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San Diego Unified School District i  San Diego Unified
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San Dlego Unified School District
Instructions for Compéeting the Time and Effort Raport
Informationst Secton s il ProgramaiActisities Secson (mds
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Page 2: Directions for completing the TER.

San Diego Unified School District
FY 2023-24
Time and Effort Report (TER) for Muli-funded Employees

Directions for Completing the TER
[Revised 8/14/23 to include the General Fund colculaton)

Click on the TER Calendar link.
TER Calzndar {*12-Maonths-TER 23-24 Master) is pre-populated for the current school year — 2023-24.

Informational section (top):
1. The school year is pre-populated in the “school ¥r” section;

2. Enterthe employes’s full name in the “Mame" section;

3. Enter the employes’s title in the "Title" section;

4. Use the drop-down menu in the “Departmeant” secton;

5. (Bock at the top feft of the TER) Double check that the “Month”™ dropdown is the same as tab you
selected &t the bottom of the report.

5. Select the employes’s FTE from the dropdown menu in the “FTEY s=cton.

P W ] Bl

Programs/activities secton (Middle):

1. ¢lick on the blus dropdown menu under the “activity Description(s]” column to select the
program,/description of activity conducted by the employes;

2. Forthe date on which the activity was conducted, enter the number of hours spent on the
activity {report to the nearest quarter hour ay time less than an howrl;

3. Time not spent on the selected Title program/descriptfon automatically caloulates to general
fund. Please verify that this calculation is correct;

4. once 2l entries are completed, review the percentages in the bottom left-hand corner for
ACCUMECY;

5. Sign and date the form to indicate accuracy;

5. Make a copy of the form for employee records to keep for 7 years;

7. Submit signed original to your supervisar for review, signature, and submission to the
strategic Planning for 3tudent Achisvement (5P34A) department.

Flzass send originals with wet signatures to:

strategic Planning for Student Achisvement (SP34)
Ed Center— Room 3125

For guestions, please contact the Strategic Planning for student Achievement Department at
[819) 725-5505.




