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After the PA or PC has entered the data for W-2, 
Life Insurance, etc. in the system they pull the PR 

data from HR into the payroll system.  TC are 
used by non-exempt employees.  Auxiliary, 

Substitutes, Extra Pay is paid semi-monthly.  CT 
is earned in designated positions.  CT is  

maintained in EA. The PA or PC uses a WS to 
pay difference on TC.  Pulls the WS into the PR 

system .  Payroll is calculated. PR is reviewed by 
PA/PC(opposite who prepared) prior to final 

calculation/processing. Various reports are run at 
this time.

TC

PA-Payroll Accountant
PC-Payroll Accounting Clerk

PR- Payroll
TC- Time Card / Sign-in Sheet

CT- Comp Time
WS- Worksheet

DD- Direct Deposit
AC-Accounting Clerk

CFO-Chief Financial Officer
DA-Director of Accounting

EA-Employee Access (Skyward Module)

PR Summary

PR-Empl Secq

Check Summary

Pay Checks

Filed in Payroll

PR files are 
backed up 

through regular 
network back up 

procedures

Funds to 
Employee account

Data file uploaded 
to bank portal for 
DD authorization

by PA/PC.

Mail to 
Employee

Bank Fed ACH 
Report from bank

Filed in Payroll

Filed Alpha

PA/PC prepares 
Payroll Registers, 
Payroll Transfers 

and taxes info
For DA.

Payroll Registers, 
Payroll Transfers 

and taxes info

DA reviews PR 
registers and 
processes PR 
transfers and 

taxes.

Filed

Comp Time 
Earned/Used 

entered by 
Employee in EA.

PA reconciles voluntary deductions, 
TRS payments and other payroll 

deductions.  Check requests go to A/P 
Specialist and DA.

Check Requests

A/P Specialist issues 
checks following AP 
Procedures for all 
payroll deductions 

except the wire 
transactions that are 
processed by DA for 

TRS and Cafeteria Plan 
payments including 

annuities.

Payroll Frequency:
Teachers/Professionals – Monthly
Auxiliary, Substitutes, Extra Duty – Semi-Monthly

Quarterly, DA 
prepares 941 

reports.

941 reports are 
approved by 

CFO

Reviewed / 
approved by 
Supervisor.

Reviewed / 
approved / 

summarized by 
PA or DA 

June and December 
employee/supervisor 

request payment

PA or DA provides 
to PC for 

processing in July 
and February.

Pay Checks are reviewed / 
stuffed in envelope by AC.


