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Time and Attendance Obijectives

Participants will be instructed on:

Accessing the Time and Attendance module through Lawson Portal

Entering employees’ time records using a web based application

Entering Extra Pay

Entering Exceptions for Employees not yet entered into Lawson Payroll/HR system
Accessing Time Accrual Balances
Payroll Audit Reports

Payroll Timelines

Payroll Approval Process

Payroll Submission Process

©OoON O A~WDdDE

Exercises will be completed by participants

1.  System Navigation
2. Payroll Time Entry
3. Payroll Time Record Submission

Skills Test on the Above Exercises:

Complete exercises to receive a Certificate of Completion
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Time and Attendance Overview

Time and Attendance is an application that allows you to submit your school and department payroll time

records electronically to payroll using Internet Explorer.
At this time, users will be principals/department heads and secretaries.

Accessing Time and Attendance

The Lawson application is accessible through the Internet Explorer icon on your desktop. ﬁ OR Click
on Start on your desktop. ﬂl Click on Programs, then Internet Explorer.

Mew Office Document

@ Open Office Document

% ‘Windows Update
E WinZip

» @ Accessoties L4

i Microsoft Project
3 Microsoft \Word
[F snadlt &

The browser window will open to the Denver Public Schools web site (or any web page that you have set up
as a home page).

Type the following path in the address field. https://employeeinfo.dpsk12.org
The following login screen will be displayed. Please enter your Lawson User Name and Password in lower-

cased letters; then click on the Login button.

LAVVS&

K

vsername | |
passwora | |

[ togin |

Copyright © 2008 Lewson Softwars, All rights reserved, Portal 9.0.0.9.210, Technology 2.0.0.9.451
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Time and Attendance Role

The screen shown below is an example of the Lawson screen that you will see when logged
in.

You will now be at the main Time and Attendance screen.
DPS Time and Attendance

Pay Frequency: Semi-Monthly
Pay Date: 08/31/2007
Reporting/Pay Period: 08/01/07 TO 8/14/07
Entry Timeline: 8/16/07 TO &/17/07
Pay Frequency: Manthly
Pay Date: 08/31/2007
ReportingfPay Period: 07/15/07 TO 8/14/07
Entry Timeline: 8416407 TO 8/17/07

Select a Process Level

Please do not press the back button while using this application.

Yersion: 3.0.0

Note: The above table indicates the Reporting/pay period for which you will be reporting
hours for hourly employees and/or absences and exceptions for all employees. The Entry
Timeline is the time frame in which you are to enter your payroll and have it approved by
your Principal/Department Head.

Note: If you encounter the following message after entering your User Name and Password,
refer to Important Dates, Time & Attendance Payroll Schedule @ http://payroll.dpsk12.org.
Time & Attendance is only available for entry during time periods listed on schedule.

Microsoft Internet Explorer, @

L] 'E Time and Atkendance module not available at this time
*
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Select a Process Level . ;
Click once on the Process Level you will

be reporting payroll time for.

select a Batch Number: Click once on the Batch Number you will be
/ reporting payroll records for.

Note: LTS =Long Term Subs. If you have a Long Term Sub

/ Teacher assigned to your school, hours will be submitted

within the LTS Department (You will find LTS in the Batch
Number ending with 02)

Click once on the department or type of pay you want to enter
time records for.

1 Departments (or groups of employees) are listed separately.
. Paras

&1 The Exceptions (EXCPT) button is to enter new/ rehired
employees or job changes that are not yet in the HR/Payroll
system. Also use the Exception screen to enter your sub
clerical.

& Extra Pav will be submitted under the “EXTRA” button

The program lists all departments at your location. A list of employees assigned to the
department will appear. The Time Entry person will enter time records using the screen below.
Following payroll transmittal procedures, time will be reported with accordance of payroll

policy.
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Time Entry

The school/department payroll secretary will record time records for each employee at their
location via a web screen. Each employee at your location will be grouped alphabetically, by
job code, within each department at your location.

