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 Anita | Warren, Ml 48093 | 888-4WCS-KIDS (888-492-7543)

Employees

Board of Ed Community  |Parents/Students | Financial Info.

ren Consolidated's 25 schools have
Ribbon Exemplary School Award. T
choo

5 Document
Upcoming Events: Da:n e On Depot

2010-2011 District Calendar

January 17,2011 - No School - Martin Luther King Jr. Day

January 19 & 20 - High School Exams - 172 Day for High School Only

January 21 - 1/2 Day - Records Day

January 25 & 26,2011 - English as a Second Language (ESL) Registration
Click here for mare infarmation.

April 10 =13, 2011 - District Accreditation Quality Assurance Review (QAR)
Review

n
activity of their child's Nutrition Services accoun

Upcoming Activities and Fundraising Events

NEW/ Student and
Preschool | 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 ) _

@ e Decument 'E’é‘;ﬁl-’iti‘r';"'bnd password A

= Home

Elank Fillable Forms
Welcome to the Warren Consolidated Schools Document Repository

Welcome to the new Document Repository application. This program is 3 combination of the Secure Employee and Form Processing programs. This new combined application will

allow us to add several new features that will be launched in the future. While the main menu page has changed; all other pages of the old Secure Employee remain unchanged.

Please enter your network login name and password in the upper right corner of this page. Once logged in, the Secure Employee menu items will appear on the left. Click on the +
to expand a menu.

.

> 4

[ [ [ [ [ [ [&hnternet &, 100%

Dane

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 Page 4 of 19



Warren Consolidated Schools
Document Repository

& Home
= Secure Employed
Employee Directory
Fiscal Services
& Fayroll
m Checl Stub
w Timesheet

- -2

m 12-month Inclement Weather

® Student Affairs

Maintenance

Utilities

ank Fillable Forms

ceived/Submitted Routed Forms

Secure employee, )
Payroll,
Timesheet

Logout (testid)

o the Warren Consolidated Schools Document Repository

il

€D nternet

0% -

Click On:

Secure Employee, Payroll, Timesheet

Warren Consolidated Schools
Document Repository

- W-2z

= 1Z-men

® Student Affairs
Maintenance

Utilitiez

Blank Fillable Forms

Inclement Weather

received/Submitted Routed Forms

13080

12899

8819

B

7/2005

7/2008, 5/8/2009

8/2008

3/30/2009, 3/31/2009, 4/1/2009, 4/2/2009, 4/3/2009

8/13/200% 9/2/2009, 9/2/2009
2/18/200% 2/18/2008
8/ 8/5/200%
a1 2/18/200%
€/13/2009 8/16/2009
8/6/2009

5/11/2009 5/11/2009
4/28/3¢ 3/30/2008
4/22/2009

4/z/2009 4/1/2009
3/27/2009 3/15/200%

2/5/2009

1/25/200%

3/3/2008, 3/4/2003, 3/12/2005

2

5/2009

1

23/200%

4/2008

Authorizing Forms

5earcn ps Logout
Home > Secure Employes > Payroll > Timeshest
= Home Y Y
—
= Secure Employes S I t dd N F
Empleyes Directory elect A EW Form
Fiscal Services Timesheet Forms
= Payrell ‘Add New Form
m Check Stub = @ File Cabinet No Fon ate Status|
m Timeshest =) 2008 11/18/2009 11/18/2009, 11/18/200% Authorize

Submitre

De

Mot Submit

Mot Submit:

