Most Frequently Asked Questions for Payroll 
1.   Do you know where to Locate BTS Job Aids?

 You will locate them in the BTS Help Zone Website (See Job Aids section for Step-by–       Step instructions)

2. My Office Technician is going to be out due to an Annual Physical Exam, how should her time be reported?

Report absence Code “MSAP” (See Job Aids section for more 
Absence and Attendance Codes)  

3. My Norm Teacher is attending a Professional Development funded by Title 1(7S046) which funding source do I report the Norm Teacher and Substitute?

The Norm Teacher (1020) gets reported under Program S046 (fund supporting PD)

The Substitute covering Norm Teacher is reported Program 1065 (See Job Aid Section for Time Reporting Teacher’s and Substitute for Professional Development)

4.  Is there a report I can generate to identify or monitor furlough days for   my Employees?
Run a “Furlough Audit Report” to determine how many furlough days have been reported.  (See Job Aid Section for “Time Audit Report”-ZTMTIMEAUDITRPT )
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