By clicking on the “Time Entrf Menu” button, the system will take you to the screen below.

wumpdny mdime: urs FroLess LEVEID £40 LrEpPL FARA Fdy Udies Us/ SS9/ 2011

Name DPSID Sched Hrs Exempt OT .
Position Position Description Job Code Az Status meRecards
ARMIJO, LORRAINE 100003268 000 MaM hrs
11074 EARLY CHILDOOD EDUCATION 226 7389 ":B Hours gzze Date 35:':2;}3
11075 EARLY CHILDOOD EDUCATION 226 7389

135.00 1000 j 04/14/2011 j

@

3.00 4/05/2011 j

he down arrow symbol represents further help for the user. By clicking on the down arrow
diamond, the user will be able to view a list of choices for the associated field.

For example, by clicking on the =l next to the pay code field, the following table is
displayed.

Select a Pay Code —
1000-REGLULAR PAY
1001-REGULAR PAY - MO PEMNSION
1630-FLEX WORK YEAR TRACKING
1640-FLEX DAYS ABSENCE
1700-Parking stipend
2000-OYERTIME PAY (1.5)
3000-YACZATION PAY
3050-SICK LEAYE (EE)
3100-SICK LEAVE (FAMILY)

J150-PERSOMAL LEAYE WITH PAY
AP MECATIATEN DATE | E&WE ;I

The school/department payroll secretary will record absence records daily for each employee.
Each absence entry must be = or < 8 hours.

Please enter the last day of the reporting period in the date field for regular hours and use the
correct date of the absence for absence hours. You can use the drop down calendar to choose a
date; but, when manually keying the date, you have to use a forward slash (no dashes) and key
full year.
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Company Name: OFS Process Level: 230 Dept: ADMIN Pay Date: 04/23/2011
Name DPSID Sched Hrs Exempt OT .
Position Position Description Job Code A Status Eincecoeds
RITCHOTTE, NADINE 100021969 207 Y Pay Account
13383 ! PRINCIPAL, ASST ELEM SCH 230 7318 AB BTSN L Override Delets
[4.00  |[30s0 |=)[03/31/2g2F=Hag024241001101][10 | [
8.00 3o oo /ko11 |l [23gd4241001101][10 | [T
500 |[30s0 |l [oasosr2011 7l[z3024241001001] 120 | O
[s.00  |[3150 |*l[0a/06r2011 |*l[z3024241001101] 10 | O

e down arrow symbol represents further help for the user. By clicking on the down arrow
diamond, the user will be able to view a calendar and choose the date of the absence.

For example, by clicking on the =| next to the pay code field, the following calendar is

displayed.
/= http:Hlawwebdev02.d... (= |[B][X]
[==]1 [=] [Print] [=1] [==]
Sun Mon Tue Wed |Thu Fri Sat f
1 2 3 4 5 5]

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 31 1 2 3

Account Distribution

ROCHE, MONICA 100253748 000 6.00 hrs 0.00 N
35267 EXTENDED DAY KINDER ASST 7409 0.375 AR
35268 EXTENDED DAY KINDER ASST 7409 0.375

[ ecniion ert| i pccrunplnce— [ hcoon Dot sionaoes |

Position Account Distribution '\
Position Acct Unit Account Percent

35267 1002360010 9111 — Clicking on this box will show the
account distribution for the

35267 1002360010 9111 50.000 . .
employee’s positions in the same
35268 1002360010 9111 50.000 .
job code.
35268 1002360010 9111 50.000
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Additional Time Entry
Hourly “000” work year employees:
e Magic Number. This is the max number of hours an hourly employee can be submitted

for during the scheduled pay period. The system creates a “Hard Edit” that will not allow
extra hours to be keyed.

Magic Number: 22 days x 4 hours = 88 hours.
System totals as hours are keyed.

Name DPSID Sched Hrs Total Hrs/ Exempt OT

Position Position Description Job Code FTE Status EmeEscouds
2
BOURGEOIS, BERTHA 100249414 000 4.00 hr§ 88.00 N pay .
34459 STUDENT, FAM, COMMUNITY LIA 7593 8.500 AB HOUFE o Codegulais ActLy

g| [s0.00 |[1000 |:I|05;'14j2013|:]| I

Message from webpage

Your total hours for this period can not exceed B8 |4'OO ||3050 |:| | 05‘&3"[2013':” |:

time nccruni e [RAN
400 |[3200 |7l[0s/11/2013]7]| =
/ R - E] &

Hard Edit will prevent hours from being keyed
above max Total Hours. Error Message created.

e Employees with Ended Positions or Termed Employees will now show in Time and
Attendance. The term date of the position will show underneath the employees’ name by
the position ended. Please enter time worked being careful that the hours do no exceed
the max hours based on the term date of the position. This will be a manual audit. The
entry date for all hours must not be after the term date.

