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Timesheet Overview
o Non-Exempt Full-Time Employees

Payroll Forms and Policies

Additional Pay Considerations
o OQvertime
o Non-Duty Days and Holidays
o Paid and Unpaid Leaves

o New Employees, Leaves of Absence and Terminations m
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Who completes the timesheet?
o Only Non-Exempt Employees

o To check if you are non-exempt, please refer to
Human Resources.

Why does the timesheet matter?

o Legal Document
o Required for State Auditing

o Enforced by U.S. Department of Labor under FLSA - st
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FLORIDAM Fair Labor Standards Act (FLSA)

SOU!H\\ME%TE&I! Exempt vs. Non-Exempt

Non-Exempt from Fair Labor Standards Act:
o Overtime (time and %2)
o Must complete time records

Exempt from Fair Labor Standards Act:
o No Overtime
o Do not complete time records

Non-exempt vs. Exempt status under FLSA Is determined by

analyzing the duties, responsibilities and salary of a poSIHEREY st
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FLORIDA
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What do [ need to complete a timesheet?
o Timesheet
o Timesheet Instructions

Work Week
o Monday 12:01 AM through Sunday 12:00 AM

Recording Time
o Hours physically worked each day
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Who signs the document?
> Employees & Supervisors (sign & date = Month/Day/ year)

What about making corrections to the
document?

o Employee & Supervisor must both approve any correction by
completing an amended time sheet and signing.
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Go to:

File Edit View Favorites Tools Help
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i [=] Suggested Sites ] Web Slice Gallery (@) Edison State College - Ho... [5J FRS Investment Plan 4 Health Care Reform Webi... & HTTP 403 Forbidden

FLORIDA

SOU’I; WESTERN

ATE COLLEGE

About FSW  Academics  Admissions  Tuition & Financial Aid ~ News & Events

Mercy Gonzalez Melissa Tenzel

Payroll Manager Payroll Analyst

(239) 489-9326 or x1326 (239) 433-6956 or x6956
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Mercy Gonzalez Melissa Tenzel

(239) 489-9326 or x1326 (239) 433-6956 or x6956
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AFe)NIY Non-Exempt Full-Time
SOUTHWESTERN

STATE COLLEGE Tlme Sheet

FLORIDA . {my: Select Payrol
SOU WESTERN |:T|r|ne Sheet for Non-Exempt Employees

TE COLLEGE ’
I

Pay Period Begin Date

Payroll Office Use Only

I
ThisPayPeros [ ooo] ooo] ooof ooof  ooof  ooo] ooo] oo o000 |

Supervisor Print Name

Employee's Signature Supervisor's Signature

Date Date

Explanation of Overtime/Additional Hours

(please use additional space on reverse if needed)




FLORIDA

SSUILNRHE Hour/Minute Conversion

Decimal Time vs. Hour : Minutes

.00 = :00

25 = :15 minutes
.50 = :30 minutes
.75 = :45 minutes
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Rounding: Nearest Quarter Hour

(7 minutes or less rounds down, 8 minutes or more rounds up)

Time In Time Out Lunch Break Hours Worked
Ex. 1, 8:35am 4:38 pm 30 minutes X
Actual:
Ex. 1, 8:30 am 4:45 pm 30 minutes 7.75
Rounded:
EX. 2, 8:39 am 4:36 pm 30 minutes X
Actual:
EX. 2, 8:45 am 4:30 pm 30 minutes 7.25
Rounded:
EX. 3, 8:50 am 4:08 pm 30 minutes X
Actual:
EX. 3, 8:45 am 4:15 pm 30 minutes 7.00
Rounded.:




FLORIDA

SOUTHWESTERN Overtime

STATE COLLEGE

Full-time non-exempt hourly employees work a
regular 37.50 hour week schedule.

Employees working over 37.50 will be paid at the
established wage rate for the first 2.5 hours of
extra work.

All hours over 40 hours worked shall be paid at 1 7%
times the employee’s established wage rate.

