SHERIFF
PAYROLL

SUPERVISOR TRAINING
PAUL LUGUE, SR DHRO
ANELLE FRENZEL, HRS




YOUR PAYROLL UNIT

@
— ]
15 staff members
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Departmental HR Officer

Human Resources Specialists
Human Resources Assistants
Dept Payroll Tech
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Payroll Clerk


https://ssp.sdsheriff.com/HRB/Payroll/Pages/PayrollForms.aspx

AGENDA N

» UKG/Kronos
Timekeeping

» Supervisors’ Roles/Responsibilities

» Payroll Forms
» PeopleSoft Self-Service




Supervisory Level Access

e Hyperfinds
_hivs
TIMEKEEPING

Roles/Responsibilities e Notifications After Approval

Reason Codes/Aliases
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5HF-394351 Court Sves-5an Diego
SHF-39485 Financial Serivees
5HF-39510 Personnel Division
SHF-39512 Payroll

SHF-39530 Internal Affairs
5HF-39565 Encinitas Station
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Schedule Editor
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m Work Schedules

e Future Time Off Requests Not To Be Used

UKG/KRONOS g AccrualsTab
TIMEKEEPING

 Displays leave balances

ll Adjustments/Historical Tabs

Supervisors’
R0|65/ReSpOnSibi|iﬂes * Displays late adjustments

(continued) = Employees on Leave/Light Duty

e Light Duty (LD) — 803
» Temporary Total Disability (TTD)
e Military Leave




Accruals Tab

Totals | Accruals | Audits

Employee Recognition Leave

FL3A Comp
Floating Holiday
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Sick
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Accrual Pending Grants




Historical Adjustments

Totals  Accruals  Audits = Historical Corrections

Effective Date Historical Date Type of Edit Account Pay Code Amount

2/03/2023 1272712022 Untotalized Correc..  ../0/E-003 Pass Time Adj  SLP-Sick Leave Pe..  -8.0 (impacts accruals)

2/03/2023 124/27/2022 Untotalized Correc.  ..!9/E-003 Pass Time Adj  SPH-5PSL20220Q. 8.0 (impacts accruals)




» PR1 form/slip

» Excepftion Time

> Overhme/HO“dOy HOUI’S WOrked Employee Sign:

"‘.

» Late Adjustments

» Direct Deposit
» Change/Stop/Start/Reactivate


https://ssp.sdsheriff.com/HRB/Payroll/Pages/PayrollForms.aspx

» Mileage/Parking/Bus Pass

Payroll Forms » Submitted Monthly Basis
(continued)

» Military Leave Request
» Approved by Benefits




PeopleSoft Self Service

»Change

» Home/Mailing Address ‘ \

» Emergency Contacts -

»State/Federal Tax Withholdings o -
»View Only .

» Paychecks

<

» Direct Deposit
» Benefits Information .
—

» Phone Numbers/Email Addresses



https://ssp.sdsheriff.com/Pages/PeopleSoft-Login-page.aspx

Self Service

Favorites - Main Menu - > Workforce Administration = > Job Information = > Job Data

Search Menu:

FPersonal Information

Job Data

Enter any informa
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'l.-".,n'[lfl'ff[lrlz:l':'! |'ill.d n'lll'llEtFatn:: ) I: r'I ':.-E[':'."L-II'IIT"-"CI |'.I-|“|E|,hI Fll'-"":h o

_ Benefits : - T e
- - Benefits =| Job Summary
Find an Existir . . Ferformance Managem:
Compensation View Paycheck
Search Crit Fayroll for North America g |  Direct Deposit

Workforce Development ' W-4 Tax Information
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Crganizational Development ' View W-2/\W-2¢c Forms
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Waorkforce Monitoring



QUESTIONS?