Not Submit

Submit

Net Submit

Submitte
Mot Submit
Denisd

Submit

Denied

| Internet

ENER

Select

1/13/11

.Add New Form
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Warren Consolidated Schools
Document Repository

|J7( Logoul
= Home Home > Secure Employee > Payroll » ‘P;q%
= Secure Employee Select date the
® Employes Directory / from Calendar Select the arrow button & scroll through the list
# Fiscal Services — IW -
Type Job Position: |Tsscher
description ~OTSTan of Job: [S=iina reiant Figh Saroct - *Use drop down menu to select
LR Employee Group: [WEA =1 1
m 12-month Inclement Weather \ approprlate Employee Group
= Student Affairs Date Worked Hours Worked Rate Gross Amount |Job Description
: ‘“‘ZI“‘::“E Tz = | N | | oo o P ol
: ‘7r..- 2 . ll| = Mine sulr = [
® Received/Submitted Routed Forms e
@ Blank Fillable Forms — 5 : e ]| Accurate
Aﬂ\/h j : j ‘ description
g b g Yo — needed so
Drop o_wn must be use — = ——T supervisor
for minutes worked. — ol knows what
_ ll gulsr x| || i
**Select the closest | —2! =2 you did to be
. | ) compensated
tl me** Total: |1.00

nd To: |SHANER,

Send to
building
administrator
unless
otherwise |
instructed. ) [T [ mtemet [Riosn -

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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= O

= Secure Employee
Employee Directory
Fiscal Services =
Date: _“I
= Payrell

w Check Stub Position:

m Timesheset Location of Job:

LIRVE Employee Group: [WEA =

= 12-menth Inclement Weather

I gives a description on
available employee groups

Employee Groups X
1346:; All 1346 employees will use this X
employee group.
1815: After school lacker room aides. To close

Dist Code Groups

Dist Code @ Gross A adult Ed: Workshop rate: Teacher extra hours

After School Locker Room Aid: ALL

AFTER SCHOOL LOCKER ROOM AIDS
WILL USE THIS GROUP.

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

ent Care/Home Tutor: Staff
waorking with homebound students. List

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

Teacher: Used for aides subbing for

Early Childhood: Latchkey, Latchkey
Subs, Infant Care, Preschool, and

Supervisor/IntramuralsfOther: For
supervision of student activities. Hours

and gross amount are entered. (ex. 2
hrs w/gross amt 30.00)

= Student Affairs Date Worked Hours Worked Rate overtime
Maintenance = |‘ |nr|u-; = |n=;us- 2 | Ty | Teaching 5.
Utilities
Received/Submitted Routed Forms =] | | [
Blank Fillable Forms = oriins [=] [Reguter [ students only.
o} [ [onins =] |[Reguter [ G )
= ) e |
=] Jour =] [rezue E Preschoal Teacher
) ) e | e |
] [ [omins =] |[Reguter [ \gﬂn:t: of Fours.
H [ [ontins (=] |[Regui=r [w
2 ) —, - | - ||
Total: |1.00

Send To: ISHANER BERT

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

Medication Supervisor: Non-union
staff that dispense medication
Non-Union Clerical : Exempt clerical
staff - extra hours.

Select the

list

PAC: Non-union staff at the Performing

Arts Center,

Pedestrian Assistant: Crossing
guards.

Substitute Clerical/Classroom
Aides: Used for secretaries, cerks, and
aides,

Substitute Custodian: 1346
substitutes,

Substitute WEA: Used for Substitute
teacher extra hours using workshop
rate. *Not for Aesop hours *

WAA: Administrative extra hours.
WEA: Teacher's extra hours

‘4 »
[T [ntemet 5% - )
Warren Consolidated Schools -
Document Repository
Searcn 3 Logoul

S Home Home * Secure Emplayee > Payroll = Timeshest = Add Farm

= Secure Employee
Employee Directery

Fiscal Services =
Date: [12/222008 |
= Payrell

Position: |T= '

= Check Stub

Steding Heights High 5

Location of Job:

Employee Group: |Esrly Shilshood > @

= Timesheet
- -

= 12-menth Inclement Weather

Timesheet Form - Ad

Each employee group

list.

has their own Dist code

= Student Affairs Date Worked Hours Worked Rate pist Code () /6€ Amount |Job Description
ME_WEHEME 12222008 | |1 Iﬂ!lw‘; =] IRE;LlS' (=] [Lotonksy =l | Sutbed on P
utilities sichke
Received/Submitted Routed Forms 2 Jorins w] [reauter 3] IS5 I
Blanik Filable Forms = [orine =] [Fesaer T

o} [ [onins =] |[Reguter [

=) | |

= N B | e | ]|

i ] e | e | ||

i | ]

2 e | e | e ||

i e | e | =

Total: |1.00

Send To: ISHANER BERT

Frint Send Form

Inform:

[ [ intemet

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.

