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Payroll Roster

◼ Emailed to the Principal / Supervisor. Have them 

forward or print you a copy to review. 

◼ List all employees within your organizational unit

set up by HR in SAP

◼ Payroll Rosters show:

⚫ Full-time employees

⚫ Part-time mainline employees

⚫ Employees with Multiple Assignments

➢ Principal / Supervisor - update any changes on the 

email.  

ex. transferred, resigned, retired, new, etc.

➢ Reply to email must come from Principal / Supervisor 

or the Timekeeper with the principal/supervisor cc’d.



Example of Electronic Payroll Roster via email



Example of Electronic Payroll Roster via email



About SMART

◼ System Management for Attendance in Real Time 

◼ All full-time employees’ hours are already 

programmed in the system  

◼ Hours that need to be keyed & approved are:

⚫ Leave Without Pay

⚫ Part time hourly 

⚫ Extra assignments 

◼ SAP has to run overnight to reflect any approved

changes such as leave and timesheet adjustments

◼ Keying & Approval must be done in a timely manner 

to produce an employee’s correct gross pay



Display All Attendance and Certain Absences 

◼ Display working Time (CATS_DA) lets you view 

entries keyed on CAT2 (maintain)

◼ Use Display Working Times (CATS_DA to double 

check your entries after you keyed to CAT2)

◼ Display Working Times (CATS_DA) displays all 

attendances and certain absences (LWOP and 

Donated Leave) that have been keyed:   

⚫ organization number

⚫ dates

⚫ employee

⚫ attendance/ absence type

Display Working Times entries can be sorted, filtered, and exported 

to Excel.



Paper Timesheets

◼ Timekeeper prints timesheets

◼ Employees have to complete – fill hours & sign

◼ Three types of timesheets

⚫ Full-time – everyone except administrators & teachers

⚫ Part-time – need to key

⚫ Multiple Assignment – need to key

◼ Timekeeper - key part time & multiple assignments 

hours in SAP

◼ Time Approver - approves in SAP

Part-time employees will not have a paycheck unless hours 

are keyed and approved before the cutoff.



Multiple Assignments 

◼ Other work assignments an employee has outside 
of their main organizational assignment

◼ Submit signed timesheets to timekeeper

◼ Timekeeper will key multiple assignment 
information into CAT2

◼ Exceptions: If an employee performs a multiple 
assignment at an organizational unit other than their 
own:

➢ Multiple assignment location will create timesheets, the 
employee & the principal sign the timesheet

➢ The timesheet needs to go to employee’s home location to be 
keyed & approved online

◼ Payroll will NOT issue a manual check for 
multiple assignment payments if an employee 
already has a check on the payday 



Conversion of minutes to decimal
• Check if the timesheets are in minutes or decimals 

• If you receive a TIMESHEET that has minutes written on it, use the chart 

below to convert:

• Time has to be keyed in exact decimal conversion. 

• You can key 60 days in the past, anything older than that needs to be 

sent to Payroll. 



Timesheet with multiple position numbers



Attendance Types
Attendane Types Attendance Type Text

MA01 Multiple Assignment

MA05 Multiple Assignment-Extended Day 

MA10 Community Education

ML01 Part-time Hourly - mainline

ML60 Teacher Subbing Teachers

ML61 Teacher Subbing Teachers

ML62 Teacher Subbing Teachers

ML63 Teacher Subbing Teachers

ML64 Teacher Subbing Teachers

ML65 Teacher Subbing Teachers

ML40 Overtime - Call back

ML41 Overtime - Call back

ML05 Overtime

ML06 Holiday Worked

EP01 Extended Period

SS01 Summer School



Teacher Subbing for Teacher

Teachers covering class(es) of an absent teacher shall be paid in the form of a 

supplement based on their rate of pay.

◼ 0.5 unit (less than full day), 1 unit (for planning period and/or regular 

class coverage) Max 2 units per day)

◼ For Elem/Alter schools, key only 1 unit per day (even for ½ day). Max 1 

unit per day

New MOU for 2022 – 2023 school year

A/A 

type

Type of School Description

ML60 Secondary Schools, 4 period day 90 min classes

ML61 Secondary Schools, 5 period day 71 min classes

ML62 Secondary Schools, 5 period day 63 min classes (K-8)

ML63 Alternative Schools, 4 period day 90 min classes

A/A 

type Type of School Description

ML64 Elementary/Alternative, divided by 4 teachers full day

ML65 Elementary/Alternative, divided by 4 teachers half day



Teacher Subbing for Teacher

Enter the attendance type, teacher sub for PN, and unit(s) on day being keyed. Hit ENTER. 

Receiver Cost Center, Functional Area, WBS Element, Budget Period, and Fund will 

automatically derive (populate) with the teacher sub for information.



Teacher Subbing for Vacancy

Enter Receiver Functional Area, WBS Element, Attendance Type, and unit(s) on day 

being keyed. Hit ENTER

Enter Cost Center. Hit ENTER. Budget Period and Fund will automatically derive 

(populate).



