Period Start | Period End | Date Issued | Bldg/Pay Type Social Sec, £ Emplovee Name
09/16/25 09/30/25 09/15/25 2050D Deposit

Joh Duties Reg a.T. Dock Current CalYTD Total | Deductions
0-Advwumistrative Assistant 25 1.75 1,686_45 £,588._3
Sal: §1622 87 B 22 13 BB 23 20
r 20,944 _ 21
Fross Pay 1, ,6086_459 27,532 _51

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)

1% pay date: previous month 1t — 15%

15%™ pay date: previous month 16 — 31

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.

1% pay date: previous month 1t — 15t

15" pay date: previous month 16 — 31°

Red Box on RIGHT— Unpaid leave taken and docked from annualized salary
1°t pay date: previous month 1%t — 15"

15 pay date: previous month 16 — 31t

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



VIEWING AS )
Time & Attendance v  0zark School District R6

REVIGRTICON @ » WORK DETAIL
fal Home Work Detail
| Ll Reports 5
Date Range: Display Options: Filter By:
Weekly - [] Hide Work Week Summary Events and Wages
[C] Hide Days
Custom Date Range +| [ Hide Day Details

] Hide Day Totals

08/16/2025 08/31/2025 [ Hide Job Summary
Hide User Signature Line
Hide Manager Signature Line

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)

v



Dates Events Wages

DURATION HE DURATION WAGE CODES
DAY LOCATION & JOB SCH  TOTAL  PAD | CODE  TYPE ™ out TOTAL  PAID TYPE DUR
PETINTR ) 06:00 07an | o700 | ET | Sign | 10:15AM 05:15 M 0700 | 0700 | REGULAR o700
A Admin Asst In/Out TG 1T AMACTLE! | 0520 PR ACius!
Mon 0r1g Total 0800 LR A w07 o7:00
neats (D 0800 1045 | 1045 | ET Sign | OTA0AM 0545 FM 10:45 | 10:95 | REGULAR 10:15
Adcimin sl INOul | OTOOAMAGUS | GOS0 FAAGLS
Tue D113 Total 0800 1045 s 015 1015 10:15
weaonzo  (EEETREED 0800 ceon | oB00 | LW Scheal 0E00 | 0800 | OUTOFOFFICE_CONF 080
A Achmin Azt Bus
AthliAzt
ed 08720 Total 0800 100 0s00 100 0500 03:00
0800 Le30 | 0830 | ET | S| OTA1SAM 0345 PM 0E30 | 0E30 | REGULAR 080
Acimin st INul | OFTAMACHS! | 0340 FUAGLE

IN: “empioyes signed i iare”

T8 "ampioyee signed n a 5 instead of -5 DB

08:00 tes0 | 0s50 0E30 | 0830 0350
08:00 oeoo | oe0o | ET Sig | O700AM 03:00 PM 0E00 | 0800 | REGULAR 0B:15
Ahdmin Asat INOul | OTODAMACUS | 0250 FidAchus!
I oT1s 0145
Fri 022 Total 05:00 ts00 | 000 0500 0800 03:00
‘Work Week 0817 - 0823 Total 40:00 41:43 41:43 4143 4145 41:43
wonoses (D 0B:00 oEon | oBa0 | ET Sign | OTO0AM 03:00 PM OE0O | 000 | REGULAR 0800
A ddmin At INOul | OTOTAMAGUS( | G307 EAfAGS!
Man 03125 Total 05:00 ts00 | 000 0500 0800 03:00
necsze (D 0800 ceon | osao | ET Sigm | OTASAM 03:15 PM QE00 | 0800 | REGULAR o800
A Admin Asst INOul | O70BAMAGUS( | G316 EAAcuS
Tue 08126 Total 0800 ts0 | 0500 B0 0800 0300
a7 - 0800 oets | oets | ET Sign | OT0AM 0315 PM 0B:15 | 0B:15 | REGULAR 0815
Ahdmin Azt INOul | OTOTAMACUS | 0315 FidAcS
0800 s oS wE1s | 08s 03115
_ 08:00 0815 | oBs | ET Sign | OTA0AM 03:15 PM 08:15 | 0B:15 | REGULAR 0815
A Admin At INOul | OTSDAMAGUS | G313 EAfAcuS

IN: "empioyee forgal fo sign in®

TE: “empioyee clocked i1 2t 7am”

08:00 0815 015 815 08:15 05:15
08:00 Ly PTO 04:00 04:00 | REGULAR 0330

AAdmin Asst
ET Sign 07200 AM 10:45 AM 0345 0345 § GAP 015

IndOut DEEFAMWACE | 10535 AM ACLE

FERSOMAL 0400



