Missed log in and log out times

1. When a log in or log out time is missed, send an email to payroll@principa.edu stating the day and date of the transaction as well as what needs to be changed (e.g., On Mon, 8/25 I arrived at 8:45 but a parent needed assistance and I logged in at 9:30. Please change my log in time to 8:45). Payroll prefers to receive these changes as they occur. We enter changes on a regular basis so your requests can be viewed on your weekly timesheet as the pay period progresses.
2. Copy the email to your direct supervisor. This constitutes notifying your supervisor of a change in your hours worked.
Keeping track of your weekly timesheet
1. As you log in and out during the week, periodically check your weekly timesheet to verify all times have been entered. This will help insure you have an accurate paycheck.

2. To quickly verify times entered, click the timesheet button that appears on the same screen as the punch button. The times that have been recorded by your activity or corrections/additions made by Payroll will be displayed. The screen shows the first few days of the week. Use the scroll bar on the right to see the rest of the days. You can also look at previous weeks by selecting that option.
3. To view your timesheet with hours totaled select Reports, then Timesheet Report. Select the period of time you wish to view and select Create Report. Rounding will not show up on your timesheet. 
Note: Rounding will not show up on your timesheet. Rounding is calculated after the information is submitted to the payroll system.
Using benefit hours (sick, personal, vacation)
1. Submit an eTimesheet Adjustment form. This form may be obtained from The Principia website. Go to Offices then Accounting then Payroll and click on Timesheet Payroll Adjustments. Click on the attachment and open the spreadsheet. You may print the form and then complete it manually or complete it online and then print it.

2. Obtain a signature from your direct supervisor

3. Forward the form to Payroll. To facilitate entry by Payroll send forms via I-O mail when the request is for dates before the last day of the pay period. If the request is for the last day of the pay period, fax the form to x3563 (please note the change in fax number). Pay periods always end on the 3rd and 18th of each month; changes must be received by the 4th and 19th, respectively, to appear on your paycheck. 

4. We enter hours from the adjustment form when they are received. By viewing your timesheet during the pay period you can see what benefit hours have been entered for the current pay period.
Understanding your pay stub
1. Sick and personal hours are given in a lump sum at the beginning of the fiscal year, July 1, based on the number of hours you work per week. The balance of your hours available appears on the right side of your pay stub under Other Benefits and Information. To determine how many days you have left divide by the number of hours per day you normally work. Sick and personal hours used appear above the available balances. This is a cumulative number. Hours used during a given pay period appear on the left side of the pay stub under Earnings.
2. Vacation hours accrue at the start of each pay period. The rate of accrual depends on the terms of your employment contract. Typically employees eligible for vacation accrue at a rate of 6.68 hours per pay period (e.g., For a 40 hour/week employee 6.68 x 20 = 160 hours or 4 weeks of vacation). As hours accrue they are added to hours carried over from the last fiscal year.

3. On the right hand side, under Time Card Detail, you will see the actual times you logged in and out for the pay period. When benefit hours are entered (sick, personal, vacation) the time paid is not recorded in this section. To view the number of benefit hours for which you were paid look at the top left part of your paycheck, under Earnings. Listed here are the number of benefit hours that were paid in the current pay period. The benefit hours paid plus the regular hours paid (and any overtime, if applicable) will equal the total number of hours paid in the current pay period.
