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1. Fill in your name — First then last name
2. Fill'in the LAST 4 digits of your Social Security number
3. Enter school location number
4. Ender date
5. Complete Date column
6. Enter Hours worked
Example:
a. If you worked one hour and 15 minutes, enter 1.25
b. If you worked 1 hour and 30 minutes, enter 1.5
¢. I youworked 1 hour and 45 minutes, enter 1.75
7. Enter account number
8. Ender job description: ex: after school tutoring
5. Sign on employee line
10. Have Supervisor sign
11. Forward to Human Resources to get HR Approval
12, After all signatures are obtained, forward to Payroll for processing
13. Please refer to payroll schedule for cut off dates
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