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Need to Know
1. General Payroll Information:

1. What is Annualized Salary?
2. Where is the Payroll Cycle Schedule?
3. How do I find my Salary Letter?

2. Employee Self Service (ESS)
1. Pay Checks
2. W-2’s
3. Direct Deposit 
4. Leave Balances

3. Fair Labor Standards Act (FLSA)
1. Time Cards
2. Comp Time Balances
3. Hours to pay



What is Annualized Salary?
Board Policy:  DEA (Local)

Annualized salary is based on the number of work days in the school year, multiplied 
by the daily rate for each full time position, divided by the number of paychecks for 
the school year.

20xx-20xx school year

185 days X $100.00 (day) = $18,500 
$18,500 divided by 24 pay periods = $770.83 gross payment

By using Annualized Salary the district processes the same gross payment all school 
year, providing full paychecks during November, December, January, March and the 
summer months.  

Docked absences will reduce the gross amount. One-time payments for additional or 
overtime hours worked will increase the gross amount.  



Payroll BOPM
(Business Office 

Procedure Manual)

From the district website, 
find departments, then 
Payroll

The Payroll Cycle Schedule 
lists the payroll period for 
absences and one-time 
payments for additional 
hours worked.  It also shows 
the check release date. That 
is the official payday.  Some 
banks decide to release your 
direct deposit prior to that 
date.  That is their business 
procedure and does not 
change the actual payday 
from the district. 

Time cards, Q & A 
regarding  time 
cards, and time 
card training are 
always available to 
you on the Payroll 
BOPM.





How do I find my Salary Letter?



When you log onto a district computer, select the Lawson icon from your desktop or 
enter PISDLAWSON into the browser (Internet Explorer) 
The ESS dashboard should appear on your screen. 



ESS Video Tutorial.pdf

ESS Tutorials

Payment Modeling.pdf

Printing Pay Stubs On ESS.pdf

Printing W2’s on ESS.pdf

Tax Withholding on ESS.pdf

Direct Deposit on ESS.pdf

The following tutorials were created to help you navigate the many resources 
available to you on ESS.  

file://pisdcifs03/AcctShare/Payroll Data/Payroll Documentation/Secretary Training Manual and Powerpoints/District Wide Staff Development/ESS Video Tutorial.pdf
file://pisdcifs03/AcctShare/Payroll Data/Payroll Documentation/Secretary Training Manual and Powerpoints/District Wide Staff Development/Payment Modeling.pdf
file://pisdcifs03/AcctShare/Payroll Data/Payroll Documentation/Secretary Training Manual and Powerpoints/ESS Video Tutorial/Printing Pay Stubs On ESS.pdf
file://pisdcifs03/AcctShare/Payroll Data/Payroll Documentation/Secretary Training Manual and Powerpoints/ESS Video Tutorial/Printing W2’s on ESS.pdf
file://pisdcifs03/AcctShare/Payroll Data/Payroll Documentation/Secretary Training Manual and Powerpoints/ESS Video Tutorial/Tax Withholding on ESS.pdf
Direct Deposit on ESS.pdf


Fair Labor Standards Act - FLSA
Board Policy:  DEA (Legal)

Who is a Non-Exempt Employee?

Do Non-Exempt Employees sign in and out for lunch?

What time card is used for the Non-Exempt Employee?

Custodians
Maintenance Workers
Bus Drivers and Monitors
Clerical and Instructional Aides
Computer Technicians

Police Officers and Crossing Guards
Child Nutrition Workers
Supervisors that do not meet the 
Exempt Personnel Tests

Non-Exempt Employee Time Card
Tech Services Time Card
Police Officer Time Card
Police Dispatchers Time Card

Manual Time Card – Specified 
Departments Only

Office/clerical personnel assigned to a school campus, police officers, and police 
dispatchers will work an eight hour day with 30 minutes designated as “on-duty” 
lunch.  They do not sign in or out for lunch as long as they are on campus.  All 
other non-exempt employees will work an eight hour day and will sign in and out 
for lunch.



Comp Time
Board Policy states that Comp time must be used before any other paid leave plan.
Please refer to policy DEC (local)

• Comp time is available to Non-Exempt employees only.  A maximum of 60 
hours of compensatory time can be accrued.  

• Compensatory time shall be used within the duty year in which it is earned.  
• The employee must complete the “Hours to Pay” box on their time card.  

Comp time Opening/Beginning balances are the employees responsibility 
and should be completed each time the employee submits a new time card.  





Trade 
Days

**All earned trade 
days will need prior 
associate 
superintendent 
approval. **

Please review the 
Trade Day procedures 
found on the Payroll 
BOPM.



• TRS (Teacher Retirement System of Texas)

• TRS Telephone Counseling Center 1-800-223-8778 

Teacher Retirement System of Texas

1000 Red River Street

Austin, TX  78701-2698

• AETNA Health Insurance

• Aetna member services 1-866-841-3541

• Annuity

• 403b TCG Administrators 1-800-943-9179

403b@tcgservices.com

• 457 Schamerhorn Financial Group 281-486-9700

Employee Reference Contacts 
Resources



Please refer to the Payroll BOPM for review of 
district procedures and “how to” instructions.  It is 
a valuable resource for all payroll related concerns.

Q & A


