Employ% g

Employee Kiosk
Staff Manual



TABLE OF CONTENTS

TABLE OF CONTENTS ...ttt sttt et ettt sb e saeenae 2
LOGGING IN L.ttt ettt et e e et sb e bt st e sbe e bt et e sbe e bt eanesaeenaes 3
EMPLOYEE KIOSK DOCUMENTATION .....cooiiiiiiiiiriteeeeeee ettt 4
KIOSK ANNOUNCEMENT BOARD.......coiiiiitiieetesteeetesteeeteseee ettt 4
OTHER LINKS ..ottt ettt ettt ettt st s bt e b e e et e s bt e bt et e sbe e bt ennesaeenaes 4
PROFILE ...ttt ettt ettt et s bt et ebt e s bt et e ebeesbeennesanenaes 5
POSITION DETAILS ...ttt sttt ettt st sb et eat e bt et s e bt eaneeaeenaes 6
PERFORMANCE REVIEWS ...ttt st 6
PAYSLIP .ttt sttt ettt ettt e h e bttt h e b et eat bt et eaeeas 7
VIEW/PRINT W=2 ettt ettt sttt sttt st b et e at e bt et saeesbeesnesanenaes 9
LEAVE BALANCES ...ttt ettt sttt ettt st sb et st ebe e 10
LEAVE REQUEST ..ottt sttt ettt ettt et sb ettt 11
Create New Leave REqUESE......cc.coiiiiiiiiiiiiiecccecteeeeee et 11
My ReQUESL(S) 1N PIOCESS. ...cueieeiieiiiiiieeie ettt et ettt ettt et bee e eee s 15
My Processed REQUEST(S) .. .ceueeruiiiiieiiieiieite ettt ettt ettt sttt ettt e e beeseaeeee 17
Set Leave Starting & Ending Time Preference........c.cooveviviiiiiiiniiiiniiiciccecencseeees 19
CHANGE PASSWORD ...ttt sttt sttt et sttt st 19
CORRESPONDENCE......cottitiitiieiteteestt ettt sttt sttt sttt ettt be et st eae e 20

2/7/2011 Page 2 of 20



LOGGING IN

Logging into the Kiosk requires a full email
address and user password.

Elo

[HEcEN Erphryen e

{ Welcome Lo the MCOECH Employes Kiosk.

Email Address asieach 1Encocs k13 ohus

[T — o Login |

Firsat tim esting tha Ko Clhick bbes b ol

Forgot your Password? Click here 1o rsdsl.

The Employee Kiask has been [ested with 3.
For e BRST experience please e ane of the following:

&8 mremer Explorer Versions T+ GEGKhooe 0 dawnoadimarads
@ wosina fivetox Versions 3+ Chck nere to downiauoarage

B satari Versions 4+ GlCHhere 1 downioadimrade

To create a Kiosk Account, click on the First time user link at the login page and the

screen on the right will display.

| | Emplo
You will be required to enter the
following: N 4

1. Either an employee id or
social security number

2. Select the county where
your district is located

3. Select your district

Enter your email address
that is on your payroll
record. You may need to

Email
check with your payroll
department to verify the
email address on file. B N L AR L o W ¥

To register for the Employee Kiosk, please supply the following

1) Your Employee Id or S5N,
2) The county in which your district resides,
3) Your districts name,

4) Your email address provided to you by your district.

Employee Id

OR
SSN
(no dashes)

County | - Select County — [
District | - Select District — D

W P G PR

A notification will be sent to the email address you supplied with the password to use

for accessing the Kiosk.

Once the password is received you can access
the Kiosk using the email address and
password. When logging in for the first time
you will be prompted to change your

password. Currently the Kiosk password does
not expire.

2/7/2011

% E 3
A Welcome to the MCOECH Employee Kiosk. J
Emall Addrass a£103Ch1ENCOCC K1Z Oh us f
PASSWOND assssss o Login :
First time using the Kiosk? Click here bo raaislr i
Forgot your Pirssword? Chick here 1o russ] r
Tho Empioyos Kok has bedn festod and i companiie with the fBowing Browsars. )
For the Dest experience please use one of the following: ,
E wrernet Explorer Versions 7+ GHGK ot fo downidadumanids J
) Mozita Firetox Versions 3+ Cllck here 1o downinasumarade
L
& Satart Versions 4+ Click here 1o downiogeuparade f
e R S R T e e——_—
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EMPLOYEE KIOSK DOCUMENTATION

This link will take you to the Kiosk website where you can find documentation, see
weekly summaries, enhancements suggestions and other information related to the
Kiosk software.

