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Revised Sections Index

Index

The Index has two parts.

The Revised Sections Index has items only from About this manual and
the PARs chapter.

The Non-Revised Sections Index has items only from the following parts
of this manual:

e The Time Roster
e Other Forms
e The Paycheck

e Reports
e Appendixes

The Non Revised Sections Index begins on page 204.

Revised Sections Index

A

additional blank lines code, 1:408
additional positions
determining if the employee is taking..., 1:303
sick pay eligibility exception, 1:505
address boxes on the PAR
illustration, 1:306
alternate labor code
defition, 1:702
alternate labor codes boxes
illustration, 1:701
appointment expiration date
filling for a reappointment/rehire, 1:1004
filling in for a new hire PAR, 1:603
filling in for a promotion, 1:906
filling in for a transfer, 1:1403
appointment type/schedule, 1:501

B
budgeted class, filling in for a new hire PAR, 1:507

C

check distribution code
filling in for a new hire PAR, 1:408
class title (classification title), 1:408
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codes

additional blank lines, 1:408
appointment type/schedule, 1:501
check distribution, 1:408

department requisition number, 1:601
index, 1:702

marital status, 1:305
overtime/standby pay eligibility, 1:406
Pay type, 1:401

race/ethnic, 1:305

Roster, 1:407

schedule, 1:501

separation, for a separation, 1:1302
separation, for reappointments/rehires, 1:1003
Sequence, 1:407

shift, 1:404

shift %, 1:405

shift percent, updated table for 1998/99, 1:1603
shift percent, updating 1998/99, 1:1601
shift, updating 1998/99, 1:1601

sick meth, 1:505

sub-object, 1:702

unpaid leave reason, 1:1502

vacation factor, 1:504

vacation method, 1:503

D

deadlines
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Revised Sections index

P

pay frequency, new hire PAR, 1:403
Pay type code
filling in for a new hire PAR, 1:401
percentage of time charged, 1:703
Primary labor code
Definition, 1:701
project work/phase, filling in for a new hire PAR, 1:703

R
race/ethnic code
filling in for a new hire PAR, 1:305
rank number

filling in for a promotion, 1:904
filling in for a reapppointment, 1:602
resignations, 1:1301
retirements, 1:1301
Roster code, 1:407
Roster code, filling in for a new hire PAR, 1:407

S

salary step, filling in for 2 new hire PAR

new hire PAR, filling in, 1:402
San Francisco Unified School District

managing transfers from your department to, 1:1402

processing a promotion from, 1:901

transfers to your department from, 1:1402
separation code

filling in for a separation, 1:1302

filling in for reappointments/rehires, 1:1003
sequence number, 1:801

definition, 1:801
sequence number, filling in for a new hire PAR, 1:603
SFUSD. See San Francisco Unified School District
shift %

filling in for a new hire PAR, 1:405
shift code, filling in for a new hire PAR, 1:404

shift differential. See shift premium
shift percent code, 1:405
shift percent codes
updating 1998/99, 1:1601
shift premium percent, definition, 1:405
shift premium rate, definition, 1:405
shift premium, definition, 1:405
sick fac (sick factor), filling in for a new hire PAR, 1:506
sick meth
sick pay eligibility code, 1:505
sick pay anniversary date, 1:505
Special use boxes on line H, 1:104
standard hours or irreg, filling out for a new hire PAR,
1:403
State withholding, instructions, 1:201
sub obj (sub-object code)
filling for a new hire PAR, 1:702

T

TCD. See Transpositional Check Digit
terminations, 1:1301
Transpositional Check Digit, 1:303
Tumaround PAR
Before requesting turnarounds, 1:104
When to fill it out, 1:102

U

unpaid leave reason
filling in on the new hire PAR, 1:1502

\4

vacation anniversary date, filling in for a new hire PAR,
1:502

vacation factor, filling in for a new hire PAR, 1:504

vacation meth (vacation method code), filling in for a new
hire PAR, 1:503
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Non-Revised Sections Index

canceling J-49
restarting J-50
eligible classes J-48 - J-49

if employee has a TSA (Tax Shelter Annuity) deduction

canceling J-49
restarting J-50
length of time an employee may receive DP J-48
monitoring DP hours J-48
procedures
all eligibility groups J-49 - J-50
eligibility groups 1 and 2 J-50 - J-51
eligibility group 3 J-51
posting holidays J-50, J-51
taxation of J-48
vacation, exceeding maximum balance while on
disability J-50 class
printed on Payroll and Deduction Register 6-3
printed on Time Roster 3-9
writing on write-in Roster 3-33
list of Appendix L
notifying PPSDwhen an employee is
reappointed/rehired 2-44
when an employee is reinstated 2-47
classification [see class; Job Class box on PAR]
commuting benefit
annual lease value table K-17
. exempted vehicles K-13
explanation of K-13
how to calculate the value of the benefit
for all employees except elected and appointed
officials K-14
for elected and appointed officials K-15 - K-18
Comp Time Usage (OU)
explanation of E-5
how to post 3-19
example of 3-24, 3-26
monitoring E-5
correcting payroll errors and problems 4-1 - 4-6f
cost-of-living increase 2-56

