
Tim esheet  Ent ry in  HCM :

Using Timesheet Entry to 
ensure proper pay distribution 
for CCSD employees



DISCLAIMER:
This in form at ional  Saba presentat ion wi l l  focus on ly on  the 

cor r ect en tr y  of  Tim e in  the H CM  Sys tem  ( n ot Abs en ce) .

I n  addition ,  becaus e th is  pr es en tation  is  in  r egar ds  s olely  to 
T im es heet E n tr y  an d i ts  di r ect ef f ects  on  CCSD payr ol l ,  we wi l l  not  
be dis cus s in g other  por tion s  of  the H CM  Sys tem  ( s uch as  B en ef i t 

Detai ls ,  the CCSD School  B udget P lan n in g T ool ,  T aleo,  etc.)  at th is  
tim e.



QUESTIONS ABOUT THIS SESSION:

Please use the Chat  Area (on the lef t  side of  t he screen) when 
dir ected. W e wi l l  des ign ate cer tain  por tion s  of  th is  s es s ion  f or  

Q& A.

P leas e hold an y ques tion s  you have about T im es heet E n tr y  un ti l  
the end of  t he session ,  when  we wi l l  have an  open  f or um  f or  

ques tion s  r egar din g each of  the s ubjects  dis cus s ed.



TRAINING RESOURCES

Supplem ental  t rain ing videos and docum entat ion regarding 
T im es heet E n tr y  have been  m ade avai lable on  t r ain ing.ccsd.net  

( via R es our ces  > H CM ) . T hes e con tain  m or e detai led in f or m ation  
r egar din g the topics  that wi l l  be dis cus s ed dur in g th is  Saba 

s es s ion . 



Agenda During the course of this session, you will be provided 
with . . .

● A review of the definition of Time and TRCs in 
the HCM System

● A comprehensive understanding of how entries 
in the Timesheet impact CCSD payroll

● Updated information on Substitute and Prep 
Buyout time entry

● Additional resources that can be accessed at 
any time to assist with Timesheet Entry 
questions and procedures

● Information on where to direct questions and 
how to report issues with payroll information or 
the HCM System



Understanding Tim esheet  Ent ry



Def in ing Tim e 
in  the H CM  

Sys tem

● Time is anything that is additional to an employee’s 
regular schedule (for exception-based employees) or 
regular hours for a positive-pay employee

● Time is entered in the Timesheet using Time Reporting 
Codes (TRCs)
* Depending on the TRC being used, Time is typically 
entered in Days (i.e. full-day/half-day for Certified) or 
Hours (i.e. regular hours for Support Professionals)

● Examples include Overtime, Extra Instruction, Prep Buys, 
Comp Time Earned, Regular Hours (for Temporary 
employees), etc.
* Comp Time Taken is also considered to be Time, as it 
is not deducted from any contractual leave balances (i.e. 
Sick or Vacation) and must be earned before it can be 
taken



Understanding 
T im e R epor tin g 
Codes  ( T R Cs )

● Each employee group (Administrative, Certified, Support 
Professional, School Police, Substitute, Temporary) has its 
own specific set of TRCs

● Some TRCs can be entered by the employee in their own 
Timesheet, but certain TRCs can only be entered for an 
employee by:
* The Timekeeper
* An MSS L1 Reviewer
* An MSS L2 Approver

● Each TRC has a specific calculation attached in order to apply 
the correct rate of pay for the Time being entered (acts as a 
unit of measure) -- can determine PERS impact

● TRCs do not impact the approval routing or funding for the 
Reported Time

● Additional resources can be found on training.ccsd.net



TRCs, Locat ions, and Com binat ion Codes

Field Name Does: Does NOT: If Left Blank:

Time Reporting Code (TRC) - Determine pay rate
- Determine units of Time 
entered

- Determine approval 
routing
- Determine funding source

The TRC dropdown cannot be 
blank when submitting Time.



TRCs, Locat ions, and Com binat ion Codes  ( con t’ d.)

Field Name Does: Does NOT: If Left Blank:

Time Reporting Code (TRC) - Determine pay rate
- Determine units of Time 
entered

- Determine approval 
routing
- Determine funding source

The TRC dropdown cannot be 
blank when submitting Time.

Location - Determine approval 
routing (L1 Reviewer and 
L2 Approver) for Time 
entered

- Determine pay rate / unit
- Determine funding source

Time will route to Primary Location 
for approval; OR if the employee is 
a substitute, Time goes nowhere.