CLINE, DEBORAH 100001955 000 3.00 hrs 66.00 N pPay Account
30183 EXTENDED DAY KINDER ASST 7409 0.375 AB HOUES o GivlogmbDatS Override Delele

66.00 |[1000 || 05/14/2013]7|[s000000000000( 998 | O
[ recnicn et ]|t Accol biance ]| Accon oitrvtion ]| aionai s

El M| | | = |
CLINE, DEBORAH 100001955 000 3.00 hrs 33.00 N Pay Account
30184 05/01/2013 GENERAL ASSIGNMENT 7417 0.375 AB Hours  (ge Date Override PEEE

Message from webpage [30.00 1000 |ﬂ\o4f28f2013|ﬂ|8000000000000:\|999 \ O

Term Date 1000 |7 05704720137l | \ O

COLEMAN, YVONNE 100028
32011 ELEMEN ours :J:?:‘&e Date 35‘;‘::';&; Delete
32012 ELEMEN
Vi
/140.00 Innn 171'ns amn1=17IT8000000000000d/998 | g

Max hours to key would be: 4/16-5/1 = 11 days x 3 hours per day. Always
pay accurately what the employee worked based on their timesheet.

10
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Overtime Entry

Overtime has to be entered daily/ by day. You cannot enter a date greater than the last day

of the pay period.
Company Name: OFS Process Level: 226 Dept: FPARA Pay Date: 04/23,/2011
P:::irgﬁn Pnsitinr? F[,:IF:EISI::\:ri|:rtil:m %ilegnZ? E EX;{;E:SDT EmeiRecnmis
?fnb;ldfm' HORRAINE éggg??éﬁ?fmoon EDUCATION 226 ggggmam i EB Hours EZ:’;E Date 35';'::’::3
11075 EARLY CHILDOOD EDUCATION 226 7389
126.00 1000 j 04/14/2011 j
3.00 2000 j 04/02/2011 j
200 [zo00 | [owrosrz011 ]
1.5 2000 j 04/04/2011 j
3.00 2000 | 04/05/2011 M|

Time Accrual Balances

To view the employee’s time accrual balances (vacation, sick, flex, and personal), click once
on the “Time Accrual Balances” box.

Name S5M
Acct NMumhber Status

452222222000041 111 AB

Sched Hrs Jol
Wk Yr

7.00

oo

J00
1.

-

Balances will be displayed as shown below:

Leave Balances for RUBEN] ]

Plan Mame
MEGO LEAYE 35 HRS
PERSOMAL LEAVE 35 HRS HOLRLY
7 HOURS MOMNTHLY-HOURLY

As of Date
0731 /2007
07431 }2007
0731 /2007

Available Hours
]
]
7

11
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Technician Alert

To alert your payroll technician to specific comments for one of your employees, click on

“Technician Alert”

Department Time Entry

Company Name: DPS

DPSID
Position
Description

Sched Hrs Total Hrs
Job Code FTE

Nanje
Position

Process Level: 236

Dept: OFFIC

Exempt OT

Status

Pay Date: 08/15/2013

Time Records

100016233 200 8.00 hrs 0.00 N

LUNA, MARIAL
SECRETARY I 7478 1.000 AB

31251

Pay
Hours Code Date

Account

pund Override

Job
Class

This box allows for “free form” entry and will
be forwarded to your payroll technician in the
email notification once your payroll has been
approved. The email will display your specific
comments but also the job code attached to

the time record.

Additional Entry Lines

If more than two entries are needed for one employee, click on “Additional Lines”.

'|
'I

Add a Technician Alert
Emploves: EASTERLIMG, ELW'YH

Comments

Add Tech Alert

=X

=X

With each “click” on “Additional Lines” button, an additional line will be added to your

screen. Unlimited lines are available.

=) =

Upon completion of each department, click on “Save Changes” in

the bottom right hand corner of your screen.

12
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To delete data you have entered on an additional line, click on the delete box to the right of

your entry line.

OPS Process Level: 194 Dept: OFFIC Pay Date: 02/29/2008
TR sy O Time Records
HDDDGDDDD : Hours Ezae Dates/Comments 3;::_;'&; Delete
5.00 3000 j 194242410000051 | |110 O
J 10.00 asa |7l 194242410000051 | 110 O
12 a0 |7
iéﬂzgﬂﬂﬂﬂ : Hours Ezﬁe Dates/Comments 35;?_:':3 Delete

This will delete your data; however, your additional line will remain.