Leave forms

◼ Board Policy Manual as stated below:

6.52 LEAVE APPLICATION

I. A leave application or electronic leave request shall be properly submitted and shall 

be presented for approval prior to the requested date unless otherwise provided 

herein. Leave requests shall be signed or entered in the electronic leave portal, by 

the employee. If proper leave is not submitted within three working days after 

returning from an absence, a leave without pay will be charged to the employee.

II. Leave granted for a school year or for the remaining part thereof will expire at the 

end of the school year or school fiscal year for which such leave is granted.

STATUTORY AUTHORITY: 1001.41, 1012.22, 1012.23, F.S.
LAW(S) IMPLEMENTED: 1001.43, 1012.66, F.S.
STATE BOARD OF EDUCATION RULE(S): 6A-1.079
HISTORY: ADOPTED: APRIL 1, 1997
REVISION DATE(S):

NOVEMBER 10, 2008

OCTOBER 2, 2012

MARCH 2, 2021

FORMERLY: GCC, GDC



Leave

◼ 12mo. - 12 days of Sick Leave/school year 

◼ 11mo. - 11 days of Sick Leave/school year

◼ 10mo. - 10 days of Sick Leave/school year 

Fronted Sick Leave Days

⚫ Teachers, Paras, 10-Month (March, April, and May)

⚫ 11 Month employees (March, April and May)

⚫ 12 Month employees (April, May, and June)

⚫ To earn the leave for the month, an employee must work or have 

5 paid days during that month.

1. Leave should not be used until it is earned.

◼ Annual leave (12 Month employees only)

⚫ Accrues twice a month – middle and end of the month

⚫ Hours accrued depend on years of service



Sick Leave – 2000 - 2002

◼ Sick Leave may be used for self, immediate family 

member or death of a relative

◼ There are absence codes in ESS for each to 

differentiate

⚫ 2000  Sick Leave for Self

⚫ 2001  Sick Leave for Family Member

⚫ 2002  Sick Leave – Death of Relative – attach supporting doc. 

◼ Doctor’s Statement is required as of the 6th 

consecutive day of sick leave per contracts.



Personal Leave - 2020

◼ Each employee may use up to 6 days of “Sick 

Leave” for Personal Reasons per school year              

(7/1 – 6/30)

◼ Personal Leave reduces sick leave balance

◼ Personal Leave doesn’t roll over every year.



Annual Leave

◼ Annual Leave - 1000

⚫ Cannot exceed 30 days per calendar year (1/1 – 12/31) 

⚫ Administrator – can use unlimited, but cannot carry over more 

than 62 ½ days (500hrs) on December 31st

◼ Annual Leave in lieu of Sick – 1020

⚫ Should be used when employee has exhausted all sick leave 

and is on documented Sick Leave – Must be approved by the 

Supervisor (Board Policy Chapter 6 Human Resources 6.57)



Bereavement Leave

This is keyed in ESS, and the employee must attach supporting documentation such as a publish 
obituary or funeral program.  The allotted days are per School Year, which is July to June. 
Bereavement leave can only be taken due to the death of a relative (see below for definition). 

In addition, many contracts have language covering Funeral or Bereavement leave allowing 
employees to take days off due to the death of relative or immediate family member. These days are 
in addition to the District paid bereavement leave. Please see contracts for exact language and 
number of days allowed per bargaining group. These additional days are taken from the employee’s 
sick leave balance.

The term “relative” is defined as father, mother, brother, sister, husband, wife, child, grandmother, 
grandfather, grandson, granddaughter, or other close relative or member of his/her own household 
(Per State Statute and Board Policy).

Reminder, Bereavement leave does not carry forward to the next school year, so days do not 
accumulate.

2 days of bereavement – Teachers, Para, UOPD, AFSCME, Supervisors Assn (JSA), FOP (Police), 
LINUA, IBEW



Temporary Duty Elsewhere (TDE) 1210 - 1240

◼ TDE is used when employees are absent from their 

work location but working at another location 

◼ Most common reasons for TDE

⚫ Training 1210

⚫ Conferences 1230

⚫ Other/Field Trips 1240



Leave Without Pay (LWOP)

◼ Authorized Leave without Pay 

⚫ Use absence type 1101

◼ Unauthorized Leave without Pay

⚫ Use Absence type 1102

Important to use the correct type of LWOP for documentation 

of disciplinary issues

➢ Please notify HR if you have any:

Teachers – consecutive 5 days of Leave without pay

Others – consecutive 10 days of Leave without pay

You can go back 60 days to key in CATS. If older than 60              

days, then it must be sent to Payroll. 



Leave Without Pay Email

LWOP must be approved before the email send out.

Sent to Managers and Employees



Leave that requires documentation in Smartview

◼ The following processes are exceptions – needs 

documentation to support:

⚫ On the Job Injury (OJI) 

⚫ Court / Jury Duty 

⚫ Leave Donation to/from a Family Member and a co-worker – see on our 

website under Payroll Forms for detail. Send to Payroll. 

