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Employee Lookup 
Verifying Employee Status


When you have an employee that you want to use for tutoring, substitute or other 
one-time pay reasons, you must verify that the employee is an active employee 
with the district.  The Employee Lookup report will help you with that.  Before you 
have an employee work at your location, you must confirm with HR that the 
employee has completed all of the necessary requirements.


AT = Active Temporary
TR = Temporary Retiree (may be subject to restrictions)
AF = Active Full-time
LV = Currently on TDL , Military or Prof Development Leave (not 
eligible to work)
T1/R1 = Termination / Retiree Pending (eligible for current time 
records only)
T2/R2 = Terminated / Retiree Final (not eligible to work)
T3 = Terminated Owes Money (not eligible to work)


ESS Status descriptions







Temp Para or Substitute Para


Job Code 3242 is a temporary paraprofessional.  This 
employee has not completed orientation and/or passed the 
appropriate screening exams to qualify as a classroom 
instructional substitute.  


This employee will not be able to process through SmartFind.  
The employee must complete the sub/temp non-exempt time 
card.  All hours worked will be paid out of the location’s 
budget. Any exception to this must have ASCD approval.







Temp Para or Substitute Para


Job Code 3240 is a Sub Aide.  This employee has 
completed orientation and/or passed the appropriate 
screening exams to qualify as a classroom instructional 
substitute.  


This employee will process through SmartFind, a time 
card is not required.







Temp Paraprofessional (Job Code: 3242)


Temp Para with a future AF job change (Job 
Code: 3182)







Employee by Account Location and Job 
Code


This report will show the start and end dates for the positions at 
your campus.  This is helpful for those employees that have a 
different work calendar than the majority of your employees.  
For example:  Masterlist Clerk, Librarian, Counselor, Attendance 
Clerk, Principal, etc.  







Retirees


Please refer to the Payroll BOPM for the resources regarding 
retirees.  This includes the 2014-15 Eligible days/hours to 
work and the agreement.    


If the retiree has specific questions, please refer them to 
TRS.







Payroll Distribution by Account/by 
Employee


Use this report to review budget concerns for particular 
accounts and/or employees. 


Enter your field parameters, use the 
calendar to select the date range and click 
OK.  The report will populate and show 
details on the transactions by the account 
and/or employee.







Professional Development







Official Business


Unless the meeting / activity is held outside of the Pasadena 
ISD district boundary, the employee does not need to show 
the “absence – time away from position” on the time card 
and/or SmartFind.  
If the employee is attending a meeting / activity at Region IV, 
then they would need to notate that on their time records.


To utilize the Smartfind system, the official business reason 
does not require an activity account.







Time Card Q & A
A series of questions and answers are available on the Payroll 
BOPM.


The approved time cards are found 
on the Payroll BOPM.  
Which time card is used for 
retirees on a long term 
assignment?
Which time card is used by the 
administrators?
Which time card is used for extra 
duty pay for teachers?







Time Cards


Scenario:  FMLA and/or Military Leave Absences


If a time card is required for the position, the 
timekeeper should complete the time card and  show 
“unavailable for signature” on the time card.  When 
the employee returns to work, they can sign and/or 
make corrections as necessary.


If it is a planned absence, the employee can leave 
pre-filled time cards for the dates of the absence. 







Things to remember:
 ESS


 Open Enrollment


 Payroll Cycle Schedule


 Salary Letters


 Payroll BOPM – PS33 Validation Rules


Q & A






