SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

The purpose of these procedures is to provide guidance to Sharyland ISD employees on
the process of submitting their summer extra duty pay request forms for payment.

Sharyland ISD Employee Submission Procedures

1. Employees are required to submit all summer extra duty pay requests through a
Laserfiche online form.

Summer Extra Duty Pay Request ; SHARYLAND

LEGAL Last Name First Name Last4 SSN*
NAME: GUERRERQ SANDRA |:|
campus*

\ v]

Position Code *

‘ h ‘

2. Employees can access the online summer extra duty pay request form on the
Sharyland ISD website. Employees may navigate through the district webpage
and select Departments.

ry SHARYLAND

S INDEPENDENT SCHOOL DISTRICT
Excellence is our Tradition

Trust * Communication = Collective Responsibility * Care » Pride

Home Our District Departments Employment Academia Transcript Requests Students Parents School Board

Registration  Centennial

3. Clicking on Payroll will send employees to the Payroll webpage.

Departments

Sharyland ISD / Departments
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

4. Employees can access the summer online form by selecting the link under
Summer Extra Duty Pay.

Payroll

Sharyland ISD / Departments / Payroll

Name Position Ext

Robbie Guerra  Payroll Director 1046
Sandra Guerrero Payroll Coordinator 1191
Sylvia Medellin  Payroll Specialist 1021
Irma De La Cerda Payroll Specialist 1048
Daysi Garcia Payroll Specialist 1010

Payroll fax number is (?56) 580-5216.
Payroll direct line is (956) 584-6404.

Payroll District forms available in the For St. istrict Forms page

Summer Extra Duty Pay

Laserfiche Summer Extra Duty Pay Request Form
Laserfiche Inbox
Laserfiche Summer Extra Duty Pay Submission Procedures

5. After clicking on the link, employees will be taken to a website requesting them to
enter a username and password.
a. Username: email login

b. Password: computer password

Username

-@shar,'landisd.crg

Password Forgot password?

O This is a public computer
O I have an MFA code

©2021 Laserfiche

c. Once logged in, employees will be able to complete the summer extra duty
pay request form.
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

6. Professional Employee Submission

a. Professional employees must complete all fields and only enter time
actually worked. Multiple times per day may be entered if necessary.

Summer Extra Duty Pay Request

Excellence is our Tradition

LEGAL Last Name First Name Last4 SSN*

NAME: GUERRERO SANDRA 1234

(::awn:wns"=

|PHS Summer School v|

Position Code *
| 02 - Teacher [ Librarian v |

Program Title *

| Summer School - Teacher v |

Budgetary Code

FUND FCN OBJ SO ORG YR PIC LCL

[198 | [11 | [6118

00 | [699

[ | [2 | [999

Only enter time actually worked. You may enter multiple times per day if necessary.
Example: Employee works from 8am - 3pm, but has lunch from 11:30 am - Noon.
Line 1: Start Time 08:00:00 AM / End Time 11:30:00 AM

Line 2: Start Time 12:00:00 PM / End Time 03:00:00 PM

Date Start Time End Time Total Hours
06/06/2022 |E71 [os:00:00 | [Am~] [12:00:00 | [PM~] 400 X
D6/06/2022 | [12:30:00 |[PMv] [03:0000 | [PM~]| 250 x
Add
Total hours for the week: 6.50
Pay Rate $ 35.00
Gross Amount g 227 50

Employee Signature*
x Date
o« St i{?‘(/v"-:‘«’("f&‘ Date will be captured on form submission
£

Extra Duty Pay Requests must be submitied WEEKLY for approw

request is processed. Please refer to the M
Submit

ved form or & denial notification ance t

rict Payroll Webpage.
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

b. Once employee submits the extra duty pay request form, the approval
process begins. An email will be sent to the employee’s level one approver
informing them that an extra duty pay request has been submitted and is
ready for review and approval.

Primt Emel

Extra Duty Pay Request * SHARYLAND

emaL  LastMams First Nama Mi Last4 $3H*

HAME:

Campus®

Poaltion Code™

c. The employee will receive either a copy of the approved form or a denial
notification once the form is processed. In the case of a denial, the
employee’s approver will provide reason(s) for denial in the comment box
to inform the employee of the corrections that need to be made before
resubmitting for approval. A new form will be submitted by the employee
and the approval process will begin again.

Regl,
RN
Your Extra Duty Summer Pay Request has been Approved

Extra Duty Pay Request.pdf _
we ] 117 KB

Form Initially Submitted: 5/25/2021 9:56:59 PM

Form Final Approval by: Guerrero, Sandra
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

7. _Paraprofessional Employee Submission

a. Paraprofessional Employees must complete all fields, upload appropriate
Skyward timesheet, and enter total weekly hours worked. Only one week
may be entered per form.