Employrela 7

Documentation Weekly Summaries Enhancements

Employee Kiosk
ia=

The MCOECN Employee Kiosk is a special project of MCOECN. The software is available to member scheols of a participating ITC

KIOSK ANNOUNCEMENT BOARD

Announcements for staff from administrators will be placed in the Kiosk Announcement
Board. To see the full announcement, click (+) symbol next to the announcement
title.

KIOSK Announcement Board ]

Payroll Update *

Clicking the (=) symbol will close the announcement.

{v" e e e e oyt ST T e T el FT T e WA e ST T TN T e e
'-‘:f-[KIOSK Announcement Buard] L
3

E‘ Payroll Update *:

‘11

_} There has been a problem with processing email notifications for direct deposit. You direct deposit has been transmitted to the bank but you may not recieve your email notification

? by Friday.

L

Tharnks

¥

i Fayroll

f

L

R o e L I i I o S ey

If your district is using the Other Links functionality of the Kiosk you will see links to
other websites on your horizontal bar that have been placed there by district
administrators. You can click on these links at anytime to go to that website.

Emplo !% % N‘\N@Ncoccm ORG| Logout
7

»Employee Kiosk Other Links \IPDP MCOECN Kiosk Webstie “%
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| PROFILE

The profile page gives the user the personal information drawn from USPS (Uniform

School Payroll
System).

~ Employee Profile

Employee ID: GRADDD100

Name:

First Name: Emily

Legal First Name: L

Contact Information:

Street Address 2:

City: Othertown  State: OH

Other Information:

Gender: Fernale
OSDI District Code:

Education/Qualifications:

Semester Hours: 0

Employee Dates:

Date of Birth: 08/09/1955

Experience:
Total Years: 0
Authorized Years:
Building: 0.00

Address 1: 633 Submarine Drive

Degree Type: Bachelors

Hire Date: 09/21/2000 MNext Evaluation:

0 Accredited District: 0.00

State Certification ID:

Middle Name: ES

egal Middle Name: Legal Last Hame:

Phone: (444) 444-4444
District Phone:

Zip Code: 44447

Di

Email Address(es): esteach1@ncocck12.0h.us,shaughman@neo.rr.com

Ethnicity:
Sub Days:

Marital Status: Married
Spouse's First Name:

ECE Qualification:
Other Credentials:

Last Evaluation: Last Paid: 02/27/2009

ODHS New Hire: 09/21/2000

District: 0.00 Retirement System: 0.00
Purchased: 0.00

Last Name: Teacher

[ Request Profile Data Change(s) ]

Suffix:
Legal Suffix:

strict Extension:

Contract Renewal:  Limited Contract Exp:

Ohio Public: 0.00
Ohio Private: 0.00 Non Chio Private: 0.00

HNon Ohio Public: 0.00 Military: 0.00
Trade: 0.00

If the information is in error you may Request Profile Data changes by clicking on the
link in the top right hand corner. You can then enter your change in the white box
next to that field that needs the correction and then click Submit Change Request. A
request is sent to the payroll staff and they will manually update the payroll system.

,-[ Employee Profile

|

1

Name:

_ *_Leg@fi_rst I

2/7/2011

Employee ID: GRADOO100

First Name: Emily
“‘--._

’______* [ Request Profile Data Change(s) l

¢

&

| Employes Profile -

/

‘L_

State Certificat)

Empioyee Il GRADOG100

Middle Na

L EggPadle Na

Ham:

Legal First Mamw:

Contact informaton:

Street Address 2.