—D—

daily exceptions

purpose of 3-11

where to post 3-10

which exceptions to post 3-11
date printed on Time Roster 3-6

deceased employees, special instructions for K-11 - K-12
deduction error on employee’s paycheck, to correct 4-2, 4-6d

deductions [see also Payroll Deduction
Authorization/Canceliation form]

abbreviations of Appendix I

adding 4-18

canceling 4-18 - 4-20

changing 4-18

list and description of Appendix H

printed on Pay Statement 5-4

printed on Payroll and Deduction Register 6-4

Payroll/Personnel Procedures Manual—-—revised October 16, 1998

SDI [see State Disability Insurance]

tax [see tax deduction; tax withholding]
deferred compensation, stopping deduction

for an employee on assault pay J-54

for an employee on City disability pay J-49

for an employee on SDI J-27

for an employee on Workers’ Comp J-10 - J-11
department number, printed on Roster 3-6
Disability Pay (DP) [see City Disability Pay}]
division number printed on Time Roster 3-9
DP {see City Disability Pay]

—F—

Educational Leave Pay (EP)

explanation of E-2

how to post 3-19

monitoring hours and eligibility E-2
Educational Leave without pay (EL)

explanation of F-1

how to post 3-21
EL [see Educational Leave without pay]
elected officials, pay rate for 3-9
employee information on Time Roster 3-7 - 3-9
employee name [see name, employee]
employee number

how to change K-2 -K-3

definition of Glossary-1

printed on Time Roster 3-8

writing on write-in Roster 3-33

Employee Reference Report fsee Timekeeper’s Employee

Reference Report]
EP [see Educational Leave Pay]
EW [see Extended Work wee]
exceptions
definition of Glossary-1
posting daily 3-11
posting for pay period 3-15 - 3-26
posting on a write-in Roster 3-33
when not to post 3-13
exceptions, daily [see daily exceptions]
exceptions, non-paid see non-paid hours exceptions]
exceptions, paid [see paid-hours exceptions]
exceptions summary area of Time Roster
description 3-14
when to fill out 3-15
exemptions [see tax exemptions]
Extended Work Week (EW)
explanation of E-2
how to post 3-19, 3-22
labor code changed for E-2
[see also overtime]

—F—

FAMIS, definition of Glossary-2
federal exemptions [see tax exemptions, federal]
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Non-Revised Sections Index

how to post 3-19

how listed on Pay Statement 5-3, 5-4

monitoring hours and eligibility E-4
LP [see Longevity Leave Pay]

—M—

manual paycheck, issued for underpayment 4-6b
marital status, federal 6-2
Military Leave Pay (MP)
explanation of E-4
how to post 3-19
monitoring hours and eligibility E-4
Military Leave without pay (ML)
explanation of F-1
how to post 3-21
ML [see Military Leave without pay}
MP [see Military Leave Pay]

—N—

name, employee

how to write on PAR K-6 - K-7

printed on Time Roster 3-8

writing on write-in Roster 3-33
net pay

definition of Glossary-2

printed on Pay Statement 5-4

printed on paycheck 5-2

printed on Payroli and Deduction Register 6-3
new hire

filling out Time Roster for 3-31 ~ 3-33
No Exceptions box on Time Roster

effect of checking for employees with irregular

schedules 3-13

when not to check 3-15

when to check 3-13
non-paid exceptions [see non-paid hours exceptions]
non-paid hours boxes on Time Roster 3-21
non-paid hours codes 3-21

explanation of Appendix F

[see also individual symbol names]
non-paid hours exceptions

definition of Glossary-3

posting daily 3-11

posting for pay period 3-21

example of 3-26

posting on a write-in Roster 3-33

non-payment of wages, to correct 4-2, 4-6¢

—O0—

OTHR HOL, printed on Pay Statement 5-3

OU [See Comp Time]

overpayment of wages, to correct 4-2, 4-6b, 4-6¢
overriding rate printed on Time Roster 3-17
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overriding scheduled hours printed on Time Roster [see

scheduled hours, printed on Time Roster, how to override for

an employee]
overriding shift printed on Time Roster 3-18
overtime
checks issued for 3-20, 3-25
posting daily 3-11
posting for pay period 3-19, 3-22
examples of 3-24, 3-25, 3-26