⚫ Bereavement 

➢ Extended leave and Sick leave pool information are under HR website.  

Any questions, contact HR, Extended leave (904-390-2065) or email  

ExtendedLeave@duvalschools.org :

 Family Medical Leave (FMLA) 

 Military Leave 

 Sick Leave Pool 



Absence Types

Keyed in Smartview

Absence Code Absence Code Text

1000 Annual Leave 

1020 Annual Leave in lieu of Sick

2000 Sick Leave for self

2001 Sick Leave -Family Member

2002 Sick Leave- Death of Relative

2020 Personal Leave

1210 TDE -Training/Workshop

1230 TDE -Official Travel/Conference

1240 TDE- Other

1400 Jury Duty/Court

2400 Bereavement Leave

2040 OJI/Illness in Line of Duty

2010 Sick Leave - OJI/Illness

1030 Annual Leave -OJI/Illness

1301 Military Leave -Active Duty

1300 Military Leave -Training

1011 Annual Leave Military -Active Duty

1010 Annual Leave Military -Training

2031 Personal Leave Military -Active Duty

2030 Personal Leave Military -Training

2110 Sick Leave from Pool 

Keyed in SAP

1101 Leave Without Pay -Authorized

1102 Leave Without Pay -Unauthorized



Absences Hours Keyed in Smartview

◼ Absences = Leave time – Half hour increments (0.5)

Teacher with student contact (using ESS 

Sub) – Half day (3.67) or Whole day (7.33)

⚫ When Teacher (7.33hrs/day) has 2 different types of leave in 

one day

 One leave is 3.67, the other leave is 3.65







Keying & Approval Deadlines

◼ Keying -

⚫ Before cutoff – 12PM on Pre-Process day 

⚫ Refer to the SMART calendar & key daily

⚫ DO NOT KEY on the “DO NOT KEY” day including SAT & 

SUN after the cutoff!!!

⚫ Do NOT key beyond the pay period

⚫ Communicate with your Time Approver

◼ Approval -

⚫ Before cutoff – 2PM on the pre-process day  

⚫ Refer to the SMART calendar

⚫ Communicate with your Timekeeper



IMPORTANT!!!

◼ If the Time Approver cannot approve by 2 PM, 

please contact your chief/supervisor to approve 

your payroll.  

◼ If your chief/supervisor cannot approve, send an 

approval request via email with your Org number to:

Karen Matatall – GajewskiK@duvalschools.org 

Bruce Scheeley – ScheeleyB@duvalschools.org

◼ Approval request must come from a Time Approver.  

If there’s a situation and others are sending, make 

sure to copy your time approver on the requesting 

email.







Regular Pay Calendar



Optional Pay Calendar



Your Role as a Timekeeper
As a timekeeper, you are responsible for:

◼ Work your Roster.

◼ Printing and Collecting all paper Timesheets and enter time information 

into CAT2.

◼ Double check your entries in CATS_DA. 

◼ Communicate with your Time Approver for Time Approval.

◼ Send leave forms that you cannot key to payroll with all supporting 

documents such as donated leave or LWOP older than 60 days.

◼ Keep up with ESS Sub – leave must be keyed within 3 days of return. 

◼ Monitoring leave information and balances for all employees in your 

organizational unit.

◼ Communicate with your Payroll Tech regarding any payroll issues. 



1. Attendance records (Timesheets)   5 fiscal years

2. Leave records (Leave Forms)   5 fiscal years

3. Payroll supporting documentation (Rosters)  5 fiscal years

4. Audit supporting documentation   3 fiscal years

RECORD RETENTION SCHEDULE

SMART FILING PROCEDURES

• File your payroll documentation by pay period.  

• Please label your file folder with the pay period and pay date. 

     Example:

Pay Period:  02/24/24 – 03/08/24  Pay Date:  03/15/24

• All forms keyed during this pay period are kept together alphabetically



SMART FILING PROCEDURES (continued)

You must have a folder per Pay Period & Pay Date

Place the following documents in payroll folder:

• Copy of signed Roster

• Approved sign-in sheet

• Timesheets (Alphabetical order)

Before filing forms, please check the following:

• All employees are accounted for on Roster

• Payroll keyed/approved by cutoff

• ESS Sub has been checked 

• All leave has been keyed (half hour increments, half day, full day)

• Date/Times keyed match forms

• No whiteout on any forms



TRANSACTION CODES

◼ PA20 – Display HR Master Data – Employee info

◼ Y_SED_95000226 – Timesheets – Print Timesheets

◼ CAT2 – Timesheet Maintain Time – Key Leave & Time

◼ CATS_DA – Display Working Time – View entries keyed

◼ PT_QTA10 –Leave Balances

◼ PT_BAL00 – Leave Accruals

◼ Y_SED_95000329 – PCF Tracking

◼ Y_SD6_95000519- Leave Request Check- Bookkeepers
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