1000 3150 j 194242410000051 | 110 il
| O

PP Pay neens e e Account

Nalndn

Control Hours

Control Hours: Total of all hours entered
Control Amount: Total of all hourly rates

(Hint: Use control hours to balance your payrolls and assure accuracy)
Continue with all departments, exceptions, and extra pay until your payrolls are complete.

Check “Time Complete” boxes.

Time Entry, Extra Pay and Exceptions

Company Name: DP5 Process Level: 408 Pay Date: 09/30,/2004

Help Main hMenu

Time Complete Time Approved Control Hours Control Amount
[ o v - o
* v r
v r
Total Total
Hours: 154.50 Amount: 46.40

13
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Exception Entry

Exception Time Entiy

Company Mame: DPS Process Level: 457 Dept: EXCPT Pay Date: 05/31/2007
S5M MName E?;cllje Hours Rate Epnadve Account Mumber DatesfComments
001234997 | |ANN GREATTEACHER e 14 210 17l SICK 8/17 PM
001234997 | |ANN GREATTEACHER sz 17l [1z0, z100 171 STARTED 8307
[ [ |

This screen is to report time worked for those employees that are not listed at your location.

® All employees must have completed fields for social security number, name, job code,
and comments

® Hourly employees must have pay codes and hours submitted

This screen is to report time worked for those employees that are not listed at your location.
These employees will be paid on the next available payroll special once employee
information has been entered in GHR and interfaced into Lawson. Your Payroll Technician
will contact the employee once a pay date has been confirmed.

Extra Pay Entry

Extra Pay Time Entry

Company Name: DPS Process Level: 236 Dept: EXTRA Pay Date: 05/31/2013

Jo
Clas|

- - ]

. : § J
Job Additional Info /

Class

Last First Job Pay
Employee Name Name Hours Rate Code Code Date Fund Account Number

Dates/Comments Delete

)

Fund Account Number
Activity: |3701001064800¢ '|

v

5 | «—| Enteraccount numbers

22 4006480090 9150 Acct Category: (92111

This screen is exclusive for submitting extra pay. All fields must be populated.
® Enter the total number of extra pay hours in the column labeled “hours’

® Enter the hourly pay rate in the “rate” column. If extra pay reported is for a non-
exempt employee and is for hours worked over 40 in one work week, the hourly rate
must be at least 1.5 times the employee’s hourly rate.

® Exempt employees can be paid a flat dollar amount. However, use the number “1” in
the “hours” field as all fields must be populated

® Enter the extra pay account number in the “account number” field and the “activity
account” if applies.

14
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® |nclude the date the extra pay is being submitted for

® Provide a description for the extra pay being submitted in the comments field (You do
NOT need to enter in the date again)

® For class coverage extra pay, list the surname of the absent teacher in the comment
field and reason (examples of reason are: FC for Full Class, SPLT for Split Class, L for
Lunch & PL for Planning. GT teachers are eligible for class coverage when they work
through lunch (L) or planning (PL) or who extend their day upon approval of Principal,
use EXT for the reason)

DPS Time and Attendance Reports

The reports menu is your tool for assuring the accuracy of your payrolls.

DPS Time and Attendance Reports

Company Name: DPFS Process Level: 236 Pay Date: 05/31/2013

Select a Report

Time Report
Hourly Audit Report

Salary Audit Report

Time Transmittal Report

Archive Report

[ b | oinbems |t Entry e ]| sove changes

Version: 4.5.15

Powersd by Intellias

15
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Time Report is an edit report of all time records keyed from
— all screens.

Hourly Audit Report is a report listing hourly employees
Hourly Audit Report without regular hours being submitted.

— Salary Audit Report lists salaried employees who have
Galary Audit Repart regular hours being submitted in error.

e G e

D ] Time Transmittal Report is a list of all employees at your
location to be used as a tool to prepare for Time Entry.

Archive Report Review previous pay period Time Reports

® Choose your report by clicking once on the box of your choice
® Click Once on Run Report
° Click once on the message “Click here to view this report”

16
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Printing a Time & Attendance Screen

Any screen display in Payroll T & A can be printed. In order to do this, right click on the
desired screen and you should see a selection of options. Click on the Print option.

