Poujro“ & BWA

José Chang — Senior Payroll and Benefits Analyst

Lisa D. Martin — Payroll and Benefits Manager




Where Can | Find Injormation?

* SCOE Website — Payroll & Benefits Page

https:/ /www.solanocoe.net/ Administrative-Services--Operations / Payroll--
Benefits/index.html

* Employee Portal
* Stores prior 12 months of paystubs (rolling 12 months)
* Prior year W-2’s
* Most up-to-date leaves

* Payroll Calculator
* Tool to help update your tax withholding

Must be paid at least one time before being able to access the Employee Portal


https://www.solanocoe.net/Administrative-Services--Operations/Payroll--Benefits/index.html
https://www.solanocoe.net/Administrative-Services--Operations/Payroll--Benefits/index.html

All timecards must be turned in to your Administrator bv the last working dav of the month to receive pavment

SOLANO COUNTY OFFICE OF EDUCATION (SCOE) TIMECARD

on the following month’s payroell. Instructions for completing timecard are on SCOE’s website.

Name:

NOE Hours:
Type of Pay: (Place “X" in appropriate box — please report only ene type of pay per timecard.)
Extra Hours/Days

For Extra Hours Choose One: Pa}'%m{ted D Compensatory Time Requested D
Select appropriate box for type of pay

John Smith

-

Work Hours: Start 8:00
(:_

To be Completed by HR
EMP ID Initial
Position: Paraeducator
Range/Step Daily / Hourly
End 230 < [Contracted hours w/
——=Start and End times PayRate  Longevity

Short Term D

Substitute D

Lift D

un
-
Y

=]

To Be Completed by Manager/

No Teacher Sub D ESY/FLEX D Interpreter D

Minus | Hoursor | Leave Blank b g - - o
Date | Time | Time Duty- Davs for Pavroll Work Description & Location TE é 5 E é ::_ *i_- ;
In Out Free Warked | Department = 7 - (& s = 2 = _
Lunch ST | O/T = = . ) %
5/9/23 | 2:30 | 3:00 0.5 New Hire Onentation

[N

\

\

\

\

\

\

Y
Add only hours outside Provide clear description of
of contracted time, work being done
rounding to the nearest
5 minutes
Add up all hours to be

paid

Total Hours / Days:

0.5 <

Comments/Bill back to

I hearby certify that this is a true and accurate statement of time worked:

Employee Signature:

Manager Signature:

<

Pavroll Calculations:

Date:

Date:

—
—

Sign and Date

Revised Nov 2019




Timesheet Due by

2023-2024 Payroll Dates

Timesheet Period Worked 5:00 PM Pay Date Pay Type(s)
Timesheets from Prior Fizcal Year (June
Jume 1 - June 30, 2023 BAN2023 TI20/2023 | 2023)
Summer Amrears 2022-23 Payment 11-
math and 124 employees (No gross
728/2023 | earnings or deductions)
TI31/2023 12 Month Position Pay 2023-23
11- and 12-Month Position Pay,
July 1-July 31, 2023 TIA2023 8/31/2023 | Timesheats
11- and 12-Month Positicn Pay,
August 1-August 31, 2023 BI31/2023 929/2023 | Timesheels
11- and 12-Month Position Pay,
September 1-September 30, 2023 Q22023 1003172023 | Timesheeats
11- and 12-Month Positicn Pay,
Oetober 1-Octobar 31, 2023 1003142023 1173072023 | Timesheats
11- and 12-Month Positicn Pay,
Novemnber 1-Movember 30, 2023 11/30/2023 1212272023 | Timesheeats
11- and 12-Month Positicn Pay,
December 1-December 31, 2023 12/22/2023 13172024 | Timesheals
11- and 12-Month Positicn Pay,
January 1-January 31, 2024 173172024 212972024 | Timeshesets
11- and 12-Month Position Pay,
February 1-February 29, 2024 2292024 32912024 | Timesheets
11- and 12-Month Positicn Pay,
March 1-March 31, 2024 22024 413072024 Timesheeats
11- and 12-Month Positicn Pay,
April 1-April 30, 2024 FIW2024 53172024 | Timesheals
11- and 12-Month Position Pay,
May 1-May 31, 2024 S/31/2024 &/28/2024 | Timesheats
June 1-June 30, 2024 B/2RI2024 TH9/2024 | June 2024 Timesheets




How o Read Your ijbfula - Regu[ar

Page 1 of 1
PLEAEE DETACH AND RETAIM THIS STATEMENT FOR YOUR RECORDSE
Solano County Office of Education - 050 DEPOSIT NUMBER ACH
PAY PERIOD 06/01/2023 THROUGH 06/30/2023 WITHHOLDING: FEDERAL [S 0] STATE [S 0: 0] ISSUED 06/30/2023
| EMPLOYEE HNAME EMPLOYEE # SALARY PLACEMENT PAY SITE TYPE |
17 2 MAIL-PAYROLL USE DMLY CLASS
l PAY DETAIL UNITS RATE EARNINGS Deductions/Contributions | Employer Employee
PARAEDUCATOR, SPECIAL E 231876 Description Current Currant ¥TD
COVID STIPEMD 2091 | ++SUMMER WiH 151,38 1.416.30
VACATION 0.70 150.29 10540 | FEDERAL TAX ad 41 824.00
MEDICARE 3766 37 66 260,90
s 2337 161.91
SOCIAL SECURITY 161.02 161.02 1.115.51
ETATE Tax 27.97 227 .28
* FERS FEFRA 615,01 193,93 1.329.04
* KAISER MEDICAL 1,081, 76 82.01- 4472 .45
* TSA 403B 200.00 1.200.00
CSEA CHAPTER DUES 4.00 24.00
CESEA DUES 36,36 209 44
TSA FEES 1.82 10,92
| PAY SUMMARY DEMTAL INSURANCE 113.23
TB Expiration: 03/04/2024 GROSS PAY MET PAY VISION INSURANCE 26,95
Cradential CURRENT: 251507 1,665.16
Expiras ¥TD: 18434 82 1181703
Credential ++ Fiscal YTO
Expiras: * Pre-Tax Deductions
| IMPORTANT MESSAGES
TOTAL 203563 849,91 7.221.84
LEA
SICK, LEA'I.I'E_‘iH SB-114
Beg Balance 1182750 24 (000-
Earned
Usages/Adj &.0000-
End Balance 112.2750 H 24.0000-H




