroll direct line is (256) 584-640¢/
Payroll District forms avallab'e in the For Staff, District Forms page

e True Time cxvs vy

« Time Off e s

Skyward Employee Access How-To

= Contact Information

L W

[ P adir ile App

I A p: U € I Apj|

I A I p: Up rlin tior

! A p: 1 rmation

; F P 1eck Esti L

Skyward True Time

Prodi ( [ Tir

Employe p: Downloading the Mobile App

Employ p: Using the Mobile App

L loy p: True

Skywar True Time Quick Entry F fure
Kywar y e Time Quick Entry F edures (Spanish)
kywar | p Procedure

Sk 13 | Procedures (Spanish)

Tim « A em

A ver-Up: Time Off

H Create an Absence i

Internal Revenue Service

the 2020 F
hholding st

Pa V ro I I W e b :iacher R‘enrement System of Texas
Pagce
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http://www.sharylandisd.org/departments/payroll

Changes to Payroll Forms/
Update Skyward Passwords

W-4 Form

Address Change Form

Direct Deposit Form-bank information needed
Update Skyward Passwords
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Have a great 2022-2023 school year!