E y is our Traditi
LEGAL Last Name First Name Last4 SSN*
NAME: GUERRERC SANDRA 1234
Campus*
| Jensen Summer School ~ |
Position Code *
ggsional / Clerical / Nurse - LVN/CNA ~ |

Upload Timesheet®
Upload
6.8 150 T umesheet. pdf 214 48KB x
Program Title ®
|5ummer School - Support ~
Budgetary Code
FUND FCN oBJ S0 ORG YR PIC LCL
[224 | [11 | [6128 | [o0 | [899 HE | [23 | [o00
Enter Extra Duty Hours and Minutes separately below. Minutes must be entered in decimal format, following the chart below
Minutes Decimal Conversion

8 0.13

15 0.25

23 0.38

30 0.50

38 0.63

45 0.75

53 0.85

Minutes
(Decimal Total Pay Gross
Week Ending"r Hours ™ Format) Hours Rate® Amount
06/14/2019 25~ 36.25 5 $ 543.75
Employee Signature™®
” Date
M_S\f‘?ﬂ'/?ﬁ’ /;:(rﬂ?'!ffr Date will be captured on form submission
£
guests must be submitted WEEKLY for approvi jees will receive either a copy of th ial notification once th
ay Schedule for cut-off dates
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

. Employee must upload the appropriate Skyward timesheet that
corresponds with the week that is being requested for payment. The
employee’s Skyward timesheet total hours should reflect total hours entered
on the extra duty pay request form.

figw Time Sheet
tmeshect for [ I (< =/ 2012 - /142015
Perice Summary

Type Py

wark ¥SUMM (Susmer School Program —— Sl
[ ;MR 15m >
Hiours Paed L¥m
Daily Totaks
Shalus Flirks Haurs
Honday 06/ 10/ 1%

Ti20 AM - 1134 AMTH &5 ddm
11:34 AM - 12:04 PM LNCH On 30m
IZ:DEPM - BASPMIN 3h 12m

06/10/19  Total Hourst  7h 26m
Tuesday 0611159

7115 AM - 1135 AM N ah Z0m
11:35 AM - 12:05 PM LMNEH O 3m
1Z0EPM - D0OFM IN Zh E8m

DE{11/19  Totd Hours: 7R 15m
Wedmenday 06/13/19

. Once employee submits the extra duty pay request form, the approval
process begins. An email will be sent to the employee’s level one approver
informing them that an extra duty pay request has been submitted and is
ready for review and approval.

Thank you!

“four form has been submitted  You will recelve sither & copy of the spproved form, or a8 dendal
natfication ance the form is processed

Print  Email

Extra Duty Pay Request *

Excellence is our Tradifien
LEGAL Last Name First Name M Last4 SSN*
NAME: GUERRERD SANDRA M 23
Campus *

Position Code ™

03 - Paraprofessional / Clerical / Nurse - LVNICNA
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

d. The employee will receive either a copy of the approved form or a denial
notification once the form is processed. In the case of a denial, the
employee’s approver will provide reason(s) for denial in the comment box
to inform the employee of the corrections that need to be made before
resubmitting for approval. A new form will be submitted by the employee
and the approval process will begin again.

RN Rophr 0 o I
Your Extra Duty Summer Pay Request has been Approved

Extra Duty Pay Request.pdT =
wE ) 117 KB

Form Initially Submitted: 5/25/2021 9:56:59 PM

Form Final Approval by: Guerrero, Sandra
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

8. Approvers-Summer Extra Duty Pay Request Approvals

a. Once the employee submits the extra duty pay request form, the approval
process begins. An email will be sent to the employee’s level one approver
informing them that an extra duty pay request has been submitted and is
ready for review and approval. Clicking the link on the bottom of the email,
will allow approvers to view the submitted form.

St I
Summer Extra Duty Pay Request for SANDEA GUERERERD is pending Approwval

submission Date: 5/24/2021 3:12:35 PM

R

Employes: SANDRA GUERRERD

\cnck here to view the submission in a Web browser, After reviewing it, you can make your approval decision.

Click here to open this task in Forms.

b. Or approvers may log into their Laserfiche Inbox to view all submissions by
navigating through the district webpage and selecting Departments.

fbs SHARYLAND
/ o INDEPENDENT SCHOOL DISTRICT
Y‘ Excellence is our Tradition

Trust * Communication * Colleciive Responsibility * Care = Pride

Home  Our Distric Departments Employment Academia Transcript Requests Siudents Parents School Board

Registration  Centennial

e Clicking on Payroll will send approvers to the Payroll webpage.

Departments

Sharyland ISD 7 Departments
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

e Approvers can access their Laserfiche Inbox by selecting the link under
Summer Extra Duty Pay.

