September Payroll Deadlines

Pay dates: September 10 and September 30, 2008.

The deadline to enter positive pay hours for payment on September 10 was September 2.

The deadline to enter absences and positive pay hours for payment on September 30 is September 16 at 5:00 p.m.
The deadline to enter positive pay hours for payment on October 10 is October 1 at 5:00 p.m.

PLEASE MARK YOUR CALENDARS WITH THIS INFORMATION! Also, please do not wait to enter absences and

positive pay hours until the day of the deadline. Do time entry daily or once a week.

Payroll Phone List

The attachment to this emalil is the latest edition of the payroll phone list. This list will show you who your payroll
specialist is for certificated and classified employees by location number. The phones and payroll office are open from
8:00 a.m. to 5:00 p.m. Monday through Friday. We are located at the Eugene Brucker Education Center, Room 1150.

We are happy to serve you ©

Positive Time Reporting

Please do not enter positive time for an employee before they actually work. In other words, do not enter positive time
that may occur in the future. The time must be entered after the employee works it otherwise this could result in an
overpayment to the employee.

Employees No Longer at your Site

If on September 30, you receive a blue pay stub or a brown paycheck and the employee is no longer at your site, please
call your payroll specialist before mailing the check to the employee. The payroll specialist will verify if the check is valid
and if so, will instruct you to mail the check to the employee. If it is not valid, you will be asked to send the check or check
stub to Payroll. Please attach a note to the check as to the status of the employee. Itis very important that you call
payroll with this information.

Verify SAMS Jobs

Please remember to verify on the SAMS system that substitutes (certificated and classified) assigned to your location
actually showed up and worked the assigned jobs. Substitutes will not be paid unless the jobs they worked have been
verified on SAMS. You must verify all jobs in SAMS at the latest by the day before the timekeeper cut-off for each payroll
period. Itis recommended that you take a few moments each day to verify the previous day’s jobs. If you have any
guestions regarding this, please contact the SAMS office/sub desk at 619 725-8090.



September Holidays

There is one holiday in September — Labor Day on September 1. Do not report employee absences on that day! This is a
PAID holiday for classified employees and a non-work day for certificated employees and should be left blank unless an
employee works and is eligible for regular time, extra-time, or over-time.

Sick Leave Reporting

If an employee has not returned to work and was absent due to illness at the end of last school year, please remember to
continue to report sick leave absences on your timesheet. If you do not report the employee as absent, then it appears as
if they have returned to work. If you have questions regarding about this, please call your payroll specialist.

Vacation Accrual and Maximum Accumulation of 328 Hours

In accordance with District policy and Collective Bargaining Agreements, employees can accumulate a maximum of 328
vacation hours. Vacation hours are posted on employee pay warrants.

Employees at or above 328 hours can carry excess vacation accrual forward for use prior to the end of August 31, 2008,
and each August thereafter. Any vacation time that exceeds 328 hours at the end of August will be paid to the employee
on the September pay warrant. Concurrently, the employee’s vacation balance will be reset to 328 hours.

It is the employee’s responsibility to monitor vacation balances to make sure they do not exceed 328 hours as stated in
Collective Bargaining Agreements. Managers and supervisors should also review their employees’ vacation balances. A
manager or supervisor may require an employee to use vacation hours to avoid reaching the maximum accumulation of
328 hours.

Two reports are available to assist employees with timekeeper roles and PAR processing roles. In PeopleSoft navigate to
Human Resources 8.9, Benefits, Manage Leave Accruals, and finally to Leave Balance Reports. Timekeepers should run
these reports on a monthly basis and provide the results to managers/supervisors who will use the information to manage
leave schedules and advise employees. Please run the report now and give to your administrator as this will show who
will be receiving vacation pay on the September 2008 pay warrant.

If you have questions, please contact your payroll specialist or Sue Weir, payroll director, at 725-7717.

September Resignations and Leaves of Absence

Please notify your payroll specialist as soon as possible if you have an employee that is resigning or going on a leave of
absence effective this month. Remember to do a termination or leave of absence PAR.

Review the on-line roster on your timesheet or run your Filled Positions Report to verify your list of current employees. If
a name appears that you know is not at your site, please call or email your payroll technician. If an employee does not
appear on the list and should appear, please call or email your payroll specialist.

We need your help in monitoring this as it will ensure an employee is paid correctly!
Please do not respond to this email as it is informational only! Contact your payroll specialist if you have any
guestions.

Thank-you!
SDUSD Payroll Dept.
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Payroll Phone List

PAYROLL DEPARTMENT MAIN NUMBER 619 725-7725 EFFECTIVE 9/04/2008

CERTIFICATED PAYROLL SPECIALISTS- Monthly and Hourly

Locations 0001 — 0013; 0108 - 0185 725-7727 Dana Chernoy-Brunetto
Locations 0057 — 0073; 0186 - 0301 725-7722 Alice VanCleave
Locations 0075 — 0089; 0302 — 0333; 0341-0343, 0367 725-7729 Anna Marie Villegas
Locations 0090 — 0107; 0334 —0340; 0344-0366, 0368-0499, 725-7728 Norma Velazquez
3637-3753
Locations 0017 — 0055; 0500 — 5996 725-7726 Sherie Redding
Visiting Teacher Payroll (5831 and 5998) 725-7721 Pat Almazan 8:00 am-12:00 pm
Visiting Teacher Payroll (5831 and 5998) 725-7723 Yesenia Mundo 10:30 am - 2:30 pm

CLASSIFIED PAYROLL SPECIALISTS - Monthly and Hourly

Locations 0003 — 0169 725-7712 Margie Warthen
Locations 0170 — 0324 725-7711 Steve Dozier
Locations 0325 — 0369; 3637 — 3753 725-7706 Lori Serrano
Locations 0385 — 0501, 5211 — 5524 725-7733 Denise Hill
Locations 5526 — 5789 725-7709 Arlene Mataban
Locations 0834 — 0896, 8125-8813; 5831 — 5998 725-7710 Lori Wilkinson

Payroll Fax # 619-686-6729

GENERAL INFORMATION

Director, Payroll 725-7717 Sue Weir
Supervisor Classified Payroll 725-7702 Trudy Johnson
Supervisor Certificated Payroll 725-7730 Judy Wind-Walker
Personnel-Payroll Clerk 725-7736 Billie Stanley
Payroll Specialist for Direct Deposit/Workers Comp 725-8146 Catherine Dickens
Payroll Specialist for Wage Withholding Orders 725-8009 Deana Davidson
Administrative Aide 725-7718 Karen Guild
Senior Systems Analyst 725-7735 Cyndi Grape
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