City: Oanown

First Hame: Emily

Auddress 1: 433 Submasine Dive

State Certification i0:

Middie Hami: €S

Legal Migdhe Ham:

Phon: (444) 444.4441
District Phone:

Seatn: OM Tip Code: 44447

o TR R LRI G . pmrmrnn. o

Legal Last Rame:

District Extension:

cancel | | Submit Change Request |

Last Hame: Toacher

Logal Sulfix:

e AT S P i B oA,
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POSITION DETAILS

This is a brief view of your —{curent positions
contract information. Job it

<. Elementary School Teacher | 09/21/2001 | Active

If you have multiple

=)

1 Export to .CSV

StartDate  Job Status
Display Details

1-1

positions you can select
the position from under the
Current Positions section
and the contract
information for that
position will display below.

~
<
4

]
T

3
~. Position Details
<

Job Humber

Job Title

Building IRN

Contract Amount

- Hours In Work Day

Work Days in Contract

\” Salary Schedule Step

;

Eligible for Sick Leave

4

Elementary School Teacher Start Date 09/21/2001 Job Status Active

9

$50,000.00 Daily Or Hourly Daily Daily Or Hourly Rate $273.224
7 Pay Per Period $1,923.08

183 Calendar Start Date 09/21/2001

0 Salary Schedule Column 0

Yes

Eliglble for Personal Leave Yes
Eliglble for Vacation Leave No

Marcia ES Principal

e, gttty . A O\r“_.n- S N e P WY o SO

Patay

Supervisor Name Supervisor Email eSPRIN@NCOCC K12.0H.US

\"\rﬁ LW WL W NE SR W e

PERFORMANCE REVIEWS

If your district is using the functionality of Performance Reviews you will have the
ability to see when your last review was done, any documentation that was attached
by your supervisor for that review, and when your next review is due.

My Performance Reviews ]

Current Mext Documents
Evaluation Date = BEvaluation Date Attached
1081311999 - 1
1-1
,-[Perfnrmanl::e Review Info }
Employee Name Evaluation Date = Next Evaluation Date
SANDREA S BULLOCK | 10/13/19949 -
,-[Assuciated Performance Review Files }
File Id Filename Description Created By Created Datetime A
Sandra
gp— . | Bullock Ferfarmance 10/06/2009 04:18
download: 2008 Review 2009 KIOSKDEMOEMCOECH. ORG PM
review. docy
1-1
2/7/2011 Page 6 of 20




PAYSLIP

There are now 2 options for viewing payslips.

e View USPS Payslip
¢ View/Print Pay Slip {PDF}

EF’a].fslip E |
Jiew LISPS Payslip
View/Print Pay Slip {PDF]

The main difference between the two options is that when you view the USPS Payslip
you will not see the year-to-date totals on these payslips. The PDF payslips contain the

actual year-to-date totals.

View USPS Payslip

Viewing USPS Payslip permits the user to view past pay slips.

1. When you first select . \
. . ,-[Load Payslips for Date Range i
the USPS Payslip option
you are prompted with a Starting Date 4y0g501g |y ENdiNaDate g5045017
starting and ending
date.
2. The default is the last 3
months of pay. Number of Rows Displayed 5000
3. You can click on the calendar icon to change the date range.
4. Once you have your date range entered you can click Load Payslips.
5. You then are presented with a list of payslips. Click view icon to see the payslip
detail. < Pay siip summary ;
6. The data may be L
Click to \fi Payment Check Direct Sick Wi Pei Sick Vi Pe
exported to a .csv Paysip  Datei mm 9% MU Dot Usea Used Used Bal  Bal Bl
flle (Spreadsheet), 02/27/2009|500383 |$1,923.08 51,460.69 Y 0 0 0 1275 |0 3
P J‘ 02/13/2009|500357 |$1,923.08|$1,460.69 Y 0 0 0 1275 |0 3
not requiring you to i 02/20/2004|500329 |$1,138.46) 569910 Y |0 0 0 1275 0 |3
contact payroll to get 02/06/2004|500304 |$1,138.46| $899.10, Y |0 0 0 1275 [0 |3
th . f t UIEW 01/23/2004|500279 |51,138.46| $899.10 Y 0 0 0 1275 |0 3
IS Information. 01/09/2004 500254 |$1,138.46| $899.10 Y 0 0 0 4 0 3
12/26/2003)500229 |51,138.46) $899.10 Y 0 0 0 4 0 3
7 The number Of 12112/2003/500204 |51,138.46) $399.10 Y 0 0 0 4 o 3
) R VIEW 11/28/2003|500179 |$1,138.46| $899.10 Y 0 0 0 4 o 3
payslips that are 11/14/2003| 500154 |$1,138.46| $899.10] Y |0 0 0 4 o |3
displayed can be 10/31/2003|500129 |$1,138.46) 589910 Y |0 0 0 4 03
- 10/17/2003/ 500104 |51,138.46) $399.10 Y 0 0 0 4 o 3
Changed by SeIeCtlng UIEW 10/03/2003| 500079 |$1,138.45 $899.10 Y 0 0 0 4 1] 3
the drop down arrow 09/19/2002 500054 |$1138.46/ $899.10 Y |0 0 0 4 0 3
and Settlng the 09/05/2003| 500029 |51,138.46) $399.10 Y 0 0 0 4 0 3
display to another Exportio CSV e
number. 15
HNumber of Rows Displayed 200
A
\
2/7/2011 Page 7 of 20




