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Summer School Work Hours 
 
When reporting an absence/vacancy, change your work hours from regular to your summer 
school hours.  This will ensure that substitutes get the correct information before accepting the 
assignment.   
 
Note:  Substitutes want to be paid for the total hours showing on the original assignment 
regardless of whether they stayed the duration of the assignment, or not. 
 
Summer School Classification /Assignment  
 
When reporting an absence, do not forget to leave special instructions about your correct 
assignment / classification to ensure that substitute gets the accurate information before 
accepting the assignment.  
 
Timekeeping 

 

The timekeeper will review the job information in SAMS / SmartFindExpress and make 
necessary adjustments/changes due to cancellations, reassignments and changes in work hours 
before automatic transfer of data to PeopleSoft Time & Labor takes effect.  Exception is 
certificated work hours which are adjusted on PeopleSoft T&L.  This process will help avoid 
overpayment / underpayment problems. 
 
Verification of Jobs 
 
Verification of jobs is a very important part of the timekeeping process.  Worked hours will not 
populate PeopleSoft / T&L and substitutes will not be paid unless the jobs they worked have 
been verified in SAMS.  Timekeepers must verify all jobs in SAMS the day before timekeeping 
cut-off date for each payroll period at the latest.  However, it is strongly recommended that 
timekeepers take time each day to verify previous day’s jobs.   
 
When verifying jobs, please remember the step of clicking the “SAVE VERIFIED” button found 
above the heading before printing the list.  It is easy to overlook this step after printing the list. 
This has been a recurring call by sites into the SubDesk. 
 
As a recommended practice, the SubDesk suggests to run the list of all “Finished” and “Filled“ 
jobs backdated 30 days prior, so no jobs are overlooked that need to be verified for each 
timekeeping period.  
 
Jobs that should not be verified; ie, due to “substitute–no show”, must be modified by removing 
the substitute from the assignment.  Please do not cancel the job (absence/vacancy).   
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A.  Timekeeping for Classified Positions 

 
Time reported for classified substitute assignments is based upon the actual hours 
worked onsite, excluding the duty-free lunch.  The duty–free lunch is deducted from 
assignments of substitutes working 5 hours or more per day.  For example, a 
substitute that has worked and will be paid for 6 hours has to show 6 hour and 30-
minute assignment in SAMS.   
 
Time Reporting Code for Classified Assignments:   
 
LSI = Summer School / Intersession Pay (Hourly Rate) 

 
  B. Timekeeping for Certificated Positions 
 

It is extremely important to monitor daily assignments on SAMS / SmartFindExpress.  
A full instructional day of work for visiting teachers is reported in PeopleSoft T&L as 
eight hours.  In cases where the teacher worked for less than a full day, the 
Timekeeper has to make necessary corrections in PeopleSoft T&L after the hours are 
posted. 
 
Note:  There is no long-term pay rate for Summer School 
 
Time Reporting Codes for Summer School Certificated Assignments: 
  
SIVT = VT Summer School / Intersession working as substitute for another teacher / 
5 hours  
 
SIVTL = VT Summer School / Intersession assigned as the primary classroom 
teacher / 5 hours  

 
Preferred List 
 
You may add preferred substitutes to your list.  To add classified substitutes to your Preferred 
List, select "Preferred" next to "List Type", then specify the classification(s), ie., SET's, IA's, 
Clerks, Secretaries, etc.  Note:  If you just select "Preferred" without specifying the 
classification, the system may call classified substitutes for certificated jobs. 
 
Matching Classification between employee and substitute 
 
In the substitute assignment process, the system matches classification (grade level / subject 
area) of regular employee with that of the substitute's. When SAMS does not find matching 
classifications, the following error message appears, "Error: The assigned substitute is not 
available for this job. Job Classification is not in profile." When you see this message, specifying 
or prearranging is not possible without calling the Sub Desk for assistance.  
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You can do the following to expedite getting your preferred substitutes:  
 

1. Check SmartFindExpress and send us a list of your regular employees with classifications that 
need to be corrected.  

 
2. Check with your preferred substitutes to be sure that all classifications they are willing to work 
are showing on their SAMS profile. We will update SAMS as we receive your information.  
 
