


Questions? Please contact the payroll office 

SECTION: 
A 

CHECK/DIRECT DEPOSIT COPY: 
On a paycheck, this is where the actual check is.  For Direct deposits, this is the direct deposit 
receipt. The employee name and address will reflect in both the check and direct deposit slip. 

SECTION: 
B 

GENERAL INFORMATION: 
Employer Name, Business Identification Number (circled in blue) and phone number. Employee 
Name  (listed in blue), Pay period Number (circled in blue) Pay Cycle Start/End of the Pay Period 
for Salaries Payable, Pay Date & Direct Deposit Date. Federal & State tax withholding based on 
current W-4 on file (listed in blue). 

SECTION: 
C 

EARNINGS (GROSS PAY): 
Earnings: Description of payment for regular pay or supplemental pay. 
The number of hours will be listed under Reg Hrs (straight time) or O/T Hrs (overtime). 

Each Pay lines will have the description (i.e. Tchr and new teacher orientation, in this example) 
next to the description will be a letter “S” or “H” 
“S” next to the earnings description stands for Salary.  

Salary can be calculated by multiplying the number of days expected to work in the school year 
by the number of hours working per day by the hourly rate of pay and dividing it by the number 
of months paid. Example below:  
190 (days) x 8 (hours per day) * $29.53 (hourly rate) = $44,885.60 (annual salary)  
$44,885.60 /12 months = a monthly salary of $3,740.47 (give or take a couple of pennies due to 
rounding). 

“H” next to the earnings description stands for Hourly. 
Hourly – non-exempt or classified employees will have a second pay line that reflects the 

amount of extra hours worked and paid for during the pay period.  
“Other Accum.” represents “other pay” issued in the previous fiscal (school) year or current 
school year, reportable in the current calendar year for tax purposes.   

Reg Hrs: Regular position hours paid for the current pay cycle equal the number of hours for the 
month based on work calendar for this position. 
Regular hours for supplemental pay, equal the number of hours from last payroll cutoff date to the 
current cutoff date.  
O/T Hrs: Hours from last payroll cutoff to current payroll cutoff.  Note: Workweek for purposes of 
overtime - 12:00 am on Sunday through 11:59 pm on Saturday. 
Rate: Hourly pay rate based on salary schedule placement, bargaining unit agreement, or methods 
of pay memo. 
O/T Rate: Rate for overtime hours equals regular rate multiplied by 1 ½. 
Amt: Amount paid for the current pay cycle. 

Regular position: amount is usually 1/12 of annual amount for 12 equal payments. (Note: Due to 
pay averaging, the rate multiplied by the hours, will not equal “Amt” because the amount represents 1/12th 
of annual pay.) 
Supplemental pay: Rate multiplied by the hours.  
Stipend pay: Full amount will be divided into equal payments based on payment schedule. 

FTD: Fiscal year to date totals from July 1 through June 30. 
YTD: Calendar year to date totals from January 1 through December 31. 
Total Earnings: Gross pay before deductions for the current pay cycle. 

SECTION: 
D 

EMPLOYEE DEDUCTIONS: 
This section shows the employee their deductions, mandatory and voluntary.  Mandatory 
deductions are those mandated by Federal, State, and an employee’s collective bargaining 
agreement.  Voluntary deductions are those that employees voluntarily signed up for. Union dues, 
TSA, additional direct deposits, etc.  PRE-TAX deductions are deductions an employee may have 
for Section 125 insurance premiums, Section 125 Other health or Dependent Care and TSA’s (tax 
sheltered annuities such as 403b, 457, etc.). PERS deductions are also pretax. 
Amount: Amount paid for the current pay cycle. 
YTD: Calendar year to date totals from January 1 through December 31. 
Deduction Total: Total deductions for this pay period (Gross pay minus total deductions equals 
Net pay). 

SECTION: 
E 

LEAVE ACCUMULATED: 
This section will show the employee all of their available leave plans and the entire fiscal year’s 
transactions.  



Beg Bal: Total amount of leave carried forward from previous fiscal year. 
Used: Total amount of leave used for the current fiscal year (Used leave is posted from last payroll 
cutoff date to current payroll cutoff date.) 
Accr: Total amount of leave accrued for the current fiscal year.  
Adj: Total adjustments for current fiscal year. Adjustments include docks for negative balances and 
donation to sick leave pool. 
Bal: Ending balance. This is the balance the employee has going forward for the following month’s 
pay period. Beginning Balance - Used + Accrued +/- Adjustments = Balance. 

SECTION: 
F 

LEAVE CURRENT: 
This section shows the employee the current month’s transactions.  Note: If zero hours were used 
and zero hours were accumulated for the pay period of the check stub that is being viewed, this 
section will not appear.  
Used: Total of leave posted for this pay cycle. Leave from last payroll cutoff date to current cutoff 
date.  
Accr: Total amount of leave accrued for this pay cycle. 
Adj: Adjustments posted for current pay cycle. Adjustments include docks for negative balances 
and donations to sick leave pool 

SECTION: 
G 

EMPLOYER PAID BENEFITS: 
Benefits paid on the employee’s behalf by the district. Employer paid benefits include mandatory 
taxes, health insurance, and PERS. This also known as payroll related costs.  
Amount: Amount paid for the current pay cycle. 
YTD: Calendar year to date totals from January 1 through December 31. 

SECTION: 
H 

NOTES: 
Information the employer has chosen to add to the employee’s paystub. Typically used as a 
reminder for payroll and tax information. The section only appears on the paystub if there is a note. 

SECTION: I NET AMOUNT: 
The amount due to the employee after all of Employee Deductions are processed from Section D. 
Total Earnings/Gross (Section C) – Employee Deductions (Section D) = Net Amount (Section I) 

Possible Benefit Contributions: 

403(b), 457, & PERS Voluntary Contribution. 
Possible Deductions: 

 
 
 
 
 
 
 

TAXES: 
FEDERAL TAX 
FICA MEDICARE 
FICA SOCIAL SECURITY 
OR Paid Leave Tax 
STATE TAX 
STATE TRANSIT WH TAX 
WC Hourly Assessment 

Questions? Please contact the payroll office 

 

BENEFITS: 
OEBB Dental/Vision Insurance 
OEBB Medical Insurance 
OEBB Supplemental Insurance (Basic 
Life Insurance, Long-term Disability,  
Short-term Disability, Accidental Death 
& Dismemberment) 
Retirement (PERS) 
Health Savings Account (HSA BANK,  
Optum Bank, First Tech) 

OTHER DEDUCTIONS: 
Domestic Partner Imputed Value 
Garnishments 
OEA Dues  
OEA Local Dues 
OSEA Chapter Dues 
OSEA Dues 
OSEA ELAF 
OSEA Insurance 
PNC Sec 125 - Daycare (DCE) 
PNC Sec 125 - Health (FSA)
Unemployment 
United Way 
WC Codes (7380, 8868, 9101, 
9349, DTEC, & TRIA) 


