PAYROLL
Training

Training for School Secretaries and Bookkeepers



OUR TEAM

McKenzie Joseph

Payroll Manager

Started with CCPS July 2015 at
East Elementary as a principal

secretary. She started in payroll
department in October 2018.
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Victoria “Tori”

Marsh

Payroll Analyst

Started with CCPS February
2020. She is a Lemon Bay
graduate, and proud to be a part of
CCPS.

Lisa Samanske
Payroll Clerk

Started with CCPS August 2022.
Her work background consists of
Payroll, Accounting and Human
Resources.

Emily Lafond

Payroll Clerk

Started with CCPS December
2021. She is excited to be a
member of the payroll department.
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Cindy Woodard
Payroll Clerk

Started with CCPS April 2022. Born and
raised in Charlotte County, PCHS
graduate. Received her Bachelors at
UNF in Jacksonville, happy to be back
in her hometown with the CCPS payroll

Payroll team!

Brenda Nease
Payroll Clerk

Started with CCPS in 2004 and retired in
2019. However, she missed all of us so
much she rejoined Payroll department

June 2020 as a Temp., then full time in
August 2021.

Maxinne Calimaran
Payroll Clerk

Started with CCPS July 2022. She is a
Charlotte High graduate and a student
at the University of South Florida.



Payroll Dead

genda

Click on item below to view topic detail,

Or use your keyboard page down key to scroll through pages.

Equal Pay Expla

Leave Types (2 pages) .

Timecards (4 pages) :
Forms mes)

Corrected Payroll and Forms in Process

Para Supplements *

01/2022

- Payroll

Employee Online

Direct Deposit

Stipend Memos

Reports (2 pages)

e 1129 PAF and 1120 Leave
Tips to Prevent Payroll Delays

Document Requests (2 pages)

Contacts




Payroll Deadlines

(Unless Requested Early)

* On Monday By Time of Pony Pickup
All payroll and back up documentation are to be sent in the
Pony on Monday (unless otherwise stated on payroll deadline
schedule)

e 7th and 22nd Each Month

Semi-Monthly Pay Dates (unless stated otherwise)

_ T O
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Equal Pay Explained G o

Welcome to the real world, kid o Equal Pay is:
w | o Annual salary spread evenly over the entire year.

o Same amount each pay day
(Regardless of how many days worked that pay period)

o Calculation:
Calendar Days * Hours per Day * Hourly Rate
24 pays

ﬂ’ i" Example:

Congratulations to my brother on his first paycheck and his 194*8* 27.38= $42’493'76 = $1’770'57
discovery of taxes 24

6
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Leave Types Explained

to topic list
o
“*Leave form must be completed and submitted to school " i
Sick Days |
** Teachers: 4 Advanced Sick Days on 15t Pay °

» Support Employees: 4 Advanced Sick Days after one month
+» Includes: Classified, confidential and administration

1 Sick Day after 1 full month worked
1 Sick Day is Earned Monthly through February or March
(depending on calendar)

T Wh

SICK lEA\lE o
a iemecrunch’com

Vacation Days (251 Calendar only)

Sick Leave |
. +»» Cannot be used the first 6 months of
+»» Transfer: emp|0yment
<+ To family or non-family < 1 earned for each whole month worked

*+ A Doctor note is required
<+ Only after all other leave has been exhausted
@ *» Number of days MUST be on the form

01/2022 Payroll 6



Personal Leave Explained

to topic list

Personal Days are:

» Charged to sick (personal days come out of sick and personal)
« Not additional days given to employees, they are a subset of sick days

Employees:
* Receive an allocation of 6 personal days per year.

» Can not use personal leave if they do not have sick hours equivalent to the time

requested
—=@ o
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Click here to return
to topic list

Time Card

Charlotte County Public Schools Weekly Time Card

Employee: Position:

PAF: ID Number:
(Saturday) (Friday)
Schoaol Site/Department: Week Beginning: Week Ending

EXTRA HOURS [AM) CONTRACT LUNCH CONTRACT EXTRA HOURS [PM) co - REMARKS

Please insert abbreviations or comments

bl

0:00| 0:00
0:00(  0:00
0:00| 0:00
0:00(  0:00

| ool o0 000000000

TOTAL HOURS WORKED [ 00:00
This card must show the exact number of hours worked, including overtime, if any.