To be sure that a substitute is qualified to work a certain classification / assignment, check 
PeopleSoft's listing of substitute assignments showing under 5998, or 5831H for Substitute CDC 
Teachers and CDC Assistants.  A substitute will not be paid for any assignment / classification 
not showing on her/his list on PeopleSoft Time & Labor record.  
 
* Under NO circumstance should a substitute be allowed to work without a job number 
verifiable through SAMS / SmartFindExpress.  
 
Confidential Information 
 
When creating "Daily Absence Report", please do not print any information that should not be 
made public. On the "Job Inquiry" screen, click "Create Report". On the Job Report screen, only 
select the items / information that you need.  It is very important 
to de-select External I.D. (Social Security Number) both under Substitute and Employee lists. 
 
Reporting a “Substitute for a Substitute”  
 

1."Substitute for a Substitute" for current date. 
--Modify the long term assignment to start on the day the long-term substitute will be 
back. 

Important:  Click "Update" and verify that dates are correct. 
--Create an absence or open a vacancy for the day(s) the long-term substitute will 
need a "Substitute for a Substitute".  Match job information with those on the original 
job. 

2. "Substitute for a Substitute" needed at a future date. 
--Modify the long term assignment to end on the last day the long term substitute can 
work. 

Important:  Click "Update" and verify that dates are correct. 
--Create new absence or vacancy for the day(s) a "Substitute for a Substitute" is 
needed. 
--Re-create the absence or vacancy to start from the day the long-term substitute will 
be back on the long term assignment.  Match job information with those on the 
original job.  Be sure to prearrange the job with the long term substitute. 

3. "Substitute for a Substitute” for a long-term substitute scheduled to attend training.   
--Create a vacancy and select Professional Development, Code #26 as the reason.  No 
change is to be made on the existing long-term assignment. 
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Attachments:   
• Instruction brochures (Quick Reference Cards) for you as Timekeeper (yellow) and for 

your employees (blue).  
• Application for Certificated Visiting Teacher Service form for contracted teachers 

planning to work as visiting teachers during summer. 
 

______________________________________________________________________ 
 

DIRECTORY 
 

Classified Staffing 
 

Ester Victorio   (619) 725-8114 
 

Certificated Staffing 
 

Elementary Schools  
 

Sonja Elston      (619) 725-8058 
Theresa Chowdhury       (619) 725-8012 

 
Middle Schools  

    
Darin Noyes   (619) 725-8019 

 
High Schools 

 
Connie Velazquez      (619) 725-8049 

Eileen Sandifer     619) 725-8051 
 

 
 

  Substitute Help Desk    (619) 725-8090    (6:30 a.m. – 4 p.m. weekdays) 
 

Teacher Preparation and Student Support Division (Summer School Office)    
Questions can be directed to Rhonda Archard at rarchard@sandi.net or (619) 725-7147 

 
               Substitute Assignment Management System (SAMS)   (619) 297-0304 
 
                              SmartFindExpress URL    https://subweb.sandi.net 

     (SAMS / SmartFindExpress is available 24/7) 
                      

Substitute and Visiting Teacher Resource Site       www.sandi.net/personnel/subs   
 

Link to the job aid for timekeepers to use when verifying jobs in SAMS / 
SmartFindExpress      

http://www.sandi.net/peoplesoft/readandlearn/jobaids/hr/tl/TL_Verifying_SAMS_Jobs.pdf 
 

 
Have a great summer!!! 
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Verifying Jobs in SmartFindExpress (SAMS) 
As part of the district's effort to reduce overpayments, timekeepers will need to "verify" 
in the SmartFindExpress (SAMS) system that substitutes 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 in SAMS. Timekeepers must verify all jobs in 
SAMS by the day before the timekeeper cut-off for each payroll period at the latest. 
However, it is strongly recommended that timekeepers take a few moments each day 
to verify the previous day's jobs. To verify jobs, you'll need to have at-hand the printed 
substitute sign-in sheet for the day(s) you want to verify; then follow the steps below. 
  

1. In the SmartFindExpress (SAMS) system, select Job Inquiry/Reports. 

 
2. In Job Type, select "All". In Job Status, select "Finished". In Sub Status, select 

"Filled". Then enter the date range (Search From date and To date) of the jobs 
you want to verify. If verifying daily, enter the previous work day. Click Search. 