@ N atument Revostan /Check the Status: N
— Submitted,
= e m Tm Not Submitted,

o Timesheet Forms AUthOfIZE‘d, and
nm Denied

Authorizing Forms

i)
] o o B B - T B

Warren Consolidated Schools |
Document Repository / \
Once fully authorized the pay

. ; date will be inserted on the togou]
[ Home = Secure Employes > Payroll > Timeshast = View Form timesheet under the pay date
= Secure Employee :
Employee Directory Timeshest Form - View iglumn.
A You must select and open the
R Form Ho: 19775 time sheet to view the pay
Date: 11/18/2009
® Check Stub Name: ZZZZZZ, ZZZZZZ date**
= Timesheet Position: Special Ed. Aide /
ez Location of Job: Sterling Heights High School
m 12-month Inclement Weather Employee Group: 1815
® Student Affairs
Maintenance Date Worked |Hours Worked |Rate Dist Code |Gross Amount Job Description Pay Date |Acct No
Utilities 11/18/2009 1h18m |x1.0 Normal Balance of Straight time for worl king conferencas 1/21/2011 | 211387
Received/Submitted Routed Forms 11/18/2009 3h30m [x1.5 Normal Conferences ove: rtime hours 1/21/2011 | 211387

® 8lank Fillable Forms

ozl

7/**This step is imporfanm

\\ If your time sheet is
\\ authorized after the
total 220 cut-off date the system
Date  Status automatically places it
intfo the next pay date.
If you see your pay date
e Em is not for the current
pay period, view the H
history and make sure

zzz777, 222222 1/5/2011  Authorized

zzzzzz, ZZZZZZ 1/5/2011  Authorized 211387

Status: Authorized

== — | that yousubmittediton |
Return — back to main timesheet screen. time. ** /‘

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 *.
1/13/11 Page 9 of 19




*CONFLICT SCREEN*:

Warren Consolidated Schools
Document Repository

| Search ,"\

Logoui

3 Home Home = Secure Emplayee > Payroll = Timeshest > Add Form

& Secure Employes
Employee Directory
Fiscal Services
= Payroll

= Check Stub

Date: [84/21200% |
Position: |Lstchkey Suogititute

Susick

m Timesheet Location of Job: ementary

Wz Employee Group: |Esrly Shilsheed = @

= 12-menth Inclement Weather

Timesheet Form - Add

Send To: |zzzzzzzzzzzz -

R Date Worked Hours Worked Rate Dist Code ) Gross Amount |Job Description
Maintenance 5/7/2009 | |z |3:|Mu-;;| IRE;Ll!' [=] [Lstenney sus =] | Sitbed for Janioe Dot
utilities =
Received/Submitted Routed Forms & Jonins [l [reouier z] [oviree bl
Slank Fillable Forme | | Send Form ]
m T BT Are you sure? i —
s
= ] Record has been saved. =
| | [onains ; — =
] | |:mm =] |Ra;;.|s- = [eeteneey = |
=] [ [onins =] |[Reguter = [ceterkey =
| [ [orins =] |[Reguter =] [ty =
| | IJM\ru | IRE;LlS' =] [Latoreey = | |
5] [ [omins =] |[Reguter =] [cetorkey =
Total: |2.50

Sznd Form

[Haoss -

€D nternet

Once the Send Form button is selected the

conflict screen will appear.

