
Athletic Timekeeping Training 



The purpose of this training is to provide a better understanding of how the Athletic 
Timekeeping process works. We want to be able to give Athletic Directors and Secretaries the 
ability to run transmittals and timesheets when needed. We will be going over:

• BusinessPlus access

• How to run a transmittal/timesheet

• How to end a coach's position 

• How to add a new coach

• Where to get an Athletic Requisition to Hire 



Each Athletic Director and/or Secretary is going to have access to BusinessPlus to run the
needed spreadsheets. 

Website link to BusinessPlus https://bpprodlb.washoeschools.net/screens/ui/login 

The username and password are going to be the same for all schools and all Athletic 
Directors. The password cannot be changed.  To request the username and password, 
contact:
• Position Control Supervisor https://www.washoeschools.net/Domain/264 
• Administrative Secretary, Inservice and Credits 

https://www.washoeschools.net/Page/2060  

Please visit the Student Activities and Athletics webpage or the BusinessPLUS Tutorials 
webpage for additional information and frequently asked questions:
• http://washoeschools.net/Domain/74 Student Activities and Athletics
• https://www.washoeschools.net/Page/19636 BusinessPLUS Tutorials

https://bpprodlb.washoeschools.net/screens/ui/login
https://www.washoeschools.net/Domain/264
https://www.washoeschools.net/Page/2060
http://washoeschools.net/Domain/74
https://www.washoeschools.net/Page/19636


Your BusinessPlus log on page should look as shown:

 



Once you are logged on it will bring you to your home page where you will have access 
to the Athletic Transmittal (AD1001), Athletic Timesheet (AD1002) and the Athletic 
Requisition to Hire form



Athletic Transmittal 
• Report Prompt Screen for transmittal will looks like: 



• All sports are paid once per season in the month designated by the WEA contract 

• Included in the packet is the Athletic Payroll Processing Schedule 

• This will tell you in what month a sport will be paid 

• Example HS Boys and Girls Head Tennis will be paid in the month of November

• You are going to need this information to enter on your Report Criteria Prompt Screen

• Athletic Transmittal Report- AD1001
• Athletic Timesheet Report- AD1002



• As an example, let us use Hug HS (510) and sports that are paid in the month of 
November (11).  You will need to enter your Department Code (RC Code) and 
“Month of Pay”.

The “Enter Month of Pay”
criteria box will always be a 
two digit number. 



• Once the needed information has been entered the Athletic Transmittal 
Instruction page will appear

 



• Athletic Directors and/or Secretaries need to review and check transmittals for the 
accuracy of the coaches 

• If there is a new coach that is not listed on the transmittal, please complete a new 
Athletic Requisition to Hire Form (HR-F520) and email to 
positioncontrol@washoeschools.net

• If you see a coach on the transmittal that is not returning for the current season, please 
draw a line through their name on the transmittal sheet. Edited transmittals with any 
changes need to be sent to Lisa Porsow at Lporsow@washoeschools.net

• If there is a “750” in the pay class column, that means the pay for this particular coach 
has been “shut off” due to additional hiring documentation needed. Please contact Lisa 
Porsow immediately for further clarification on what is needed for this coach’s pay 

• To get to the transmittal from the instructions page, click the blue arrow at the top of the 
screen

mailto:positioncontrol@washoeschools.net
mailto:Lporsow@washoeschools.net


• A sample transmittal is listed below.  If there are multiple pages, keep clicking the blue 
arrow until the last page.



• Above is an example of a “750” pay class, if this is on a transmittal, please contact 
Lisa Porsow for additional information on what is needed



• Again, if there is a coach that is not returning, a line will need to be drawn 
through their name and the transmittal emailed to Lisa Porsow. 



• Once everything looks accurate on the transmittal, it is then time to run the 
timesheet for payroll. The timesheet is located on the BusinessPlus home page, right 
below the transmittal 

 



• For the timesheet you will need the Location, Job Code and Month of Pay
• Job Codes are listed on the Athletic Processing Schedule handout 
• If you want to run the timesheet for all sports paid in a month, you will enter the 

Month of Pay and Department Code (RC Code), then leave the * in the Job Code 
field



Athletic Timesheets appear to look the same as the transmittal except that the last page of the 
timesheet has signature lines



• If you need to run an individual timesheet, you may do so via employee or sport
• There is a data icon symbol next to the Job Code field that will allow you to view all 

the job codes, if you click on the icon, you will see the description of each job code, 
and you can then proceed with entering them into Job Code the field 

          



• You can run multiple job codes at once 
• As an example, let us say you just want to run Head Football, Assistant Football and Head 

Soccer and Assistant Soccer for both boys and girls: 
           
              

• Enter Department Code (RC)
• Enter Job Codes (comma after 

each job code with no space) 
• Enter the Month of Pay for 

the sport



• If you want to run a transmittal for a specific employee, just enter their Employee ID 
into the search criteria, along with the Deparment Code (RC), Job Code and Month of 
Pay

• This will allow you to do individual timesheets in cases where a coach did not get paid on 
the normal pay cycle of the sport 



• Once the timesheet has all the needed signatures these will need to be emailed to 
Payroll, please do not send signed timesheets back to Position Control

• Timesheets can be emailed directly to your Payroll Technician 
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