 
Note: If you are a timekeeper for multiple locations, click "More Search Options" 
and in Location, select the location you want to verify jobs for. (Timekeepers for 
only one location need not select a location as it is pre-selected for you.) 
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6/8/2009  

3. Scroll down to view the search results. With your substitute sign-in sheet for the 
date(s) selected above in-hand, indicate the jobs which the substitutes actually 
worked (signed in) in either of the following ways: 

• Manually click the checkbox for each job for which the substitute 
signed in. 

-Or- 

• Click Set All to Verify. This automatically checks all the jobs' 
checkboxes. If not all jobs were actually worked by substitutes, 
remove checkmarks for those you do not want to verify by clicking the 
checkbox. 

 
4. Click Save Verified. 
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6/8/2009  

5. The message "Jobs successfully verified" appears at the top of the screen. The 
verification process is complete and the time for those substitutes will be loaded 
into PeopleSoft Time and Labor. 

 
 

If you have questions or need further assistance, please contact the Substitute 
Help Desk at 619-725-8090. 
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July 2009Reporting Time
1. Navigate to Manager Self Service

Time Management Report Time
Timesheet

2. Enter the Hourly Group ID, individual
EmplID, or Name, or conduct a search by
clicking     .

3. Click Get Employees.

4. Select the desired employee from the list
of search results by clicking the
employee’s name.

5. Date defaults to the Monday of the
current week.  If necessary, change the
date to the day of the week you are
reporting. Click the                 button.

2

4

6.  Enter the number of hours into each
applicable date field.

7.  Use the drop down menu to select the
appropriate Time Reporting Code.  After
entering the information, if you need
additional lines to report time, click
to enter time for another TRC.

     You can only have one TRC per line.

8.  Enter Combo Code (Account Code) if
necessary for employee.  Click the

     to search for Combo Code if not known.

9.  Enter Comments if necessary for em-
ployee.

10. When all of the necessary information is
entered, click

11. Click link to view Reported Time Status,
Reported Hours Summary, or *Balances.

12. To select another employee, click the
        link.

7  8

 910

○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○ ○

1

3

12

5

 

•  To delete a row, click
•  To add a row, click

6

11

11

11

Note: You can view and or report time by Day, Time
Period or Week.

When searching for Substitutes, you must
search by 5998H Group ID and EmplID or
Name.  Name fields are case sensitive.
(Ex: Smith)

Note:

*Balances
You can view employee’s
Vacation, Sick Leave, Half
Pay Sick Leave, Floating
Holiday balances, etc.

As an option, you can also select the
                               ,                     or
                                     ,

links to navigate.
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July 2009

PAYROLL HINTS FOR SUMMER SCHOOL

CLASSIFIED EMPLOYEES:
1. All time worked will be reported in Time and Labor under site’s hourly employees.
2. All employees must have their scheduled hours reported in Time and Labor with the code LSI.
3. To report absences charged to sick leave, or other paid absences, add a row and use regular absence

codes.
4. Sick leave and vacation taken will be charged according to the number of hours worked.
5. Sick leave and vacation accrual earned will be manually added to the employee’s

balances during the summer.

CERTIFICATED EMPLOYEES (excluding Visiting Teachers):
1. All time worked will be reported in Time and Labor under site’s hourly employees.
2. All employees must have their scheduled hours reported in Time and Labor with the code CSI.
3. Report five (5) hours based on the assignment for the July 4th Holiday.
4. To report absences charged to sick leave, or other paid absences, add a row and use regular absence

codes.
5. Sick leave can only be used if the employee already has full-time accrued sick leave.
6. Sick leave earned during Summer School cannot be used at this time.
7. Two entries are required to report a full sick absence for any day of Summer School.  The first entry

should be five hours CSI, reporting the day as worked.  The second entry should be five hours SLF to
report the absence.

8. Absences other than sick leave should be recorded using the same absence codes that are used for
the regular monthly time reporting.  In addition to the absence, five (5) hours of CSI must be
reported.