You will see a list of available printers for your workstation.

Click on the desired printer and then click on the Print button. The print dialog box will

| 3 Dot - Facrmoiivod ; EIET
B x| Ed

B G Vew Jeet Fomat Too au.x.m_..--mnm plover [V |
DEHcd SO DB ma -2 - 35 A Rsewch [Sffavertes = e e
| - i ] o =1
: i Typer Uenge four

wis[E 3] — =l o
O [ G Supetugs SOCHAR >-Z-A-SEE0N -

Fop 1 3] W LRAS I;-“a b ] i -_a .......

san| | [ @ 3| Fvbec o | Eretne | maoe.. @] tramac. Blosomen.| QE{ SEND 3 sum

21|

General | Dptionsl Layoutl F'apera"QuaIityI
— Select Printer
Add Printer HF Calar
Laserlet 5f...
Status: Feady [~ Frint ta file
Location: - :
I . Find Printer... |
armment:
—Page Range
&4 MNumber of copies: |1 3:
 Selection € Curent Page
" Pages: |1 I~ | Callate ] I
Enter either a zingle page number or a single Ijl
page range. For example, 5-12
( Frint i \Eancel | Lpply |
y

N———

disappear when printing has completed. You will be returned to the screen display that was

printed.

17
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Time Entry Person Submitting Records for Approval

Once the Time Entry Person has completely entered her payroll and is confident of the
accuracy, she will click on all boxes in the Time Complete Column.

<X http:/fseadevB10/lawsonfintellias/dpsftimeattendance_v3,_ r0_1.htm, - Microsoft Internet Explorer |Z||E|fg|
.',"

File Edit View Favorites Tools  Help

eBack < \_) \ﬂ @ _h /:\JSearch “\;‘T‘\':(Favorites {‘} <] ~ :_:'_ lP_)‘.I @ _J ﬂ

Address 2_1 http: fiseadevdl 0flawsonfintelliasfdps timeattendance _w3_r0_1.hkm Vl Go Links ™

Time Entry, Extra Pay and Exceptions

Company Name: DPS Process Level: 194 Pay Date: 02/29/2008

Time Complete Time Approved Control Hours Control Amount

18.00 33.92

143.00 46,28
40,00 29,86
0.00 0.00
5.00 557,22

Totals Z17.00 FOFA1

After checking boxes, click on “Save
Changes”

Ej Done @ \:} Local inkranet

P — - " - Mes - - [ 5 I -
4 Start € 90 = a8 2 Microsoft Offic... = | I 3 NTYDM.EXE * 3 httpejfseadevaiofl... | L DPSTime and Atee.. @ B Sp % U a:zzam
5

Microsoft Internet Explorer [Z|

' E All iterns updated successfully,
L]

Wait for this message to appear, than Click on “OK”

18



Payroll Time & Attendance Manual
A new button will appear “Submit for Approval”.

e http:fiseadevB10/lawsonfintellias/dps/timeattendance_w3_r0_1.htm - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help oy
) . — a S
o e ) = i Z > o ﬁ
e Back. </ x| = lj 7 Search . Favorites €3 = W
. - . | . ¥
Address |@ http: /{seadeva10jlawsonfintelias/dps/timeattendance_v3_r0_1.htm V| Go  Links

Time Entry, Extra Pay and Exceptions

Company Name: DPS Process Level: 194 Pay Date: 02/29/2005

Time Complete Time Approved Control Hours Control Amount

15.00 33.92
143,00 45,25
40,00 29,86
0.00 0.00

5.00 557.22

Totals 217.00 707.11

@ Daone al \Q Local intranet

+5 Start E g Qm 27 | 8 2 Micre ic.. v | B3 NTYDM.EXE - 3 hitpiijseadevatofl,., | DN DRS Time and Atte... @ ™ U 9:26 AW

Click on “Submit for Approval” so your assigned approver can review and submit finalized
payroll to the Payroll Department.
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810/lawsonfintellias/dpsftimeattendan : 0_1.htm - Microsoft Internet Explore ul|g]

4:
@ Back - d \ﬂ @ h /_J Search %;t( Favarites {‘j{ <~ :4 M = _J ﬁ
Address |&j http: ffseadevB10/lawsonfintelias/dps/timeattendance _v3_r0_1.htm V| Go Links **
Time Entry, Extra Pay and Exceptions R St
Company Name: DPS Process Level: 194 Pay Date: 02/29/2005

Time Complete Time Approved Control Hours Control Amoun

18.00 33.92
143.00 46.28
40.00 29.56
0.00 0.00
&.00 557.22
Totals 217.00 707.11

14 start € JcmE B 7| Bzmowdtofc. - manTomes I htpefisesdeverot... | ShopsTmandate... @ MIEo N 0 9iz6aM

It is important to click on “OK” to assure
your payroll goes to next process for
approval.