View | Print Pay Slip

The information displayed is the
same as that on the direct deposit
email notification. o e

From: S

LANE
44503

sigmaved in

| PRINT Pay Slip

# ¢ ¢ NOTIFICATION OF DEPCSIT * ¢ ¢

you Auchorizerion A

edited in

View/Print Pay Slip {PDF}

Federal Ex i Marri
| staze Ezesmprions:
s s st M

the ascust of §1,460.68

 Tndicates BOARD AMDUNT

ed 01

1 Depasit # 50

Total Deductions: 462.39

WV W WL, W e s W W WY Y WY Y W

e e WS S

1. When you first select the View/Print Pay Slip {PDF} option you can

e View and/or Print Payslip
e Download & Save Payslip

- List of Available Payslips |

Download &

1-1

17 I 01282011 | 588680

View and/or Print Payslip save Payslip Pay Date  Check NHumber

2. View and/or Print will open your payslip as a PDF file.

3. Download & Save will give you the option to save the pay slip to your PC.

Note: The PDF payslip will include year-to-date totals.

2/7/2011
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VIEW/PRINT W-2

If your district is using the W2 functionality within Kiosk you will see your W2
information that can be viewed or printed.

Emplo& ‘{

\ Employee Kiosk \ Other Links \\ IPDP \ Scheduler \

KIOSK.EMPLOYI

Emplovee Kiosk
Documentation

Frofile
Position Details

Performance
Reviews

Fayslip
YiewlPrint -2
Leave Balances

Leave Reguest

Substitute
Coordinator Leave
Repaorts

Wiew Building Leave

Calendans)
Chanoe Password

List of Available W-2 Wage and Tax Statements ]

View and/or Print W2 Download & Save W2 Tax Year

7

74 2007

1-1

Control Number

1-1

The tax years that are available will display on the screen. When you click on View
and/or Print for a specific W2 your W2 will display on the screen as a PDF.

2/7/2011

] G il th Employee's
FEBERAL Tax Retu 2007 %2k
TR T o e Y

222-22-2283  |mppmmmi—— g

T Empayer 1 rumber

) T e
EEasy) 44502, 23 651.04

2007 2% i

T Fadaral meame 3 witheld

394%8.10 3542.36
292-22-2283 T
b Empioyer ID number e
T Wz wages nd Ted )
33-3333333 PY R