All overtime must be worked before payment can®™ = st
be requested. > g
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FLORIDA | =
WESTERN roRo

STATE COLLEGE
| Bamerd 000 |  Employeehame /|

@00000001 Jane Dog / ]

| | Hours Overtime (Over| Overtime Paid
Day of Mol Worked | Vacation Sick 37.5 Hrs) {Over 40 Hrs) | Holiday Other
w7 e T ]
=da E ; 3

Pay Period Begin Date 6/16/201

Payroll Office Use Only

Regular
Vacation

Paid Holiday
Overtime

Personal YT

Supervisor Print Name
Supervisor's Signature

Date

Explanation of Overtime/Additional Hours

(please use additional space on reverse if ne

NOTES:
1. Pay period will be either 1




FLORIDA

SOUTHWESTERN Holidays

STATE COLLEGE

The College observes some national holidays as paid holidays.
Non-exempt full-time employees are eligible for holiday pay.
Holiday pay is equal to an employee’s regular rate of pay.

Paid holidays are marked “H” on the calendar and can vary
year to year.

A current Duty Day Calendar can be obtained at:
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FLORIDA ST

HWESTERN Time Sheet for Non-Exempt Employees

STATE COLLEGE )
Pay Period Begin Date

| 11/11/14 is

——Dayariioni | womed | vacaton | _sick | personai| - apbmtsy | ovesbere | ey | omer marked as “H” on
urday, N ] I B N

i the duty day

calendar and is

Payroll Office Use Only ConSidered a Paid

o _ Holiday.

rand Totals for

] | - [ |
his Pay Period | 6750] ooo] ooof ooof o000  oo0of 750] o000f 7500 ]

Supervisor Print Hame
mployee's Signature Supervisor's Signature

Date

xplanation of Overtime/Additional Hours l |

lease use additional space on reverse if needed)

OTES:
. Pay period will be either 1st thru 15th of month or 16th thru last day of the month.




FLORIDA

SOUTHWESTERN Non-Duty Days

STATE COLLEGE

Full-time non-exempt employees work 243 duty days
each fiscal year (July 1st to June 30t )

The College observes most national holidays as non-
duty days

o In addition, most employees have 10 non-duty days during the
winter break and 5 non-duty days for the spring break

Non-duty days are marked as “N” on the calendar

A current Duty Day Calendar can be obtained ats®® :



http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms
http://www.edison.edu/payroll/forms

FLORIDA

THWESTERN

STATE COLLEGE

FLORIDA

HWESTERN Time Sheet for Non-Exempt Employees

TE COLLEGE

Pay Period Begin Date

Employee Name
|  JaneDoe 00000000 |

Overtime Paid
Over 40 Hrs) | Holiday

-
in
=

15.00

Supervisor Print Name:
Employee's Signature Supervisor's Signature

Date Date

Explanation of Overtime/Additional Hours
(please use additional space on reverse if needed)

NOTES:
1. Pay period will be either h 0 16th thru last day of the manth.

Total

75.00

Non-Duty Example

begin date from
"DROP DOWHN

11/27/14 and
11/28/14 are
marked as “N” on

Payroll Office Use Only the duty day

acation

nal

aidH

0

liday

6001

calendar and are
considered
Non-Duty Days
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SOUTHWESTERN Paid Leave

STATE COLLEGE

Vacation and Sick Leave

o Employees accrue vacation and sick leave at the end of each month
o An employee must work the majority of the month to qualify for the accrual

Personal Leave

o Four (4) days of sick leave is allocated for personal leave use each fiscal year
o Allows an employee to use time for reasons outside of the sick leave policy

Jury Duty

o Employees must provide the jury duty summons or a letter of attendance from
the court when requesting jury duty pay

FMLA/Leave of Absence

o Employees must complete a paid leave request form for the leave of - By
absence

> A calculation will be performed when the employee returns towork ~/~ i

Refer to the College Operating Procedures (COP) for more information »




AHONIBY Leave Request Form
SOUTHWESTERN

STATE COLLEGE

Enter your Name,
Department,

Use the drop down SOUT,E%»’%SBTIE%& Leave Request For Banner ID and
ATE COLLEGE j

menus to complete the _ — Erpiopec infomaton Z Date of Request.