[see also Extended Work Week (EW); Holiday Work

Pay (HP); Overtime Paid at Straight Time (OS);
Overtime Paid at Time-and-a-Half (OT)]
Overtime Paid at Straight Time (OS)
explanation of E-4
how listed on Pay Statement 5-3, 5-4
how to post 3-19, 3-22
[see also overtime]
Overtime Paid at Time-and-a-Half (OT)
explanation of E-4
how listed on Pay Statement 5-3, 5-4
how to post 3-19, 3-22
examples of 3-24, 3-25, 3-26
[see also overtime}
OVERTIME, printed on Pay Statement 5-3
Overtime Status box on PAR [see OT Status box on PAR]

—P—

page number
printed on Time Roster 3-6
writing on write-in Roster 3-32
paid exceptions [see paid-hours exceptions]
paid-hours exceptions
abbreviations on Pay Statement and Payroll and
Deduction Register
explanation of Appendix I
correcting posting errors to 4-2, 4-6d, 4-6f
definition of Glossary-3
posting daily 3-11
posting for pay period 3-19
example of 3-24
maximum number of hours allowed 3-20
on write-in Roster 3-33
printed on Pay Statement 5-3, 54
printed on Payroll and Deduction Register 6-4
[see also paid-hours exceptions codes]
Paid-Hours Exceptions boxes on Time Roster 3-18 - 3-19
paid-hours exceptions codes 3-19
explanation of Appendix E
maximum you can post on Time Roster per line 3-19
paid sick ieave hours
balance
printed on Pay Statement 5-4
printed on Time Roster 3-7, 3-8
printed on Timekeeper’s Employee Reference
Report 6-8
to learn employee’s current 3-8
used, amount paid for
printed on Pay Statement 5-3



Index

Non-Revised Sections Index

writing on write-in Roster 3-33
Report 10 [see Payroll and Deduction Register
reports [see Payroll and Deduction Register; Timekeeper’s
Employee Reference Report; merit increase report]
requisition number [see department requisition number box
on PAR]
Roster {see Time Roster]
Roster code
printed on Time Roster 3-6
printed on Timekeeper’s Employee Reference Report 6-8
writing on write-in Roster 3-32

—S—

“S=* printed on Time Roster 3-8
salaried employees, pay rate for 3-9
salary [see rate]
salary warrant [see paycheck]
San Francisco Unified School District [see transfers, from the
School District; transfers, to the School District; promotions,
from the School District; promotions, to the School District]
schedule, alternating {see alternating schedule]
schedule, irregular {see irregular schedule]
schedule, regular [see scheduled hours]
scheduled hours
definition of Glossary-4
printed on Time Roster 3-8
and limit to the total paid exceptions you can
post 3-20
how they are used by the computer 3-8
how to override for an employee
who transfers 3-35
who worked less than his/her scheduled
hours 3-35
and had an alternating schedule 3-34
who worked more than his/her
scheduled hours 3-34
whose hourly rate has changed 3-17
with an irregular
schedule 3-36 - 3-37
with paid-hours exceptions 3-19
posting daily exceptions to 3-11
[see also standard hours on PAR, and limit for reporting
on Time Roster]
School District, San Francisco Unified [see transfers, from
the School District; transfers, to the School District;
promotions, from the School District; promotions, to
the School District]
SD [see State Disability Insurance Leave without pay]
SDI [see State Disability Insurance]
Section number printed on Time Roster 3-9
separation code, definition of Glossary-4
sequence number, definition of Glossary-4
“SH=* printed on Roster 3-9
shift code(s)
definition of Glossary-4
printed on Time Roster 3-9
how to override 3-18
how to post daily exceptions to 3-11