44902, 26

651.04

T EmpGyerT e, SeE S T 0
SIMFIE CITY SCHODLS

= Eplopers rame, ddiee. and I1F ceda
SIMPLE CITY SCHOOLS
CRAZEE ROAD

123 WEST CRAZEE 123 WEST

CRAZYTOWN OH 44444 CHAZYTOWN OH 44444
B Conel mamber 0

0000082 0000062

¥ Empayes's nams, asdeer, 204 IF sode

CARLTON J ZILLMAN
04060 WILLIAMS CTY RD K

& Erployeds name, assers, and IF 5530

CARLTON J ZILLMAN
04060 WILLIAMS CTY RD K

sammho b s s b

44902.28 €51.04
i IF oo

T Empoyers haa, 300t
SIMFLE CITY SCHOOLS
123 WEST CRAZEE ROAD
CRAZYTOWN CH 44444

3 Correl marmbar
0ooo0a2

. OH 66223 ., OE 66223 J
7 Socal security tes & Asocaied tes nce EIU pay T Social securty tes 8 Arocaied wps # Advance EXC payment
T Tiepanden] care banalin TT Reraurted plaes L) Sas et - T Tepe TV Fenauatad plans. T Tode T b 17 1
6 1100.00 1100.00
13 Siat empicyss 14 Ot Code k=] ¥ 14 Cihas =
VEHICLE 125.00 BEB.TH VEHICLE 125.00 BEB. TR
e Temmme P =
X i
Ty Sk Trapan Sy T Gl
OH [55-555555 39498.10 1a72.38 O [35-55555 3945810 1472.38 ;
1% St Employers state Dro | 18 Soate wages tps et 17 St mcoma ta 15 Seate Employers state Dpo | 18 Stata wages. ips. et 37 Staim insome ta
75 Loca mapes. 123, 6. 70 Locs heome &Y T ocaryrame T8 Local wages, 165 T 0 ota eome B = Cocaliy rame 4
44902.28 673.49 eIt 44502.28 673,49 cITY1 i
e T Wioge a0 Vox St Top o Ty R oW Woge 523 7o St Bt T ey TS
This information & being furmshed 1o The inemal Revenue Servce 1
|
Natics to Emplayss
Copy C For EMPLOVEE'S RECORDS oV Rt Eoer 11 Lo Save s e e b, o
(See Notice To Employee) | 2007  M3Ms| SEmEmimmiasmeress
Bt B L 4
N 359458.10 3542.36
Lo Ay e < === ST ¢
B Erpoyer I rumbar — = — S o o I3 pears szan e
¥ - 7 T e
33-3333333 T - e iy 4

e eaenincant
= o thar

T Enpyess nme, sadess, 0 OF code
CARLTON J ZTLLMAN

04060 WILLIAMS CTY RD K
.+ OH 66223

A g s bttt g gl ol

Page 9 of 20



LEAVE BALANCES

At this screen the user can see the types of leave they have and a quick balance of
each. This balance reflects just the leave requests that have been exported into USPS.

ﬂ-[ Leave Balances]

oy unit Actim BIR  galance
Fersonal Leave Mg | Daily 3.00 3.00 3.00
Sick Leave 1.25 | Daily | 200.00 MiA 1275
Yacation Leave 0.00 | Daily 0.00 PiA 0.00
1-3

NOTICE: Displayed Leave Balances may not reflect current activity due to delayved posting.

You can also see detailed information of absences and accumulations for available
leave types. You can filter the information to only display information based on
Category (Leave Types

which could include sick, [ Filter Detail Leave Activity |
personal, vacation, etc.), Job
Number, Transaction Type Category  JobNo TransType
(Either Absence or Al VI Start Date
Accumulation), and End Date
Start/End Date. Once you
have selected how you want [ petail Leave Activity |
the information filtered you
mUSt press th_e Go icon to Humber of Rows Displayed 100
initiate your filter. o . Lenath _ o
) Category No. & Type of Unit _l‘tm

Each column that is Absence
underlined gives you the Sick 0 Accumulation 1.25 | Daily | 02/01/2004
ability to sort the Sick 0 Accumulation 1.25 Daily 01/01/2004
. . Sick 0 Accumulation 1.25 | Daily | 12/01/2003
information based on tha_'t Sick 0 Accumulation 125 | Daily | 11012003
column. To sort on ACtIVIty Sick 0 Accumulation 125 | Daily | 10/01/2003
Date so that the most recent Sick 0 | Accumulation 125 | Daily | 09/01/2003
dates are at the top click on Sick 0 | Accumulation 1.25 | Daily | 08/01/2003
the Activity Date. Personal | O | Accurmnulation 3 | Daily | 07/01/2002

Sick 0 Accumulation 4 | Daily | 07/01/2003

Export detail activity to CSV
1-9

2/7/2011 Page 10 of 20



LEAVE REQUEST

There are 4 areas under Leave Request: Leave Request
Create New Request Cr I uest
My Request(s) in Process Mv Requesi(s) in Process

My Processed Request(s) Uy Processer Requesiis

Set Leave Starting & Ending Time Preferences | _ .

o000

Create New Leave Request.