Eanner IO #:

form: Teatment: Date ﬂ-::-::-::-::-l::-:u
T o Mark if this is an

1. Choose the Leave pedieae original request or
Type soen ™ o S ——— an amended

2. Choose the Pay Week - request.

(our pay week begins
on MONDAY) -

3. Enter the hours
requested (in
increments of .25 i
hours) for each date - e b ek Henter Yot bederTonetes 5
OR choose from the
drop down menu.

4. The form will
automatically
generate the dates
and total your hours
requested.

Any requests for
unpaid leave must
be approved by your
supervisor and then
routed for additional
approvals.

Unpaid Leave

Iz Required for Any Uspaid Leare
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SOUTHWESTERN G R NCEVASE]0] (=

STATE COLLEGE

FLORIDA e

HWESTERN Time Sheet for Non-Exempt Employees ;jl:T(:P DOWN

STATE COLLEGE

@00000001 Jane Doe

Pay Period Begin Date

A completed and
approved Paid Leave
Request Form must
be submitted with
the employee’s time
sheet.

Payroll Office Use Only

I
ThisPayPerod [ 6000] 2260 000] o000  o000]  000[ o000] 000] 8250 ]

Supervisor Print Name
mployee's Signature Supervisor's Signature

Date

xplanation of Overtime/Additional Hours

please use additional space on reverse if needed)
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STATE COLLEGE

New Employees

o First paycheck - the payroll office will complete a calculation
based on the number of duty days to be worked in the
current fiscal year

o All elected benefits will be pre-paid for the first month

Leave of Absence

o Returning from a leave - a calculation will be made based on
the number of days on leave and the remaining duty days to
be worked in the current fiscal year

Terminations

o Last paycheck - a calculation will be made based onsthe
number of duty days remaining to be workeddiii'the fiscal
year. .
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SOUTHWESTERN Direct Deposit

STATE COLLEGE

Direct deposit is mandatory for all regular
employees unless you are claiming a hardship.

Direct deposit is optional for adjuncts and
student assistants.

Direct Deposit takes at least two pay cycles to
begin. The first payroll check will always be a
live check.




FLORIDA

SOUTHWESTERN

STATE COLLEGE

New direct deposit
forms must include a
voided check or direct
deposit authorization
from your bank

sourFHORIDA

TE

Direct Deposit Authorization Form

Last Name Middle Name Banner ID Number

| hereby authorize Florida Southwestem State College to deposit my payroll funds into my account(s) at the bank(s) named bell
Flonida Southwestern State College is authorized to rew any deposits made in error to my accountis) through the College's
direct deposit program. | further warrant that | am the holder on the account(s) listed below.

it is understood that | may terminate this agreement at any time by written notification to the FSw payroll department.
Account Information (2 maximum of three accounts may be set up)

Flease complete this section in its entirety.

D it o =e Deposit int
ok g e T ey or A

You must notify payroll immediately if you close your account{s).

Signature: Date:

To Start or Change a Direct Deposit:

The first payroll cycle after the payroll department receives the completed form will be a pre-authorization to the bank.

This pre-authorization will verify the routing numberis] and account number(s], as supplied above. Vou will receive a paper
check and no money will be transmitted ta your accountis). The second payroll cyde wil result in an electronic transmittal of
payroll funds to your account(s).

A voided chack must accompany each new dirsct depasit request. If you do not have checks or if your requast is for a savings

account, please contact your bank. They will be able to provide a direct depasit authorization that includes the routing number
and account number which can be attached to this form.