TIME REPORTED

TOTAL EXTRA HOURS
WORKED

01/2022 Payroll 8



. Click h t t
Time Card Gl here o o

Time Cards
Blank forms available on ClassLink =
el
Must be entered in Bplus electronic Time Sheet tab CCPS Timecard ) EmployeeResources - Mic

Report hours beyond your contract in Extra Hours column
Include PAF number, if applicable

District Phone List CCPS Helpdesk Human Resources CCPS Homepage
Handbook

Reminders
Don’t forget the mandatory 30 minute lunch
Blue or black ink ONLY for signatures, Signatures are REQUIRED
PREVENT DELAY: Incomplete time cards will be returned for correction
Handwritten corrections will not be accepted



Timecards T

Reporting Extra Hours & Overtime

=/ 2 \=

CHARLOTTE

COUNTY N Public Schools

Instructional staff always
Report as “extra hours”

0.00| 40.00 0.00 0.00| 0.00

Administrative Leave :l
Comp Time

Duty (In County)
ours - Instructional

Support staff are reported

Intermittent Sick Leave

(11 . 7 Jury Duty
aS Ove rtl m e L;gve ‘l.j‘.ﬁth out Pay (PL)

. Qvertime - Support

Pe'rsmna_\I Ié’éir_i tjPP-:'J
Sick (SL)
Trips

Union Leave
—Q Vacation (VL)

01/2022 Payroll 10



Tl m eC ar d S Click here_to_return
. to topic list
Substitutes and Temporary Employees

Paying for the Work

Denote if charge isto a
project or special coding

This ensures proper accounts
are charged.

J
Work Performed PAF’s
: B e e eT : Payroll can not pay unless they are

Rl aWas peranineds ) A “M‘f'}'%:csﬁ%%' II-'»"%EE properly set-up with a PAF if applicable.
Subs and temps may have different pay WKCW)J » Important: Be sure to report hours on time since
lines. 2 ‘QQ these employees are hourly.
Examples: 9 The sub will need a PAF for long-term sub status.

Para Sub PAF’s are done at the school

Break Aide

before submitting payroll.

Long term subs can be paid at the higher
rate starting on the first day of work.

Sub Office assistant
Long Term Sub
Etc.

{memecrunch’com]

01/2022 Payroll 11



FOrmS FOrmS In PrOceSS Click here to return

to topic list

Include this form if items are missing from your packet of weekly payroll paperwork
Employee location MUST be included on the form

OneDrive O Search

If only a signhature is missing from a leave form or time card

T Upload |2 Share @ Copylink £3 Sync

My files > Timesheet Resources

Copy and attach (the copy) to a Forms in Process

Send the original after it is signed ) Name v

1-Weekly Time Card-Fillable_Updt-Dec2021.xlsx

Write 'COPY’ on all non-originals

2-Corrected Payroll Form.xls
The form is available in Bplus Time Sheet tab

4-FORMS IN PROCESS.xIsx

-User Guide - How to Change Direct Deposit... &

i -User Guide - ELEC TIME SHEET _Updated12-15-2021.pdf
Resources - l

&« Time Sheet Form

ime Card Entries
1242 - Payroll Time Sheet



Forms: Corrected Payroll ek e e

FMA BusinessPlus (CCPS (7.11-Prod) U1021CU Billien Mccowan | b settings ‘ ? Help| 3 Logoff

The form IS avallable In Bplus Tlme Sheet tab ‘I-‘Iom All | Doc Online | Employee Online | Finance | HR | Payroll [l 8 020

“From” row: Always to be the original value exactly as reported in B+

“To” row: This is what needed to be changed.
Indicate in “Remarks” what change occurred.
All supporting documents must be attached = T Upload are @ Copy link

i  OneDrive O Search

My files > Timesheet Resources

Week Ending: 7/22/18 Department:
Name v

X 1-Weekly Time Card-Fillable_Updt-Dec2021.x¥k

R . Added hours incorrectly|
Cinthia . this changes her OT 5_Corrected Pavroll Formals
Walter from 14 to 15.5 hrs. c--orrected Fayrof rorm.xis

4-FORMS IN PROCESS xlsx

5-User Guide - How to Change Direct Deposit... 4

Took SL 7 /27 this
changes Reg to 28
from 35 and Leave
from 0 to 7.