Warren Consolidated Schools
Document Repository

©

Both forms are B

displayed to easily
identify hours and

Logout

3 Home Home = Securs Employee = Payroll » Timesheet = Form Conflict

| job description for
submission. Click

= Secure Employes
Employee Directory

@ Fiscal Services
* Fiscal Service Name: ZZZZZZ, ZZZZZZ

= Fayroll
= Check Stub Form=: 34560 Location: Susick Elementary  History
= Timesheet Date Worked Hours Worked Rate Dist Code
[V} s/7/2009 2h 20m X 1.0 Latchkey Sub

= 12-menth Inclement Weather

= Student Affairs Form#: 13168 Location: Angus Elementa

Maintenance Date Worked Hours Worked

utilities x 9/7/2009 2h om Medication Supervisor

Received/Submitted Routed Forms 9/8/2008 2h om Medication Supervisor

* b =
@ Blank Fillable Forms Status: Submitted

/ —

Sent To: ZZ7777,777777

Comment:

the History for
details.

/

Gross Amount Job Description

Subbed for Janice Doe

€ross Amount Job Description

Pay Date
Dispensed Medication

Dispensed Madication

\

ﬁyou do two jobs/activities on the same

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

- ol

[Haosn -

| nternet

@inistrator.

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

/= Document Repository - Windows Internet Explorer TS
o = 2] reepii10.61. 16, 42/DoeumentRepositary/SEfFormsi2Menu. aspx (=] [*2 || > | [uive searcn L~
Ele  Edt View Favorkes Tooks  Help @& Convert  ~ [P0 Select
©5 gt 5| - | @ warren Consclidated Schacls | @ bttp: i, weskids. et | @ btps o wcskid et | @ aciment Reposicary | @ pocument Repository x | | £y~ B - & - [Zrpage v ©FTodks -+
Warren Consolidated Schools
Document Repository [
w Logout (testid)

S Heme Homs = Secure Emsloyes * Payroll > Timeshest K

S ] elect the duplicate

Fiscal Services Timesh t h t t d I t 't
& Payroll | AddNewFem | Ime sheet 1o delete It.

m Check Stub

-w-z 13878 2/5/2009 8/7/2009 Denisd

m 1Z-menth Inclement Weather 13168 9/7/2009 e SUbmited
= Student Affairs 13169 8/13/2009 9/8/2009 Denisd
Maintenance 13167 8/19/2009 9/2/2009, 9/2/2009 Mot Submitted
utiliti

34560 4/21/2009 9/7/2009 Mot Submitted

pone o o o o - Wioow ~

Warren Consolidated Schools
Document Repository

Search P Logout {testid)

= Home Home » Secure Employee > Payroll > Timesheet > Edit Form

= Secure Employee = =
Timesheet Form - Edit
Employee Directory

Fiscal Services Form No: 34562

3 Payrell oata [ &
® Check Stub
Position: [Lstchkey Sutstititute

Location of Job: | Susic Elementary -

® Timesheet

2

= 12-month Inclement Weather || Employee Group: |y Shil

® Student Affairs

Maintenance Date Worked ‘Hnurs Worked Rate Dist Code @ Gross Amount |Job Description
Utilities [1277:2009 ] lz_ [0 wins =] [[Regutsr =] [eetenssy = ¢ Janics Dot
Received/Submitted Reuted Forms
clante Fllable Forme [ CE [ Jomins =] [[Reguisr 1= [[Coterey = [
[ [ | [owins =] [[Reguiar =] [[ratorey | [
[ ] l_ [ wins =] [[Reguter =] [retens=y = [
[ BA [ Jowins =] [[Requisr =] [[Lotenimy =l [
[ G [ [owins =] [[Reguiar | | [
[ ] l_ [owins =] [[Reguisr =] [Letone=y 4| [
[ ] l_ [ wine =] [[Regutsr =] [eetenssy | [
[ CE [ Jomins =] [[Reguie = [[Coterey = [
[ ] l_ [o wins =] [[Regutsr =] [Letone=y 4| [ .
Tatal Delete the duplicate.

