
Welcome to the upgraded mesheets for the new school year…. 

The following are instruc ons on how to enter me into the new mesheets.  If you have any ques ons 

about the process please contact Wendy at the District Office (hr@scsd303.org) 

Your mesheet at a glance: 

Your mesheet will now total the hours you work for the month automa cally.  You must enter your me in Decimal Hours.  A 

chart of decimal hours is located on the last page of these instruc ons for easy reference. 

Each month has a tab at the bo om of the workbook.  To enter me for each month click the appropriate month tab and enter 

your daily hours. 

Changes in shi s (subbing or extra hours) need to be noted on the lower le  yellow box.  This informa on is important for pay-

roll processing.  Please type the informa on. 

Completed mesheets need to be printed, signed, and approved by your supervisor. 



On the first page of your mesheet workbook (month of July) enter the following informa on: 

1. Enter your name in the Employee box (last name, first name) 

2. Enter your building in the Loca on box 

3. Enter your job tle in the Posi on box 

This informa on will pre‐fill for the following months.  There is no need to re‐enter the informa on monthly. 



 

Enter your daily total hours worked on your regular posi on in the Regular box.   

Addi onal hours (extra hours and  OT) are entered in the Extra box.   

If you worked a different posi on for subbing or in another department enter those hours in the Different Posi on box 

and note the informa on (date and person you worked for) in the yellow box on the lower le .  If working in a different 

department the corresponding supervisor will also need to approve your mesheet. 

Paid leave hours are entered in the same way.  Enter the amount of hours taken for each type of leave.   

A er you enter informa on in your mesheet it is important to SAVE the document so that you can access it again the 

next month.  

Completed mesheets need to be printed, signed by you and approved by your supervisor.  Once approved all me-

sheets need to be returned to the District Office in the first full week of the following month.  (Example: July mesheets 

are due to the District Office the first full week of August.) 



Decimal Hour Chart 

Hours & 

Minutes 

Decimal Hour 

Conversion 

5 minutes .083 

10 minutes .167 

15 minutes .25 

20 minutes .33 

25 minutes .416 

30 minutes .5 

35 minutes .583 

40 minutes .66 

45 minutes .75 

50 minutes .83 

55 minutes .916 

60 minutes 1 

Examples: 

4 hours 5 minutes = 4.083 decimal hours 

5 hours 15 minutes = 5.25 decimal hours 

6 hours 30 minutes = 6.5 decimal hours 

8 hours = 8 decimal hours 


