
2022 - 2023



• 2022 – 2023 Pay Schedules
• Clocking In/Out Access
• Time Sheet Approvals
• Time-Off Requests
• Extra Duty Pay Requests
• Courtesy Funds
• May Stipends
• Substitutes
• Payroll Web Page-Resources
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Skyward Mobile Access App
Mobile Phone

Time Clock
Skyward Employee Access 
True Time Quick Entry

Desktop or Laptop

Skyward Mobile Access App Instructions Skyward Employee Access True Time 

Quick Entry Procedures
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https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Departments/Payroll/Skyward%20Mobile%20Access%20App%20Procedures.pdf
https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Skyward%20Employee%20Access%20True%20Time%20Quick%20Entry%20Procedures.pdf


• Updated Training/Time Clock 
Agreement Form
• Sharyland ISD Time Clock Agreement

• Select appropriate job when clocking 
in/out

• Notify supervisor of adjustments

• Review and submit weekly
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https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Departments/Payroll/Time%20Clock%20Agreement.pdf
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• Approval Due Date: 

MONDAY-12 NOON



Time Sheet 
Approvals
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• Approve ASAP



• Prior approval from Supervisor

• Extra Duty Laserfiche Pay Request Form
• Payroll Web Page(form link)

• Log in to Laserfiche

• Complete and correct

• Non-exempt – attach timesheet

• Complete work before submitting

• Submit weekly

• Submit by Payroll Due Date

Laserfiche Extra Duty Pay Request 2022-2023
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https://forms.sharylandisd.org/Forms/ExtraDuty


Time Sheet 
Approvals
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• Google Form-e-mailed 
to campus 
Principal/Secretary-
8/05/2022

• Employee electronic 
reply DUE to Payroll-
9/02/2022

• September and October 
payroll deduction



• 2022-2023 Salary and 
Stipend Pay Rate Structure

• Email spreadsheet 
template to Campus 
Principal/Secretary–
10/3/2022

• DUE to Payroll –
10/28/2022
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• Assigned Job #
• Accurate and Timely Recording

• 20 Day MAX

• Number of Absent Teachers
=

Number of Subs on Campus

• Corresponding Teacher Time Off

VERIFY

VACANCY

SEMS
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• Pay Schedules
• Payroll Guides

• Skyward How-To

• Employee Access
• True Time
• Time Off

• Internal Revenue Service
• Teacher Retirement System of Texas
• District Payroll Forms available in the 

For Staff, District Forms page
• Contact Information
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