Send To: | 222222 222222 -

Status: Not Submitted

Save Canosl Frint History Dalste. Send Form

pere [

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
Document Repository

Saarch he Logout (testid)

Homa > Sscurs Employes > Payroll > Timashast

& Home

= Secure Employee
Forms Waiting to be Authorized.. |
Employes Directery

. Add Hew Farm .
. ——— — Select view to see pay
= Timeshest 2 2011 11/18/2009 11/18/2009] d t d h- t f Authorized
w2 [E)2008 13878 3/9/2009 9/7/2009 a e an IS Ory 0 Denied
® 12-month Inclement Weather B 2% 13188 3/7/2003 5/7/200%, 3 authorlzatlon Submitesc
= Student Affairs 13169 o/a/z009 Denied
sintenance . o/212008, 9200 Mot Submitted
tilities Siee Mot Submiteed

ceived/Submitted Routed Forms

Not Submitted

Elank Fillable Ferms
Mot Submitezd

Mot Submitted

13080 8/13/2009
12899 8/6/2009 Denied

s813 Sf11/2009 S/11/2009 Denisd

7828 4/28/2009 3/30/2009 Denied

7452 4/22/2005 3/20/2009, 3/31/2000, 4/1/2008, 4/2/2008, 4/3/2009 Submitesc

34560 4/21/2008 8/7/2008 Mot Submitted

6603 4/2/2009 4/1/2005 Mot Submitesd

6353 3/27/2009 3/13/2009 Denisd

5430 3/5/2009 3/3/2009, 3/4/2009, 3/12/2009 Mot Submireed

4538 2/s/2009 2/5/2009 Denisd

4537 2/5/2009 2/5/2009 Denied

4308 =
3338

=] ‘_) File Cabinet No Submit Date Loc Employee Dates Status
[Z| Forms waiting for Autherizationl  .0uco  cooonn R — - e n =

Internet BETTE
V)

Warren Consolidated Schools
Document Repository

2 Logout (testid)

Hems > Securs Employes = Payrell = Timeshest = View Form

& Home

& Secure Employee
Timesheet Form - View

Employee Directory

seal Services Form No: 19775 Pay da.te |S

= Fayroll Date: 11/18/2009

® Check Stub Name: ZZZZZZ, ZZZZZZ entered

m Timeshest Position: Special Ed. Aide
- -2 Location of Job: Sterling Heights High School
® 12-month Inclement Weather Employee Group: 1815

® Student Affairs
Maintenance Date Worked Hours Worked |Rate |Dist Code |Gross Amount Job Description Pay Date |Acct No

tilitizs 11/18/2000 1h18m [x1.0 | Normal Balance of g for working 1/21/2011 | 211387

eived/Submitted Routed Forms 11/18/2009 3h 30m |x1.5 Normal Conferences overtime hours 1/21/2011 | 211387

nk Fillable Forms

Authorization history.

Administrator Status
222777, 222222

zzZZZzZ, 277777 1/5/2011  Authorized 211387

1/5/2011  Authorized

Shows full history.

Status: Authorized

Retum Frint History

[pane 0 T T T @ mntemet ER T
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Miew Actions Tools ‘Window Help

J R coss Lol Rephy - gFoward - T - cp a0 (O [ o= G, @
Mail | Properties | Persanalize | Message Source |
From: <SecureEmployes@smamy . wes k12 .miuss
To: Bora, Cathy
Subject: Timesheet Denied

4{21/2009 346 PM

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

G

Message

=

Timesheet4, ..

deducki. ..

»* &7 Bora on C...||®3 Novel... - [32 pcsws -] @ 2 adob... -| [E] Microsoft ... | (2 Micros... | F xeroxpa... | & 5ecureE... | EE 4T EM

i start| &5

*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
Document Repository

s

Logout (testid)

& Home
= Secure Employee
Employee Directory
Fiscal Services
& Fayroll
m Checl Stub
w Timesheet
LRV
m 12-month Inclement Weather
= Student Affairs
Maintenance
Utilities
feceived/Submitted Routed Forms
Slank Fillable Forms

Home > Securs Employes » Payroll > Timashest > Edit Form

Form No: 3031
Date: [22z2008 ]
Position: |Tescher

Location of Job:

Employee Group: |WeA - @

Sterling Heignts High Senoal ¥

Timesheet Form - Edit

Send To: |Z27272, 227227 ~

Status: Denied

s

Date Worked |Hours Worked Rate Dist Code @ Gross Amount Job Description
122212008 [ | [owins =] [reguiar = [[warshap == =] [ Subbed on Prep for Je

