
Vista Unified School District Payroll commonly asked questions. 

 

Paychecks 

 

1. Direct Deposits take one to two paycheck cycles to process, all live checks are mailed to the  

address you provide to the district. Pay date is the last business day of each month(Except Dec). 

 

2. The following you can do through PeopleSoft Self Service (Direct Deposits, Tax withholdings, 

personal information,  view paychecks, W2’s ) 

a. If this is your first time logging in  

i. User: Your employee ID number no dash 

ii. Password: First four of last name all caps and last four of social security number 

1. `Example(ABCD1234) 

                            ** If you get locked out or forget your password contact IT Help Desk x92500 

3. If your direct deposit account is closed or incorrectly entered, SDCOE will be notified by your 

bank, and then SDCOE will notify VUSD.  

a. If this happens VUSD will submit paperwork on your behalf for a replacement check. 

This process takes at least 10 business days.  A live check will be generated as a 

replacement. 

 

4. Any direct deposit changes will result in a live check.  

 

5. All live paychecks are mailed to the address that is reflected in PeopleSoft, if you have a change 

of address that needs to be submitted no later than the 10th of the month to HR.  

a. If you are leaving the district please make sure to leave a current address so you receive 

your year-end W2’s on time.  

 

6. Garnishments are processed by San Diego County, any changes or updated information should 

be faxed to 858-715-0091 

 

7. Tax forms Federal and State can be found on payroll webpage on District site or you can log into 

PeopleSoft self-service and update tax information where you view your checks. 

 

a. Payroll cannot advise employees on how to fill out. Please consult your tax person. 

 

 

 

 

 

 

 



 

Sick and Vacation Time 

 

8. To view you sick or vacation time please log into Digital School  

a. All Classified permanent New Hires receive vacation entitlement after completion of 130 

worked days with VUSD.  For further benefit information please visit VUSD web site to 

view the classified contract.  

b. All Classified permanent New Hires will get 6 months at your accrual rate day one, 

remaining hours will be given once probation is completed. 

i. Example 6 months @3.8 hours a day = 22.8 hours at start. 
1. If an employee uses the sick time and leaves before the end of probation, the sick leave will be 

adjusted based on how many days worked. This may result in an overpayment owed to the 

district. 

 

ii. Once you are a permanent employee sick and vacation hours are front loaded                   

each year. 
1. If an employee uses all of the sick or vacation time before the end of school year employee sick 

leave will be adjusted based on how many days worked. This may result in an overpayment 

owed to district 

          

9. All permanent employees' pay is calculated on the average of time worked and you will receive 

equal payments through the year.  

a. Example: 11 month employee starts Aug 16th but get a check for the full month that is 

equal to the same amount each month. 

           ** Note: 10/11 month employees do not get a July check. 

 

10. All substitute employees are paid by  time sheet. It is the responsibility of the substitute to 

submit time to the office manager. The office manager enters the time. The hours worked are 

paid at the end of the following month.   

a. Example: Employee works August hours; those hours will be paid in September.  

i. If you are missing any hours on your paycheck please contact the site you 

worked at.  

ii. Please know that the sites have a deadline to enter your time, if you do not 

submit it in time that will delay time for those hours worked by another month. 

 

 

 

 

Absent reporting: 

1. Smart Find; Payroll cannot assist with Smart Find issues. Please contact 

HR. 

 