@ Local inkranet

&] Done al
- ‘ ., 3 F — F
igstat € g e EEZ @ :

P oim g aL WA R R wama R wmpr s

.. = | B3 NTVDM.EXE = 3 httpyj

! File Edit Yiew Insert  Format  Tools  Actions  Help

: (g Reply | =il Reply bo All | (3 Forward | &4 B | Gl | w3 X | e - o -A¢|@!

| I JAlBzuls=s==z====]
From: autoemal@dpskl2.org Sent:
To: Hawenar, Patti

Cr: Srch-Martinez, Jennifer

Subject:  Payroll entered and ready for approval For check date 02/29)2008 Process Level: 194 Batch: 194

Tour payroll has been entered. Please venfy all payroll transactions, approve, and submit your payroll for processing,

An email notification will automatically be sent to the principal/department head informing
them payroll has been entered and ready for approval.

After submitting for approval, you will no longer have access to change data and your screen
will be “grayed out”. In order to make any further changes to your payroll, either the approver
must make the changes herself or “uncheck” the time entry box which will allow the entry
person to change/add data.

20
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Approving and Submitting to Payroll Department

Once the principal or department

head has reviewed time records, Time Entry, Extra Pay anc
she checks off each “Time
Approved" box. Company Name: DPS Process Level: 1¢

Time Complete Time Approved

|
|
|
|
|
| Totals

Then click on “Save Changes”

mne Complete Time Approved Control Hours Cor \

0.00
0.00
0.00
0.00
Microsoft Internet Explorer @

' 'I-., All iterns updated successfully,
L]

] Click on “OK”

“Submit Payroll” button appears in the bottom right hand corner of the screen.

21
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Microsoft Internet Explorer [E|

' E all ikems updated successfully, Several “Ok_" t_)UttOﬂS will
2 populate; Itis important to

click on each one to ensure

all the appropriate emails
Tones | 0.00 0.00
EALLT .00 0,00

X|

Microsoft Internet Explorer [_

' "-n.‘ Sending submitkal email ko the Pavrall department, You should receive a copy in your inbaox,  Thank wou
[

_

Once you see the above message box, you know that your payroll records have been
interfaced for payroll processing. Unless ALL of the above steps are completed, the Payroll

Department will not have your approval for paying employees at your location.

Exit to the main menu and use the red X to completely logout of Lawson.

22
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B

Glossary

Batch Number: Pre-assigned # that will be used each time you enter a specific group of
employees into Payroll Time & Attendance.

Control Amount: Total of rates entered.

Control Hours: Total of hours keyed in one batch. Tool to use for balancing your time
records entered.

Entry Timeline: Time & Attendance is open for time entry. Secretaries should be entering
time records beginning on the first day of stated timeline. Payrolls must be entered,
approved, and submitted by last day stated.

Exceptions: Employees not listed at your process level. Either the name is not listed or the
correct job code is not listed. This would be for new hires, re-hires, or job changes

not yet entered into Lawson HR/Payroll system.

Extra Pay: Extra hours worked outside of an employee’s normal work week and duties.
This is not to include normal job duties that extend beyond the 40 hour workweek.

Overtime: Actual hours worked over 40 hours in one workweek, Monday-Sunday for non-
exempt employees.

Pay Code: Identifies the type of pay to be submitted and paid.

Pay Frequency: The number of scheduled pay dates an employee has. DPS has two pay
frequencies, semi-monthly and monthly.

Process Level: Your location number. Schools process level = school number.

Reporting Period/Pay Period: Semi-monthly hourly employees (work year = 000) are paid
from the 1% through the 14™ paid on the last working day of the month and the 15" through
the end of the month paid on the 15" of the following month.

Time Accrual: Paid time off for sick, personal, and/or vacation.
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