6-User Guide - ELEC TIME SHEET _Updated12-15-2021.pdf



Para Supplements

Click here to return

to topic list

Reporting °
Explained

o Paid to employees covering a minimum of 30 minutes
o Para supplements are $5.00 per hour

Time Card

o Enter the supplement for the receiving employee only
o ldentify the teacher the para covered for in Remarks

o Clearly denote “Para Supplement’ and highlight on leave form or
timesheet.

o If a para is covering for something other than an employee’s absence,
include coding to charge the supplement to.

Title | and Grant funded employees

—Q Denoted these employees to ensure correct coding

01/2022 Payroll
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Employee Online: Valuable Resources P

H.I® BusinessPlus Employee Online

()

Menu ~

< Employee Online

Payroll Tax Forms

’ 1095-C Afford
Canvas K-12 CERS AL ed ccpslﬁ‘s‘t’r'l'l‘i“'“m = cl Charlotte County
Public Schools
chnsr::hs:‘g‘r;ce Employee Online i
) ~ . | Payroll Information
9 7 N HJ@ BusinessPlu ‘
tﬂF‘( SINGSSFIUS il Check Stub
alla = — = ? e -
Information Click here to view

CCPS Timecard Champ'SOCcI:ss Link Child Abuse Hotline

Welcome

Educationa I Employee
EDIS - Staff Technology a.. = Resources

B g

 Inform staff of information in ClassLink, under Employee Resources

« Paystubs « 1095-C (2019,2020, 2021)
« W-2 (2019, 2020, 2021)  Leave Tracking

« Tax Withholdings « How to guide
 Direct Deposit

01/2022 Payroll 15



Direct Deposit

Click here to return
to topic list

A step-by-step guide is available from Bplus Time Sheet tab and on Charlotte County’ Public School website under Payroll

Doc Online | Employee Online || Finance | HR | Payroll | GR =5

( )

M BusinessPlus (CCPS {7.11-Prod) U1021CU Billien Mccowan | § Settings ‘ ? HE‘|p| %) Logoff %
m COUNTY I(.Public Schools

OneDrive
= T Upload &2 share <@ Copylink £ Sync

My files > Timesheet Resources

Name v
1-Weekly Time Card-Fillable_Updt-Dec2021.xIsx
2-Corrected Payroll Form.xls

4-FORMS IN PROCESS.xlsx

5-User Guide - How to Change Direct Deposit... &

6-User Guide - ELEC TIME SHEET _Updated12-15-2021.pdf

Home Distric Departments Schools Parents & Students

School Dis igasenmes: PAYROLL

Information &
Communication Services

|
l Risk Management, Finance
| & Payroll

F Human Resources

Any banking institution
All employees must be on direct deposit

One account only (either checking or savings)
Cannot be split (at this time)

We no longer test accounts
If you close an account, notify payroll Immediately

Payroll is processed at least 2 days prior to payroll date

Changes to direct deposit must be done in records

g common payroll questions and



http://www.yourcharlotteschools.net/

Stipend Memo O onin

VOUGETAMENO

== § 2

umamw

@I:VEIIYI |BIIIIY GETSA MEMII'

Prepare a Memo on Letternead with the following :

= o

01/2022

Please pay the following employees
$25.00 per hour for attending
(This rate is only for Unit 1 instructional. )

Name, ID, School, Hours

Attach a signed participant roster or completed timecard
for each employee attending training

Support employees are paid at their hourly rate
» Create two separate memos, support and instructional

Include coding

Payroll 17



1129 Report PAF Status

to topic list

by Last Name
nnel Action Form (searc
1129 - PAF Summary by Status
1148 lement Detail (search) Charlotte County Public Schools

Status: All
_ Fersonnel Action Form {(FAFE )
Dept: 95033

School Supps by Date Range Effective Date /1/2021 thro 7/22
t Salary Schedule : Action  Effective  Agenda
- H[ F'ar'a Fl| o o PAF ID Employee Name Next Approver Code Date Date

MARSH, DARLENE A

=]

6310103 CID

T™P
TRA
TRA
T™MP
T™P
T™P
T™P
TMP
T™MP
T™P
CID

CID

T™P
T™MP
TMP
REP

T™MP

MOTT, NICOLE LUJEAN
HILL, STEPHANIE L
SCHELM, MARY NICOLE
PRESSLE AWN M
MUSTER, LEEANN M
AYERS, PAMELA KRISTINE
AYERS, PAMELA KRISTINE
HRISTINE E

t
=]
[=]

b
=]
=]

