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Payroll
Quick Reference Guide
1. Where can I find payroll information?
a. CougarWeb>My Workplace>Employee Dashboard.
b. Your pay stub will be emailed to you each payroll cycle. Please review your pay
stub carefully to make sure earnings and deductions appear correctly.
c. Additional payroll information may be found inside CougarWeb
http://inside.collin.edu/businessoffice/payroll.html
or
http://inside.collin.edu/businessoffice/payroll_timeclock_plus.html.

2. When will I get paid?
a. Employees get paid the day before the last working day of the month. See
Memorandum for Cutoff and Direct Deposit Dates on the 3rd page
b. If start date is on or before the 15th of the month, first paycheck will be a check issued the day before the last working day
of the month.
c. If start date is after the 15th of the month, that month’s pay will be prorated and paid the following month, along with
regularly monthly pay the day before the last working day of the month.

3. What do I use TimeClock Plus (TCP) for?
a. Non-exempt employees, clock in and out to record hours worked and
request leave.
b. Exempt employees request leave through TCP.
c. Managers/Supervisors approve employees’ weekly hours and leave
requested in TCP. One-on-one training is available upon request.
d. Employees may view leave balances.
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4. When will I have access to TCP and how do I log in?
a. You will receive an email with instructions on logging into TCP within a week after you begin working. Until then, nonexempt employees should track hours worked manually using a paper timesheet.

b. You may log in at your computer or a time clock, after you’ve been enrolled in the time
clock by a manager. Time clock locations are identified at
http://inside.collin.edu/businessoffice/payroll_timeclock_plus.html.

5. Leave balances:
a. Vacation-accrual given up front. Faculty DO NOT receive vacation time.
a. Available after 90-day probation period from hire
b. Sick leave-earned at the end of every month. Loaded in TCP on the 1st day of the following month.
c. Personal day(s)- Up to 3 days per year (prorated # of days given based on hire date)

6. Definitions:
a. Non-exempt employee: employee entitled to overtime pay at 1 ½ times their hourly rate for hours worked in excess of
40 hours per week. Overtime hours worked and leave taken after the monthly timesheet cutoff are paid in the next pay
period. (For example: overtime earned on March 24 is paid at the end of April.)
b. Exempt employee: employee pay based on salary; not eligible for overtime pay. Leave taken after the timesheet cutoff is
recorded the following month. (For example: leave taken on March 24 is accounted for at the end of April.)
c. Part-time employees: employees working less than 20 hours per week, are paid on an hourly basis. Hours worked from
the prior month’s timesheet cutoff to the current month’s timesheet cutoff are paid at the end of the current month.
Hours work after the current month timesheet cutoff are paid at the end of the following month.
d. Fiscal year: September-August

7. Payroll Contact Information: payrolltimesheets@collin.edu
Rebecca Miller
Director Payroll Administration
rmiller@collin.edu
972-758-3822

Angie Isham
Payroll Manager
aisham@collin.edu
972-985-3740

Melanie Manning
Payroll Coordinator
mmanning@collin.edu
972-758-3824

Alisha Collins
Payroll Coordinator
AMCollins@collin.edu
972-758-3863
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