use of to determine shift premium rate 3-9, 3-18
writing on write-in Roster 3-33
Shift Code box on Roster 3-18
shift % code on PAR and shift posted on Roster, to determine
shift premium 3-18
SHIFT, printed on Pay Statement 5-3
shift, split [see split shift]
shift premium
how the computer calculates 3-18
listed on Pay Statement 5-3, 5-4
listed on Payroll and Deduction Register 6-4
1o pay to an employee with shift code 1 3-18
sick leave anniversary, definition of Glossary-4
sick leave balance [see paid sick leave hours, balance]
sick leave factor, definition of Glossary-4
sick leave hours, paid [see Sick Pay; paid sick leave hours]
sick leave hours unpaid fsee Sick Leave without pay]
sick leave method, definition of Glossary-4
Sick Leave without pay (SL)
explanation of F-1
how to post 3-21
example of 3-26
Sick Method box on PAR
sick pay balance [see paid sick leave hours, balance]
sick pay (SP)
explanation of E-5 - E-6
how listed on pay statement 5-3
how to post 3-19
example of 3-24
[see also paid sick leave hours]
signature card 3-27
SL [see Sick Leave without pay]
SN [see Suspension without pay]
social security number
how to correct K-2 - K-3
how to process new employees who do not
have one K-8 - K-10
how to report time for an employee
who does not have one K-9, K-10
with an incorrect one K-3
SP {see Sick Pay]
Special Pay Code and Count boxes on Roster 3-20 - 3-21
totaling the count box 3-28
special pay codes and rates Appendix G
special (premium) pay
abbreviations on Pay Statement and Payrol! and
Deduction Register,
explanations of Appendix I
checks issued for 3-20, 3-25
definition of Glossary-5
how to post 3-20 - 3-21
examples of 3-24 - 3-25
listed on Pay Statement 5-3 - 5-4
listed on Payroll and Deduction Register 6-4
split shifts
posting daily 3-11
posting interpreter/translator pay across 3-26
standard pay, how listed on Pay Statement 5-3, 5-4
State Disability Insurance (SD)
adjustments
general J-28 - 1-29
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Non-Revised Sections index

pay period posting 3-19, 3-22
legal holidays
daily posting 3-11
pay period posting 3-19, 3-22-3-23
new employees 3-31 - 3-33
[see also Time Roster, finishing; Time Roster, general
information about; Time Roster, write-in]
Time Roster, finishing 3-27, 3-30
distribution of copies 3-27, 3-30
filling out the Batch Control Record 3-29
signing
card required for 3-37
who may sign in 3-27
summary of instructions 3-27
totaling the pages 3-28
where and when to send finished Time Roster 3-10
[see also Time Roster, filling out for; Time Roster,
general information about; Time Roster, write-in]
Time Roster, general information about
Batch Control Record, filling out 3-29, 3-30
daily posting area on 3-10 -3-11
use of information posted there 3-11
what to post there 3-11
definition of Glossary-5
employee information on 3-7 - 3-9
[see also individual items}]
exceptions summary area on 3-14 - 3-15
use of information posted there 3-14
when to fill out 3-15
heading information on 3-6
names on
organization of 2-22
No Exceptions box on [see No Exceptions box on Roster]
Prepared By line on 3-27
received for another department 3-5
schedule for picking up and submitting 3-4
use of 3-3
writingon 3-5
[see also Time Roster, filling out for; Time Roster,
finishing; Time Roster, write-in)
Time Roster, write-in
explanation of 3-31
filling out 3-31 - 3-33
exceptions on 3-33
finishing 3-33
for an employee who transfers to your
department 3-36 '
required information 3-32 - 3-33
submitting PARs for employees on 3-31
where to obtain 3-5
who to fill it out for 3-31
Timekeeper’s Employee Reference Report (C121)
definition of Glossary-1
description of 6-7 - 6-8
Total Paid Exceptions Box on Time Roster 3-20
filling out Time Roster for 3-35 - 3-36
transpositional check digit [see TCD]

TSA (Tax Shelter Annuity), stopping deduction
for an employee on assault pay J-54
for an employee on City disability pay J-49

for an employee on SDI J-27

for an employee on Workers’ Comp J-10 - J-11
turnaround PAR [see PAR, turnaround]
20/20 Work Program, explanation of E-2

—U—

underpayment of wages
how it is adjusted 4-6a
how to correct 4-2, 4-6a
union exempt
classes, list of Appendix L.
definition of Glossary-5

—_V—

“V=" printed on Time Roster 3-8
vacation anniversary, definition of Glossary-5
vacation balance [see vacation hours, balance}
vacation factor, definition of Glossary-6
vacation hours
balance
how to learn employee’s current 3-7
printed on Pay Statement 5-4
printed on Time Roster 3-7, 3-8
printed on Timekeeper’s Employee Reference
Report 6-8
used, amount paid for
printed on Pay Statement 5-4
printed on Payroll and Deduction Register 6-4
vacation method, definition of Glossary-6
Vacation Pay (VA)
explanation of E-6
how to post 3-19, 3-24
VACATION, printed on Pay Statement 5-3
vested sick leave balance [see paid sick leave hours, vested
balance]
voluntary deduction [see deduction error; deduction,
automatic]

. ___W__

warrant [see paycheck]
WK [see Work at Regular Pay]
Work at Regular Pay (WK)
explanation of E-6
how to post 3-19
Workers® Compensation
adjustments
and Workers’ Comp Division Form
DWC-500-1 J-15
and assault pay J-14, J-15

Payroll/Personnel Procedures Manual——revised October 16, 1998