Solano County Office of Education - 050
PAY PERIOD 06/01/2023 THROUGH 06/30/2023

Additional Duty

PLEASE DETACH AND RETAIN THIS STATEMENT FOR YOUR RECORDS

DEPOSIT NUMBER ACH-(

WITHHOLDING: FEDERAL [S 0] STATE[S 0: 0] ISSUED 06/30/2023
| EMPLOYEE NAME EMPLOYEE # SALARY PLACEMENT PAY SITE TYPE |
17 2 MAIL-PAYROLL USE ONLY CLASS
| PAY DETAIL UNITS RATE EARNINGS Deductions/Contributions | Employer Employee
EXTRA HOURS 0.7s 21.47 16.10 Description Current Current YTD
INTITRMS | 126.00 2.00 252.00 | ++SUMMER WiH 1,416.30
WO TEACHER SUB PAY 1.50 2.00 3.00 | FEDERAL TAX 66.30 890.39
SHORT TERM REG EE 11.42 2147 24519 | MEDICARE §.49 B8.49 260,39
SUB CLASS S NC 2.00 11.56 2312 f =Dl 5.27 167.18
SUB CLASS10C 2.00 311 46.22 | SOCIAL SECURITY 3631 38.31 1,151.82
STATE TAX 15.69 24297
* PERS PEPRA 78.02 24,60 1,353.64
* KAISER MEDICAL 442 45
" TSA 4028 1,200.00
CSEA CHAPTER DUES 2400
CSEA DUES 209 .44
TSA FEES 1092
[ PAY SUMMARY
TEB Expiration: 03/04/2024 GROSS PAY NET PAY
Credential- CURREMNT: 585.63 428.97
Expires: YTD: 19,020.45 12,246.00
Credential: ++ Fiscal YTD)
Expirss: * Pre-Tax Deductionsy
| IMPORTANT MESSAGES
TOTAL 122.82 156.66 T7,378.50
LEAVES
SICK LEAVE SB-114
Beg Balance 1182730 24 0000-
Eamed
Usages/Adj 6.0000-
End Balance 1122750 H 24 0000-H




Corumon Paycheck Depcriptions

Dock Pay Hourly Rate
Dock Pay LTSL 5

EXHRS 5 NC {used with EX HRS 10C)

EX HRS 10 € (used with EX HRS 5 NC)

EXHRY 15 NC

EATRA HOURS

INT/TRANS |

INT/TRANS I

[t Pay

No Teacher Sub Pay

0T AA DEG/QT BA DEG/OT DOCTORATE/QT PROF GROWTH
OUT OF CLASS NC

Salary dock at regular hourly rate

Dock at SOZ of hourly rate due to illness/medical leave

Overtime - less than 40 hours in a week, extra hours at 507% pay, not creditable to CalPERS
Overtime - less than 40 hours in a week, extra hours at hourly rate, creditable to CalPERS
Overtime - extra hours over 40 in a week, not creditable to CalPERS

Extra hours less than 40 hours in a week, creditable to CalPERS

Interpreter/Translator Level | §2.00

Interpreter/Translator Level I §3.00

Transportation only - Lift Pay §2.00

No sub teacher §2.00

Additional stipend pay (hourly rate) for hours over 40 in a week

Hours worked in a position other than your own, not creditable to CalPERS



Corumon Paycheck Descriptions

SHORT TERM' 5 NC (used with SHORT TERM 10 () Overtime - less than 40 hours in a week, extra hours at S0Z pay, not creditable to CalPERS
SHORT TERM 1.0 C (used with SHORT TERM 5 NC) Overtime - less than 40 hours in a week, extra hours at hourly rate, creditable to CalPERS
SHORT TERM 15 NC Overtime - extra hours over 40 in a week, not creditable to CalPERS

SHORT TERM REG EE Short term assignment hours less than 40 hours in a week, creditable to CalPERY

CERT DAILY Daily per diem rate certificated

ADDIL CERT HOURLY Additional certificated services hourly pay rate

EXTRA DUTY PD Hourly per diem rate certificated

DOCK EXTND ILLNESS Dock pay at daily sub rate

DOCK DAILY PAY RATE Dock pay at daily per diem rate

UNIFORM Value of uniforms creditable for Classic CalPERS members



	Payroll & Benefits
	Where Can I Find Information?
	Slide Number 3
	Slide Number 4
	How to Read Your Paystub - Regular
	Additional Duty
	Common Paycheck Descriptions
	Common Paycheck Descriptions