[ l_ [owiins =] [[Reguisr = [[worshep rete =] [

] l_ [oniins =] [[Reguisr = [[wersnce = =] ||

FE | Jovins =] [[Reguier =] [[wersree rst= =] [

G T | [owins =] [Reguiar = [[warshap == =] [

[ l_ [owiins =] [[Reguter = [[wetshee = =] [

FE [T Jowins =] [reauier =] [wersnoe rate =] ||

B& | [omins =] [[Reguier =] [[Wershap rate =] [

] l_ [owiins =] |[[Reguisr = [[worshep rete =] [

[ l_ [owiins =] [[Reguter = [[wershee = =] [

Total: | ‘ | ‘

Add teacher’s name, prep
hour or any other
information needed.

Send the
form again

Send Fom

Warren Consolidated Schools

Done.

[ [ [@ntemet

e - )
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A1E:3 ) RIS OR INURAMTURALSOTHER,

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

lf.es"::—fj Logout (testid)
= Home Homs = Secure Employes > Payroll » Timeshest » Add Form
= Secure Employee =
Employee Directory 1 Form - Add
e pate: [rmn | [ Game Supervision must be
® Checcsip i used for this type of work.
m Timesheet Location of Job: Senco
Employee Group: |G=
| Date Worked | Hours Worked | Rate ‘Dist Code ®|Gruss Amount ‘Juh Description
: e 11112011 F B [omins =] [reguier =] |[azivity Toter =] 2000 [eres: Operater ror B2y /
Received/Submitted Routed Forms )' [omins 2] |[Reguter =l ~—— MUSt use gI’OSS
Blank Fillable Forms / J [ortins =] [[Reguer =] [ amount for this
~_ o Wies WA . category which will
Hours must be J [orims =] [Feuer =] | be egteze d by the
entered ] [omins =] [[Reguter =l [ —— y
= [ontins =] [Reguier =] o [ admlnlStl'atOl’
=] [omins =] [[reguier &3 | “;:.:um;-T:xleI || ‘I
i) [omins =]
] -] Send to the building
Total: [3.00 Principal as authorizer.
Send To: B2 R =1
[see| Gancel [Pt | S=nd Form
=
0T [ @ nternet 0% -

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.
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Ganuales

GNNTuLLS

9

==

Warren Consolidated Schools
Document Repository

Logout (testid)

& Home
= Secure Employee
Employee Directory
Fiscal Services
& Fayroll
m Check Stub
= Timeshest
CRUS
m 12-month Inclement Weather
= Student Affairs
Maintenance

Utilities

Received/Submitted Routed Forms

Blank Fillable Ferms

Home » Sacurs Employes = Payroll = Timashest =

WT/Use this employee group

)

Date: [1132011 ]
Position: |- 5 Teacner

Location of Job: | ==

Employee Group: |Convelesoent CareHome Tutor

from the drop down menu.

@

Send To: [[EEEKNTN -

Date Worked | Hours Worked | Rate ‘Dist Code ®|Gruss Amount ‘Juh Description
11372011 =N g [omins =] [[Reguter E3| ‘ISLssr Dos hame visit
] [omins =] [[Reguter =l
] [eme =] [reger =] [ Dist code should read Home
& [em =1 [regoer = [= ™Y tutoring if the proper
E [aim =] [Feae =] | Employee group has been
E [oi Xl [res I [ {_ chosen.
i3] [omins =] [[reguier =] I
B [aime =] [Reguer =] I
] [ormins =] [[Regutsr B3| 5 [
i3] [omins =] [[Regutsr [ [Home tutoring =] [
Total: |1.00

Save Cancel Frint Send Form

il

0% - g

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.

