
PAYROLL GUIDE FOR                                  
CHILD NUTRITION DEPARTMENT

2023-2024



PAYROLL TOPICS

■ Pay Schedules

■ Clocking In/Out

■ Timesheets

■ Reporting Absences

■ Payroll Web Page

■ Changes to Payroll Forms



2023-2024 BI-WEEKLY Pay Schedule



Clocking In/Out

■ Select appropriate punch when clocking in/out
• In
• Temporary Out of Office
• Lunch
• Gone for the Day

■ Notify supervisor of adjustments
■ Review and SUBMIT WEEKLY



Timesheets
■ Follow your work week schedule

– (6 hours or 8 hours)

■ Review and submit to supervisor 
approver weekly

■ Supervisors approve timesheets 
on Mondays

■ MUST complete the work week 
before submitting



Reporting Absences

■ Absences submitted through 
Skyward Employee Access Time Off

■ Refer to How to Create an Absence
guide on the district’s Payroll Web 
Page

Skyward Employee Access

https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/Departments/Payroll/How%20to%20Create%20an%20Absence%20in%20Skyward.docx.pdf
https://skyward.sharylandisd.org/scripts/wsisa.dll/WService=wsSky/seplog01.w


Payroll Web Page

▪ Pay Schedules

▪ Payroll Guides

▪ Skyward How-To
• Employee Access
• True Time
• Time Off

▪ Contact Information

Payroll Web 
Page

http://www.sharylandisd.org/departments/payroll


Changes to Payroll Forms/
Update Skyward Passwords

■ W-4 Form
■ Address Change Form
■ Direct Deposit Form-bank information needed
■ Update Skyward Passwords



Have a great 2023-2024 school year!


