
 

 

Red Box on LEFT– this is your primary position that is being annualized. The Sal. $ is your gross salary per pay period. 
Determined by figuring your yearly salary as follows: 
         # of req’d work days per school year  X # of req’d work hours per day X hourly rate of pay = annualized salary 
                     Then, divided annualized salary by # of pay dates per school year (24) = gross salary per pay period. 
 
Green Box – annualized salary pay dates. Annualized salary is typically paid in advance. 

Yellow Box – Hours worked over your scheduled hours that are not overtime rate of pay (Gap pay). Meaning the 
employee did not physically work more than 40 hours (typically used leave, unpaid day in work week, or worked less than 
40 hours) 
                1st pay date: previous month 1st – 15th 
               15th pay date: previous month 16 – 31st 
 
Blue Box – Hours worked over your scheduled hours that are overtime rate of pay. This is the time the employee 
physically worked over 40 hours in the work week. 

1st pay date: previous month 1st – 15th 
               15th pay date: previous month 16 – 31st 

 
Red Box  on RIGHT– Unpaid leave taken and docked from annualized salary 

1st pay date: previous month 1st – 15th 
               15th pay date: previous month 16 – 31st 

 

Current – this is your gross pay = annualized salary + Gap Pay + Overtime Pay – Dock Pay 
 
 
 
 
 
 
 
 
How to determine Gap Pay and Overtime Pay: 
 

Login to Time and Attendance -> Select Work Detail -> enter previous month dates (in this example I’m entering 
8/16-8/31/25) -> Run Report 

 



 
 
This report will pull up showing how each day’s hours are calculated. 

Regular indicates scheduled work hours 
OT15 indicates overtime wages 
GAP indicates time over scheduled hours at regular wage 

 
We use 7/8 rounding rule so time is converted as follows: 

.15 = .25 (15 minutes) 

.3 = .5 (30 minutes) 

.45 = .75 (45 minutes) 



 
 