2INGETAE DL23ILGRTATI0LIIS D423

Bank Routing Bank Account Chack
Numbar

Mumbar Numbar

Direct Deposit Form

Once complete the
signed original request
must be submitted to
payroll for processing




SOUTE{X‘IggTIgz% My First Paycheck

STATE COLLEGE

Employees are paid on the 15% and the last day of
the month

Full-Time Non-Exempt Employee Pay Schedule

Pay #| Ex. Work Days Ex. Pay Date Ex. Check

1 06/01-06/15 6/15/2014 |Live

2 06/16-06/30 6/30/2014 |Direct Deposit
3 07/01-07/15 7/15/2014 |Direct Deposit
4 07/16-07/31 7/31/2014 |Direct Deposit

Live paychecks can be picked up at the cashiers
office on pay day N Ry §

{7 i
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Bring picture ID to pick up.checks
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SOUTEWQSTERQ My Pay @ FSW Portal

STATE COLLEGE

24 /7 Access to Your Payroll
Information!

Direct Deposit Accounts
Earnings History

Paid Leave Accruals & Usage
Deductions History

View and Print Pay Stubs

Tax Information
o Current W-4 Exemptions
o Printable W-2’s
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Sl IRY Logging into My FSW
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STATE COLLEGE

About FSW  Academics  Admissions  Tuition & Financial Aid  News & Events

@ FLORIDA

SOUTHWESTERN

STATE COLLEGE

LEARN MORE ABOUT FSW

Click here to watch our latest videos

1R
T o T i T
‘,- \ \ | -
‘ SR 0 FSWucs P ,'-.

Apply for Admissions Request More Information Programs of Study

Complete an online application Find out more about FSW See what you can study at FSW

'STUDENT RESOURCES

Request a Transcript

giifidecslcommercil FINANCIAL AID LIBRARY SERVICES ARTS AT FSW

then.clieck'on “Portal”
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http://www.fsw.edu/

FLORIDA

SOUTHWESTERN

STATE COLLEGE

FLORIDA
SOUTHWESTERN

Enter User
Name and
Password

i eserved. Executive Offices | Jobs | Campus Safety | TTY: 1-800-955-8771 or 711

rights reser
Accreditation | Equal Opportunity | Privacy Policy |




SOUTHIESVERR FSW Portal
Home Page

STATE COLLEGE

FLORIDA
SOUTHWESTERN

Home Applicant Student Academics Financial Aid & Student Services Employee Services College Resources

Documen t Manager

& FSW Quicklinks

ﬁ L @@ n

\A:/;r

== Quilook Web App

& &

== Additional Links
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SR AFSIIMY  Banner Web
Services

STATE COLLEGE

LORIDA
SOQT,'EW.E.?.TEB%

Home Applicant Student Academics Financial Aid & Student Services Employee Services College Resources

Click to
/ access list of
Words ' | | employee

w services
TSP | &&h options

Documen t Manager

= Employee Weblinks

fe A

&= Professional Development




FLORIDA

SOUTHWESTERN

STATE COLLEGE

SOUTHWESTERN

STATE COLLEGE PORTAI

Personal Information ~ Student and Financial Aid

Student & Financial Aid Employee Services

Registration Time Shest

Studznt Records

Review Pay Information

Search

Employee  Online Forms

Click to view all benefit and

/ payroll deductions
Benefitz znd Deductions

:av ::nfo'-:natmr NCI{ tO VleW al’ld pI'lnt your pay
urent stubs, direct deposit

Current and Past Jobs

Time Off Current Balznces and HY

Trave! & Expense Management

Personal Information

Name Change Informaticn

o curity Nurmber Chanae Information
Sodial Security Number Change Informatio

Answer a Survey

information and your earnings
history

Click to view and print Federal
tax exemptions and prior year
W-2’s

RELEASE: 8.5.2

Please Note: All items highlighted in blue can be opened for more detailed information
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Mercy Gonzalez, Payroll Manager
mercy.gonzalez@fsw.edu

239-489-9326

Sophia Rodriguez, Staff Assistant
sophia.rodriguez@fsw.edu
239-489-9342

Contacts

Melissa Tenzel, Payroll Analyst
melissa.tenzel@fsw.edu
239-433-6956

Sara Wood, Payroll Specialist
sara.wood@fsw.edu
239-489-9026