CROKER, MARIELA JOSEFINA
MARSH, DARLENE A
REYNOLDS, ELIZABETH M
LYNCH, LORIE

BRADL KELLYL

» Located under reports on o T DL

REYNOLDS, ELIZABETH M

® H R tab 2 : LAMBORN, CAROLYN

WILLIAMS, BROOKE L

° AII t ab 220046 SIMMONS, PENNY ]

MOTT, NICOLE LUJEAN ty L Johnson 33 T™P
PRESSLEY, DAWN M Kristy L Johnson 4] T™MP

1]
=]

b

1=

2
[=]
HEEEEEEERE R EE

=

TMP
T™P

=]

WOOD, SANDRAL {risty L Johnson 3
PRYC 'E M risty L Johnson RLA

* You see status of submitted PAFs
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1220 Leave Report

You can run this report by
Employee ID, Bargaining Unit, & Department!

Timesheets HR
e A Reports
[ 1078 - Employee Lookup by Name or ID
B 1220 - Leave Balances by Employee ID
B 1213-Leave
B 1246 -Time Card Entries
[B 1242 - Payroll Time Sheet
B 1384-PP101
1220 - Leave Balances by Employee 1D
Selection Criterie | by Employee ID v
Mo Criteria; Select Al
by Employee ID 2023

Enter the by Barg Unit
by Department

Enter the Employee ID:

Cancel

Payroll

Click here to return

to topic list

Submit

19



Help Prevent Payroll Delays

to topic list

LOCATION NUMBER on all documents!

PAF ENTERED before Payroll is due!
PAF APPROVED before payroll is processed

CLEARLY WRITE NAME & ID NUMBER
on all documents submitted to payroll.

LABEL SUBSTITUES with POSITION they are covering

TRANSFERS / RESIGNATIONS: Send your clerk an
e-mail to inform us when these events occur.

“Some complaints have come in about your method
of reminding people to hand in timesheets."

CLEARLY MARK ‘COPY’ on all copies

01/2022 Payroll 20



Click here to return
to topic list

Payroll Document Requests

(€ Original
Employees have direct access to documents in Employee Online Reproduction rig'ht,g»,o_tgtg_i,r?able
« Remind staff of these resources. It helps avoid them waiting on
Payroll.
o Paystubs (21 Checks)
W-2 (2019, 2020, 2021)
Tax Withholdings
Direct Deposit
Leave Tracking

1095-C (2019, 2020, 2021)

(1

Ul

O O O O O

A |

|

|

To request documents through payroll:
RSV ol A e [V R e NI P ayroll @ YourCharlotteSchools.net

«  Allow 24 hours to process request

: : : : You're in luck...I've unearthed those
« Response is provided via fax or mailed through pony payroll records from 3 years ago.

01/2022 Payroll 21


mailto:Payroll@YourCharlotteSchools.net

Click here to return

Do you have a backup?

Unfortunately
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Questions?

YOUR QUESTIONS
o\

/(’ \
GIVE THEM TO ME NOW

memegenerat

Payroll

Click here to return

to topic list
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Payroll Manager

Victoria “Tori”’ Marsh

X 2021
*Subs
& *Baker *Pumpkin Patch

*Charlotte Harbor Center
‘ *Kingsway Elem.
< *Food Service Substitutes/Office

Emily Lafond

X 2026

*Food Service

*Neil Armstrong Elementary
*Port Charlotte High School

Q *Murdock Middle
*Print Shop

07/2022

Click here to return

to topic list

Payroll Contact Information

941-255-0808

Payroll@YourCharlotteSchools.net

Maxinne Calimaran

X 2024

*East Elem.
*Academy

*Vineland Elem.
*Liberty Elem.
*Kingsway Elem.
*Port Charlotte Middle

Cindy Woodard

X 2197

*Transportation & Transportation
Subs

*Sallie Jones Elem.
*Charlotte High
*Deep Creek Elem.

Payroll

Lisa Samanske

X 2025
*Departments:9038,9045,9053
*Peace River Elem.

*Punta Gorda Middle

*Meadow Park Elem.

*Myakka River Elem.

*LA Ainger Middle

Brenda Nease

X 2022
*Departments:9000,9010,9011,9021,
9022,9024,9025,9031,9032,9033,903
5,9039,9043,9044

*Lemon Bay High School

*Charlotte Technical College
g 07
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PAYROLL

Thanks You
for All You Do