1/13/11

Page 15 of 19



ST

Warren Consolidated Schools
Document Repository

Search P Logout (testid)

= Home Home > Secure Employes > Payroll > Timashest > Add Form

= Secure Employes

Timesheet Form - Add
Employes Directery

Fiscal Services -
Date: [1/122011 =

= Payroll

Position: |- 5 Teacner
® Check Stub
Location of Job: [Cewine sign semeel Include

m Timesheet

"2 Employee Group: lﬁ @

m 12-month Inclement Westher

teacher’s name
and hour that

= Student Affairs ate Worke: ours Worke ate = ross Amount Job Description
|‘:’,_' = ";' i = d_|| fae _I‘:“'S‘%"“?'w‘:”—“— you subbed on
Liilties 22011 = [ [o i =] [[Reauier =] [[Wensnos rate = Socces for Janize oo
Received/Submitted Reuted Forms =] ;/la"”“ =l [regut=r =] [ | your prep for
Elank Fillable Forms /Y_II]MW) = = ]
—\L/ i I [orins =] [Reguiar — T=] I
Use drop down T [on 2 [ EH I} J
menu for / ] [omins =] [[Reguter =1 |[w [
) ; || = [omins =] [[Reguter = [ [
minutes if i [ =] [resur =1 |0 T
applicable [ [orutins =] [[regutsr =l |[v [
] [omins =] [[Reguter = [
Total: |1.00

Send To:

Save Cancel Frint Send Form

Send to building
administrator
N—

[T [@ntemet B AR

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

Warren Consolidated Schools
Document Repository

Search P Logout (testid)

= Home Home > Secure Employes > Payroll > Timashest > Add Form

= Secure Employes

Timesheet Form - Add
Employes Directery

Fiscal Services -
Date: [1/122011 =

= Payroll

: [F5Tacner
m Check Stub Position: N
Location of Job: | Csusine High Seheal

m Timesheet

"2 Employee Group: lﬁ @

m 12-month Inclement Westher

= Student Affairs Date Worked | Hours Worked | Rate ‘Dist Code ®|Gruss Amount ‘Job Description
Maintenance 122011 =N g [orins =] [Regutar [ |[wensnee rata (=] Jeunarrzem seeanisiz
Utilities
feceived/Submitted Routed Forms = [orsims =] [reguter 2] I
Elank Fillable Forms = [otiins =] [Regoter =] [ I
I ] I [ortins =] [Reguter (=] |[V I
] [onins =] [[Regutsr =] |[¥ [
] [omins =] [[Reguter = ([ [
[ [omins =] [[Reguter JEa | K [
i3] [omns =] [Reguisr =] |[w [
i) [eine =] [[Reguter = [ [
] [omins =] [[Reguter = ([ [
Total: |1.00

Send To: |2zzzzz, zzzz22 ~
Save Cancel Frint Send Form

[ [ [@ntemet B
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Sulistiug GlencallsubstuLe Ghiltarg

==

Warren Consolidated Schools
Document Repository

Logout (testid)

& Home
= Secure Employee
Employee Directory
Fiscal Services
& Fayroll
m Checl Stub
w Timesheet
LRV

m 12-month Inclement Westher

Home > Secure Employes > Payroll > Timashest > Add Form

Date: [1112z011 =]
Position: [Suesite

Location of Job: |Administrstion Building -

=]6)]

Employee Group: |Susstituts Clerics| Classicom Aides

Timesheet Form - Add

= Student Affairs Date Worked | Hours Worked | Rate ‘ Dist Code @ ‘Gruss Amount Job Description
Maintenance 1132011 [ [omins =] [[reguter x| [cimica suzsitue E3| Subtad for Jan Doe
Utilities
Received/Submitted Routed Forms E [orvins 3] [reguier =] [ctenicai = |
Slank Fillable Forms = [otins =] [Reguier =] [Clericel Susstitut= =
|| ] || [onins =] || Reguler | ‘|:|e».:s| S | ‘| ||
] [etine =] [Reauter =] [Cleical =l
(i [omins =] [[Reguier =] [[Clerical Substitute =l
= [omins =] [[reguisr =] [ctericet substitute =
i3] [omins =] [[reguier T=] [crerical suestitute &3 |
] [atine =] [Requtsr (=] [Clericel Suestivs =l
i3] [omtins =] [[reguisr =] [ctericet substitute =
Total: |8.00

Send To: |2zzzzz, zzzz22 ~

\ﬂl _ceneel | [Pt | Send Form

Name the

subbed for
that day.

person you

should be sent to.