Substitute employees (Certified or 
Support Professional) require a 

location code to be entered in order 
for their Time to be approved and 

paid



TRCs, Locat ions, and Com binat ion Codes  ( con t’ d.)

Field Name Does: Does NOT: If Left Blank:

Time Reporting Code (TRC) - Determine pay rate
- Determine units of Time 
entered

- Determine approval 
routing
- Determine funding source

The TRC dropdown cannot be 
blank when submitting Time.

Location - Determine approval 
routing (L1 Reviewer and 
L2 Approver) for Time 
entered

- Determine pay rate / unit
- Determine funding source

Time will route to Primary Location 
for approval; OR if the employee is 
a substitute, Time goes nowhere.

Combination Code - Determine funding 
source (budget 
information) for Time 
entered

- Determine pay rate / unit
- Determine approval 
routing

Time will be paid for based on the
employee’s job data—leave blank 
unless using alternate funding.  



Addi t ional  Jobs in  HCM  (M ul t iple Tim esheets)

Empl Record: 
• 0 = Primary Job
• 1, 2, 3, 4, etc. = Secondary Jobs

Primary Job

Secondary Jobs



Searching in  Tim esheet  Ent ry

Search employees by Workgroup

CERTSUB = Certified Substitutes, CERT = 
Certified, SUPFT = Support Full-time, etc.

Search employees by Empl Record

0 = Primary Job
1 or higher = Secondary Job(s)

Search all employees at your site

Leave your 4-digit location code entered in the 
Location Code field



Searching f or  Subs ti tutes  in  T im es heet E n tr y

Leave Location Code 
field blank

• Subs are not located at your site

• Subs can be searched by first/last name, 

Employee ID, etc.

 This information can be found in the 
SmartFind Sub Roster



Using Approval  Chain to E n s ur e Accur acy



Using Payable Tim e to E n s ur e Accur acy

Payable Time tab: Examples of Payable Time statuses:



Tim esheet  Ent ry Cor rect ions



Incor rect  in form at ion on an em ployee’ s 
T im es heet can  r es ult in  . . .

● Underpayment — Not accounting for Regular 
Hours for Support Professionals/School
Police

● Overpayment — Making corrections on 
Timesheet without removing the incorrect 
entry

● Retro triggers — Removing an entry that was 
already approved and paid (in a previous 
period) and triggering an automatic 
adjustment in pay

● Incorrect pay rates — Using the wrong TRC 
for an entry and therefore entering the wrong 
rate of pay 

● Approval being sent to the wrong location —
Wrong or missing location code for Timesheet 
entries route to the wrong L1 Reviewer / L2 
Approver for approval

● Payment coming from the wrong location —
Wrong combination code is entered for Time and 
therefore comes from the wrong budget/funding 
source



M ore Inform at ion About  Tim esheet  
Cor r ection s



Tim esheet  Ent ry Procedures:
Repor t ing Tim e for  Subst i t utes



Pay Rate Sum m ary w i th TRCs for  Subst i tutes



Requi red Inform at ion for  Subst i t ute 
T im es heets



Suppor t  Professional  Subst i t ute

After selecting the Job Title- SUPPORT STAFF SUB, the hours worked each day are entered in the row using 
the TRC:  SUBS-Substitute Pay-Support to calculate the correct hourly pay rate ($9.31).  In this example, the 
Support Professional Substitute did not work Tuesday.



Suppor t  Professional  Subst i t ute (SPTA SUB)

After selecting the Job Title- SPTA Sub, the hours worked each day are entered in the row using the TRC:  
SUBS-Substitute Pay-Support to calculate the correct hourly pay rate ($10.73).  In this example, the Support 
Professional Substitute did not work Tuesday.



Suppor t  Professional  Subst i t ute - M ultiple Jobs

For Support Substitutes with multiple jobs, select the correct "Job Title" to ensure time is reported on 
the correct timesheet to calculate the correct hourly pay rate.