Payroll

Sharyland ISD / Departments / Payroll

Name Position Ext

Robbie Guerra  Payroll Director 1046
Sandra Guerrero Payroll Coordinator 1191
Sylvia Medellin  Payroll Specialist 1021
Irma De La Cerda Payroll Specialist 1048
Daysi Garcia Payroll Specialist 1010

Payroll fax number is (956) 580-5216.
Payroll direct line is (956) 584-6404.

Payroll District forms available in the For Staff, District Forms page.

Summer Extra Duty Pay
Laserfiche Summer Extra Duty Pay Request Form
Laserfiche Inbox

Laserfiche Summer Extra Duty Pay Submission Procedures

o After clicking on the link, approvers will be taken to a website requesting
them to enter a username and password.

Username

I 2haryiandisd.org
Username: email login

Password Forgot password?

Password: computer password

e Click on Inbox, My Tasks, and select Unassigned Tasks. Unassigned
Tasks shows the extra duty that has been submitted and is waiting for
approval. Clicking the task title link (in blue), will allow approvers to view the
submitted form.

Laserfiche Forms™ Inbox  .tart Process

Q
Open Tasks
Draft m] Process » T Task Instance T Date assigned Y Team
Unassigned Tasks ~ BFSS - Extra Duty Pay Request (281)
C ete k:
QIDESELE RS XS (m] BFSS - Extra Duty Pay Request - Approval _{‘ 24377); Extra Duty 55... 4:20 PM ExtraDuty-PayrollApproval-L1
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SHARYLAND INDEPENDENT SCHOOL DISTRICT

SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

PAYROLL DEPARTMENT

c. Approvers must click on Assign to me to have access to review, approve or deny the

employee’s form.

Extra Duty Pay Request SHARYLAND

Excallanca is o Trodifian

x
— Last Hame First Hame Ml Last4 350
NAME: GUERREROD 2 EANDRA M
campus®
Posrtion Cods®
W

Uplcad Timeehest™

Asgign tame
Pz
Sumemary  Action Hestory
o «I‘“IHB.‘U;';T;:.:: -. ProEDss with task FIC 23

+  Guemers, Sandra st ;
zamed ) crss BFSS - ENtra Duty
Summer Pay Request

w* SLbmit

d. After reviewing the submitted forms, approvers will make an approval or denial decision.
Approvers have access to make changes to the submitted forms if deemed necessary.
In the case of a denial, approvers should provide reason(s) for denial in the comment
box to inform the employee of the corrections that need to be made before resubmitting

for approval.

|0 [oaonon A~ [1z00.00

|Em 123000 P~ [03.00.00 [Puv] 250 X

[PM~] 400 x

Total hours for the week:

Pay Rate *

Gross Amount 3 825.00

Employee Signature

St ( Tt tote

Approve

Timesheets must be completed on a weekly basis and turned in to your campus or department for approval. Incomplete/inaccurate
farms will Be returned 1o employee for corection, See the Monthly Pay Schedule for cut-off dates on our district's website,

Date

0602472021

a form Seart an

scess BFSS - Extra Duty
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SHARYLAND INDEPENDENT SCHOOL DISTRICT
PAYROLL DEPARTMENT
SUMMER EXTRA DUTY PAY REQUEST PROCEDURES

e. The approval process will be complete when the extra duty pay request is approved by
the Payroll Department. The request will then be processed for monthly payroll.

' PIC24 102

EFSE - Extra Duty Summer Pay Request 7766: Guerrero,

Summary  Action History

Extra Duty Pay Request * SHARYLAND

LEGAL Last Name First Name Last4 SSN*
NAME: GUERRERD SANDRA X 1234 dra completad ta o
sl

Campus®

SHS Summer School

- ®
Position Code T
02 - Teacher / Librarian ~  Guerrero. Sandra completed task PIC 24 Lvl v

2
T r
Program Title " Approve
Summer School - Teacher
5/25/2021 3:22 PM
E'legemry Code ~/ Guerrers, Sandra complered task v
PIC 24 Lwl 1
FUND*  FCN* oBJ* s0* @)
e
199 1" 6113 00
Only enter time actually worked. You may enter multiple times per day if necessary £/25/2021 2:21 PM
«’ Guerrero, Sandra completed task v
Example: Employee works from 8am - 3pm, but has lunch from 11:30 am - Noon B min Approval
Line 1: Start Time 08:00:00 AM /[ End Time 11:30:00 AM +" Approve

Line 2: Start Time 12:00:00 PM / End Time 03:00.00 PM

andra submitted 2 form Start

~
Date Start Time End Time Total Hours and an insiance in process BFSS -
06/07/2021 08:00:00 AM 12:00:00 PM 4.00 Extra Duty Summer Pay Request

+ Submit
06/07/2021 12:30:00 PM 03:30:00 PM 3.00
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