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

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.
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a1’

Lungh Superuision

Warren Consolidated Schools
Document Repository

Logout (testid)

S Home Home » Sscurs Employee > Payroll = Timeshest » Add Ferm

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

Fiscal Services
= Payroll
® Check Stub

Date: [1/122011 |
rvizior

Position: |Lunen s

m Timeshest Location of Job:

- W-2 Employee Group: |Lunch Supsrvisar
m 12-month Inclement Weather
= Student Affairs Date Worked | Hours Worked | Rate ‘ Dist Code @ |Gru5§ Amount ‘Juh Description
Maintenance =
Ltilties 1132011 A [ [omins =] [[reguter =] [[Luncn su =
Received/Submitted Routed Farms || I7/12201 =] [onains =] [[Reau 1= [ronens =
Slank Fillable Forms 11472011 B [omins =] [[Reguter =] [Luncn = =
[ [omins =] [[reguter =] [runcn s [
i) [eine =] [[Reguter =] [Corers [
] [omins =] [[Reguter EIEEE [
[ [omins =] [[Reguter =] [Lunens [
=] [omins =] [[reguier =] [unen s, [
i) [eine =] [[Reguter =] [Corerns [
] [omins =] [[Reguter =] [Lunens [
Total: |5.00

Send To: |2z2222 222222

[T [T [ [ mtemet

0 -

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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meli’an ki \
e dicatiomSupenision
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.

(L

S

Warren Consolidated Schools
Document Repository

Logout (testid)

= Home
= Secure Employes
Employee Directory
Fiscal Services
& Fayroll
®m Check Stub
m Timeshest
[ QU]
m 12-month Inclement Weather

® Student Affairs

e > Payroll = Timeshest =

Add Form

Date: [rzzort =

Position: [Mesicstion

Location of Job: |2

Employee Group: |Mssi

This employee group must be
used for the dispensing of
medication.

Send To: [zzz22z 2222z

Date Worked | Hours Worked Rate Gross Amount [Jotro=

s e T = — T | T =T
Received/Submitted Routed Farms [[ 1142017 =] [anins =] [[resuter = =
Slank Fillable Ferms 11772011 B [orine =] [[Reguier =] =
(] [onins =] [[Reguter =l =T

(] [omine =] [Reguier =] =

(] [orins =] [[Reguter =l =T

(] [omins =] [Reguier =] =

(] [ontins =] [Reguter =l =

(] [ortine =] [Reguter =1 =

] [ontins =] [Reguter =] [me: izo v ] |[

Total: [3.00

[Eme| | | | seee

[ [ | nternet

==l

Warren Consolidated Schools
Document Repository

Logout (testid)

& Home
= securs Employes
Employee Directory
Fizcal Services
= Payroll
® Check Stub
m Timeshest
w2

m 12-month Inclement Weather

22 = Payrell > Timeshes

> Add Form

Location of Job: |

Employee Group: |Lunch Superviser

Timesheet Form - Add

B Student Affairs Date Worked | Hours Worked Rate Dist Code @ Gross Amount Job Description
C::I‘:::WE [1-12:2011 E [ [outins =] [Regui= =l o | s
Received/Submitted Routed Formes || | ] [oics =] |[Regu=r =] e ] |l
Slank Fillable Forms [ B [owine = [reguier =] =
[ =] [ovine =] [Reguier =] =l
| o . ey [ | =]
[ E [ouins =] [Reguter =] =
[ ] [ [amins =] |[Reguter = =l
[ B [ouins =] [Reguier =] sor =] |[
| s ] ey | | |
[ ] [aive =] [Reauter =] [[Lunen Scpenisar =] | I
Total: [1.00 I [ I [

nosl

Saue Ca Frint Sand Form
E= EH e

[0 [ € inkemet

100%

> A

Read the conflict section... Acknowledgement is necessary to submit time for the same date.
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