VISITING TEACHERS:
1. For visiting teachers assigned for the full duration of Summer School (four weeks for elementary

and middles schools), use regular substitute assignment.  Request assignment through SmartFind
Substitute Management  as a vacancy.  Specify site’s Summer School teacher position number.  Code
SIVTL and change to five hours based on teacher’s assignment.

2. For day to day visiting teachers, use regular substitute assignment.  Request assignment through
SmartFind Substitute Management (aka SAMS).  Specify site’s Summer School teacher position
number.  Code SIVT and change to five hours based on teacher’s assignment.

TIMEKEEPING TIPS
1. Read and review Appendix F of the Information Handbook – Summer School Payment and

Timekeeping.
2. Check your staff rosters immediately to make sure all your employees have assignments. If

employees are not listed please contact Dayle Schoonard at (619)725-8121 for certificated staffing
and Nora Rodrigues at (619)725-7750 for classified staffing.

3. Hourly time reporting is different than salaried time reporting (i.e. hours must be entered based
on assignment).

4. Select the hourly Intersession/Summer School assignment on the site timesheet.
5. Adjust the Day to Day visiting substitute hours from 8 to 5 hours per day.
6. All substitute assignments in SAMS must be verified online in order for employee to be paid.
7. Follow guidelines listed above on entering absences.
8. Run weekly Time Summary reports, one copy to be left at Summer School site along with all

timekeeping records, run an additional copy for timekeeper (not assigned to host location) to
have if timekeeping questions should arise.
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How to Run a Time Summary Report

1. Navigate to: Time and Labor > Reports >
Time Summary

2. Click on the Add a New Value tab.

3.  Enter a Run Control ID.  Name the report
something unique that you will remember.
You only need one Run Control ID for each
different report.  Do not keep clicking on
Add a New Value tab each time you run a
report.

4. Click the Add button.

5. In the Group ID field, enter your Hourly
Group ID, or click the   icon and select your
Hourly Group ID.  (For sub report, the Group
ID is 5998H, click the Substitute Assignments
box, and enter the Summer School site
Location Code ex: 0000A)

6. Enter the From and Thru Date for the report
you are running.  Run report weekly

7. Click Save. (Only the first time you are
setting up your report.)

8.  Click Run.

9. Select PSNT as the Server Name from the
drop-down menu.  You only need to do this
the first time you are setting up your report.

10.Click OK.

11. After you have clicked OK, you will be given
a Process Instance Number and returned to
the Report Tab.  When there, click on the
Process Monitor hyperlink to view the status
of the report.

Run weekly Time Summary reports.  One copy to be left at the Summer School
site along with all timekeeping records.  Run an additional copy for timekeeper
(not assigned to host location) to have if timekeeping questions should arise.

2

4

9

11

85

7

10

1

6

3
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June 2009

12. Your report is done processing when the Run
Status reads “Success” and Distribution
Status reads “Posted” (If not, hit the Refresh
button, wait a few moments, 8-10 seconds,
click the Refresh button until they change to
the correct statuses).

13. Click on the Details hyperlink.

14. Click on the View Log/Trace hyperlink.  This
will bring you to a page that shows you three
files.

15. Of the three files, choose the one with the
.PDF extension.  The name of the report will
also contain the number that was assigned to
it in step 11.  Your report will open in Adobe
Acrobat Reader.

NOTE:
Print a copy for Summer School site and for
the Summer School timkeeper in case
questions arise and the Summer School
timekeeper needs to be contacted.

12

13

14

15
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SDUSD PAYROLL SCHEDULE 2009 
 
The district is considered a monthly remitter by the Internal Revenue Service.  As such, employees should report 
earnings during the period in which they are earned and not withhold hourly earnings/time cards to be remitted at a later 
date.  Please be sure to turn in time cards in a timely manner to your timekeeper.  Timekeepers should make sure time 
is being entered daily whenever possible.  Please don’t wait until the deadline date to enter positive hours.  Thank you 
for your support with timely and accurate reporting of employee positive hours, absences and leave. 

 
PAY DAY EARNINGS BEING PAID 

JANUARY 9, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE JANUARY 5, 2009 
AT 5 P.M.  

JANUARY 30, 2009 
MONTHLY SALARIED EARNINGS JANUARY 1-31, 2009 PLUS ALL HOURLY EARNINGS 
REPORTED BY TIMEKEEPER DEADLINE JANUARY 16, 2009 AT 5 P.M. 