Suppor t  Professional  Subst i t ute - M ultiple Jobs

Pay rate is $10.73 
for this Job Title

Pay rate is $9.31
for this Job Title



Subst i t ute Teacher  - Abs en ce ( F ul l  Day)

Example 1: Full Day using TRC of SUBA (daily rate of $90.00)

Example 2: Full Day using TRC of SUBA (daily rate of $90.00) and TRC of SUBAE for East/Northeast 
school (daily rate of $110.00)



Subst i t ute Teacher  - Abs en ce ( H al f  Day)

Example showing Half Day using TRC: SUBA (daily rate of $90.00)



Subst i t ute Teacher  - L on g T er m  ( F ul l  Day)  
s tar tin g on  the eleven th day

Example 1: Long Term Full Day using TRC SUBAL (daily rate of $100.00)

Example 2: Long Term Full Day at East/Northeast school using TRC SBALE (daily rate of $120.00)



Subst i t ute Teacher  - V acan cy ( F ul l  Day)

Example 2: Vacancy Full Days at an 8-Hour school using TRC SUBV8 (daily rate of $133.36)

Example 1: Full Day using TRC SUBV (daily rate of $110.00)



Subst i t ute Teacher  - E x tr a H our

Extra hours can be used for:
- Early bird classes
- Late bird classes
- Prep Buys (only to be used for Long-term and Vacancy subs)

Example: Four Vacancy Full Days using TRC SUBVL (daily rate of $150.00) and two Extra 
Hours using TRC SUBVX (hourly rate of $20.83).

Note: No School Monday 1/20 - MLK Day observed.



Subst i t ute Teacher  - M ultiple Jobs

Substitute with multiple jobs must select the correct "Job Title" to ensure time is reported on the 
correct timesheet and then the correct TRC must be selected to calculate the correct pay rate.

After selecting the Job Title-SUB, TEACHER, select the correct TRC for that job at that location to 
calculate the correct pay rate. In the example, all TRCs are SUBA at all locations worked.



Tim esheet  Ent ry Procedures:
Prep Buyout



In form at ion on Prep Buyouts

Important things to remember when entering Time for Prep Buyouts:
- Enter the Time on the correct job 
- Use the correct Empl Record and Job Title to determine which Timesheet to use
- Job Titles have been updated to make it easier to differentiate between jobs and determine 

which Timesheet to use when entering Time



Prep Buyouts w i th Separate Funding Ent i t ies

Secondary Jobs in HCM now reflect the appropriate funding entity. Examples include:
• Title I
• Special Education
• Zoom Minutes
• ELL
• CTE

If you have questions about missing or incorrect job information for jobs funded by an outside 
source (i.e. Title I, Special Education, Zoom Minutes, etc.), contact the funding entity directly 
for assistance.

• Contact Grants regarding all grant-funded positions (ELL, CTE, Zoom). 
• Contact Title I and Special Education regarding their respective Secondary Jobs. 



Prep Buyout  - P R E P A

1. Select the correct job (Empl Record 0 for Primary Job).  

2.     Use value of 1.00 and TRC of PREPA - Prep Buyout - Absence.  



Prep Buyout  - P R E P V

1. Select the correct job (Empl Record 0 for Primary Job).  

2.     Use value of 1.00 and TRC of PREPV - Preparation Buyout (Vacancy).  



Prep Buyout  - Secon dar y  Job thr ough a Gr an t

1. Select the correct job (Empl Record 1 for Secondary Job).  

2.     Use value of 1.00 and TRC of PREPB - Preparation Time Buyout.  



Tim esheet  Ent ry Procedures:
Posi t i ve- pay Em ployees



Tem porary Em ployee - R egular  H our s

Select the correct "Job Title" to ensure time is reported on the correct timesheet to calculate the correct 
hourly pay rate.  In this example the employee is a Para Pro-CTT.

Enter the time worked each day with the TRC:  REGT-Regular Non-PERS



Need help?

● QUICK-IT APP
○ Access via desktop icon or quickit.ccsd.net

● EMAIL PAYROLL CONCERNS (payrollconcerns@nv.ccsd.net) with
○ Name of affected employee
○ Employee ID
○ Employee group (Certified, Support Professional, Substitute, etc.)
○ Location / department name
○ Description of problem (under-payment, over-payment, missing holiday, wrong pay rate, etc.)
○ Date(s) affected

● USER SUPPORT HELP DESK (technical assistance)
○ Call 702-799-3300
○ Email hcmhelp@nv.ccsd.net

All of these options will generate a ticket for proper tracking and routing.

mailto:payrollconcerns@nv.ccsd.net


RESOURCES



Quest ions?



Thanks!
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