
Employee Time 
Sheet and Payroll 

Training

Full-Time Non-Exempt Staff



 Timesheet Overview
○ Non-Exempt Full-Time Employees

 Payroll Forms and Policies

 Additional Pay Considerations
○ Overtime
○ Non-Duty Days and Holidays
○ Paid and Unpaid Leaves
○ New Employees, Leaves of Absence and Terminations

 My Pay Information on FSW Portal

Agenda



Timesheet Basics

 Who completes the timesheet?
○ Only Non-Exempt Employees

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

 Why does the timesheet matter?
○ Legal Document

○ Required for State Auditing

○ Enforced by U.S. Department of Labor under FLSA
(http://www.dol.gov/esa/whd/flsa/)



Fair Labor Standards Act (FLSA)

Exempt vs. Non-Exempt

Non-Exempt from Fair Labor Standards Act:

o Overtime (time and ½)

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 position.



Timesheet Overview

 What do I need to complete a timesheet?

○ Timesheet

○ Timesheet Instructions

http://www.fsw.edu/payroll/timesheets

 Work Week

○ Monday 12:01 AM through Sunday 11:59PM

 Recording Time

○ Hours physically worked each day



Timesheet Overview

 Who signs the document?
 Employees & Supervisors (sign & date = Month/Day/ year)

 What about making corrections to the
document?
○ Employee & Supervisor must both approve any correction by
completing an amended time sheet and signing.



Locating Payroll
Services

Go to:  http://www.fsw.edu/payroll



Payroll Forms and
Calendars



Payroll Documents List



Non-Exempt Full-Time

Time Sheet



Hour/Minute Conversion

Decimal Time vs. Hour : Minutes

.00 = :00

.25 = :15 minutes

.50 = :30 minutes

.75 = :45 minutes



Timesheet Overview

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,

Actual:

8:35 am 4:38 pm 30 minutes x

Ex. 1,

Rounded:

8:30 am 4:45 pm 30 minutes 7.75

Ex. 2,

Actual:

8:39 am 4:36 pm 30 minutes x

Ex. 2,

Rounded:

8:45 am 4:30 pm 30 minutes 7.25

Ex. 3,

Actual:

8:50 am 4:08 pm 30 minutes x

Ex. 3,

Rounded:

8:45 am 4:15 pm 30 minutes 7.00



Overtime

 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 ½
times the employee’s established wage rate.

 All overtime must be worked before payment can 
be requested.



Overtime Example



Holidays

 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 and 
is included in the total number of duty days each fiscal year. 

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

 A current Duty Day Calendar can be obtained at:
 http://www.fsw.edu/payroll/forms



Paid Holiday Example

11/11/14 is
marked as “H” on

the duty day
calendar and is 

considered a Paid 
Holiday.



Non-Duty Days

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

 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 at:
http://www.fsw.edu/payroll/forms



Non-Duty Example

11/27/14 and 
11/28/14 are 

marked as “N” on
the duty day

calendar and are 
considered

Non-Duty Days



Paid Leave 

 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 
absence
o A calculation will be performed when the employee returns to work

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



Leave Request Form

Use the drop down 
menus to complete the 
form:

1. Choose the Leave 
Type  

2. Choose the Pay Week 
(our pay week begins 
on MONDAY)

3. Enter the hours 
requested (in 
increments of .25 
hours) for each date -
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.

Enter your Name, 
Department, 
Banner ID and 
Date of Request.  

Mark if this is an 
original request or 
an amended 
request. 



Paid Leave Example

A completed and 
approved Paid Leave 
Request Form must
be submitted with

the employee’s time 
sheet.



Pay Adjustments

 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 on the 

number of duty days remaining to be worked in the fiscal
year.



Direct Deposit

 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.



Direct Deposit Form

New direct deposit 
forms must include a 

voided check or direct 
deposit authorization 

from your bank

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



My First Paycheck

 Employees are paid on the 15th and the last day of
the month

 Live paychecks can be picked up at the cashier’s
office on pay day

 Bring picture ID to pick up checks

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



My Pay @ FSW Portal

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



Logging into My FSW

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



Enter User 
Name and 
Password



FSW Portal 
Home Page



Banner Web 
Services

Click to 
access list of 

employee 
services 
options



Review Pay Information

Please Note: All items highlighted in blue can be opened for more  detailed information 

Click to view all benefit and 
payroll deductions

Click to view and print your pay 
stubs, direct deposit 

information and your earnings 
history 

Click to view and print Federal 
tax exemptions and prior year 

W-2’s