FEBRUARY 10, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE FEBRUARY 2, 2009 
AT 5 P.M. 

FEBRUARY 27, 2009 
MONTHLY SALARIED EARNINGS FEBRUARY 1-28, 2009 PLUS ALL HOURLY 
EARNINGS REPORTED BY TIMEKEEPER DEADLINE FEBRUARY 17, 2009 AT 5 P.M. 

MARCH 10, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE MARCH 2, 2009 AT 5 
P.M. 

MARCH 31, 2009 
MONTHLY SALARIED EARNINGS MARCH 1-31, 2009 PLUS ALL HOURLY EARNINGS 
REPORTED BY TIMEKEEPER DEADLINE MARCH 16, 2009 AT 5 P.M. 

APRIL 10, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE APRIL 1, 2009 AT 5 
P.M. 

APRIL 30, 2009 
MONTHLY SALARIED EARNINGS APRIL 1-30, 2009 PLUS ALL HOURLY EARNINGS 
REPORTED BY TIMEKEEPER DEADLINE APRIL 16, 2009 AT 5 P.M. 

MAY 8, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE MAY 1, 2009 AT 5 
P.M. 

MAY 29, 2009 
MONTHLY SALARIED EARNINGS MAY 1-31, 2009 PLUS ALL HOURLY EARNINGS 
REPORTED BY TIMEKEEPER DEADLINE MAY 18, 2009 AT 5 P.M. 

JUNE 10, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE JUNE 1, 2009 AT 5 
P.M. 

JUNE 30, 2009 
MONTHLY SALARIED EARNINGS JUNE 1-30, 2009 PLUS ALL HOURLY EARNINGS 
REPORTED BY TIMEKEEPER DEADLINE JUNE 17, 2009 AT 5 P.M. 

JULY 10, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE JULY 1, 2009 AT 5 
P.M. 

JULY 31, 2009 
MONTHLY SALARIED EARNINGS JULY 1-31, 2009 PLUS ALL HOURLY EARNINGS 
REPORTED BY THE TIMEKEEPER DEADLINE JULY 22, 2009 AT 5 P.M. 

AUGUST 10, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE AUGUST 3, 2009 AT 
5 P.M. 

AUGUST 31, 2009 
MONTHLY SALARIED EARNINGS AUGUST 1-31, 2009 PLUS ALL HOURLY EARNINGS 
REPORTED BY TIMEKEEPER DEADLINE AUGUST 17, 2009 AT 5 P.M. 

SEPTEMBER 10, 
2009 

ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE SEPTEMBER 1, 
2009 AT 5 P.M. 

SEPTEMBER 30, 
2009 

MONTHLY SALARIED EARNINGS SEPTEMBER 1-30, 2009 PLUS ALL HOURLY 
EARNINGS REPORTED BY TIMEKEEPER DEADLINE SEPTEMBER 16, 2009 AT 5 P.M. 

OCTOBER 9, 2009 
ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE OCTOBER 1, 2009 
AT 5 P.M. 

OCTOBER 30, 2009 
MONTHLY SALARIED EARNINGS OCTOBER 1-31, 2009 PLUS ALL HOURLY EARNINGS 
REPORTED BY TIMEKEEPER DEADLINE OCTOBER 16, 2009 AT 5 P.M. 

NOVEMBER 10, 
2009 

ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE NOVEMBER 2, 2009 
AT 5 P.M. 

NOVEMBER 30, 
2009 

MONTHLY SALARIED EARNINGS NOVEMBER 1-30, 2009 PLUS ALL HOURLY 
EARNINGS REPORTED BY TIMEKEEPER DEADLINE NOVEMBER 16, 2009 AT 5 P.M. 

DECEMBER 10, 
2009 

ALL HOURLY EARNINGS REPORTED BY TIMEKEEPER DEADLINE DECEMBER 1, 2009 
AT 5 P.M. 

DECEMBER 30, 
2009 

MONTHLY SALARIED EARNINGS DECEMBER 1-31, 2009 PLUS ALL HOURLY 
EARNINGS REPORTED BY TIMEKEEPER DEADLINE DECEMBER 16, 2009 AT 5 P.M. 
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