1. Make sure your job

that is eligible for - New Leave Request |
leave is selected. [ cancel || cLEAR| [suBmMIT
.1
2- Se|eCt your Ieave Job .i\cti'v'e—ElementarfSchooITeacher .
. . Leave Type | personal Leave 2
type. If your district
FGQUireS an additional Balance before request 3.00 Day(s) | See your Personal Leave Reguests
reason for a specific
leave type (sub- 3
category) another box Reason
will display to select
0 of 1000

additional reasons for

the |eave request 4 Start Date (use MM/DDMYYYY format) Start Time | 01 | 00 AM
Once you have End Date sl (Use MMIDDYYYY format) End Time | 01 | 00 AM
selected your leave e R use format#, ## #4422 25 O

type a balange qf that Phone Where You

leave type will display ca&?‘;ﬁ:gﬁi (444) 4844484 | { || Full Notification []| &

and you will have an Relating to This Request

icon to click on to see
additional leave c -

omments pertaining
requests that have to this Leave Request
been requested but 9 .0
not subtracted from

L
LY

Enter the name({s) and contact information, if available, for any

the ba|ance for that possible Substitute(s) you would like to have called below.
leave type. Substitute Needed? []
. 10
3. You will need to enter
a reason for the Supervisor's Name; Marcia ES Principal  Supervisor's Email: eSPRIN@NCOCC K12.0H.US
request_ Some Request Status: Initiated

districts require a
reason for specific
leave types. If your district requires a reason you will receive an error if you
leave the field blank.

4. Start and End Date are both required — if you forget the date, you will be

prompted to add it upon a submitting your request. You can click on the
calendar icon to display a calendar to use to select your date.

2/7/2011 Page 11 of 20



— f_/fCK-Lu_._\N . e '_,_,/'-..._ . s . "y ~, i .
- L . (e "

Balance before request 153.00 Hour{s) See your Sick Leave Requests

NOTE: If you enter a date
that is in the past you will
receive a warning message
that the date exists in the e
past. You can still create
the request for the date in
the past by clicking submit.

Reason

Motice: you have entered a Date that exists in the past.

Start Date p1/12/2011 (use MM/DDIYYYY format) StartTime 08 «:00 v AM n
End Date =z (use MM/DDIYYYY format) EndTime 04 ~: 00 = PM {
Leave Requested
I?quour{s} use format {#, ##, #.##, HHH HH) /\
s \_‘__.‘x..u’ R N e S

5. Start and End Times are both required — if you forget the time, you will be
prompted to add it upon submitting your request. This can be set as a
preference. See Set Leave Starting & Ending Time Preferences section.

,-[ Hew Leave Request}

[ cancel | cLEAR]| [suBMIT

6. Enter amount of time
you are requesting off. Job | Active - Elementary School Teacher [
If your district uses LeaveType | PersonalLeave [ |

hours you will enter
your time in hours. If
your district uses days

Balance before request 3.00 Day(s) See your Personal Leave Requests

you will enter your — 3
request in increments of
25 0of1000
4 Start Date s (use MWDDAYVYYY format)  Start Time | 01 1 00 [0 | am [ 5
7. Your phone number will End Date s3] (Use MWDDAYYY format) End Time | 01 |- 00 [ am [
be populated from your Leaveﬁﬁﬁﬁﬁg use format g, ##, #3#4, - #7) 10)

Profile information. phone Where You

Canbe Reached [y sy aqag | f

. For Questions

8. Place a check mark in Relating to This Request
the box if you want to

receive an email every

Full Notification [] | &

Comments pertaining

time action is taken on to this Leave Request -
your request. If you do ) T

nOt p|aC€ a CheCk mark Enter the name(s) and contact information, if available, for any
in thlS bOX yOU W|” possible Substitute(s) you would like to have called below.
receive an email Substitute Needed? []

message when the 10

request is initiated and

when it has received Supervisor's Name: Marcia ES Principal  Supervisor's Email: e SPRIN@NCOCC.K12.0H.US

i Request Status: Initiated
final approvaL equest Status: Initiate

9. Enter any comments
you want your supervisor to be aware of.

10. If you need a substitute you will need to check the box and then the comment

box will be available for you to type a comment in. This information will then be
displayed to anyone who has access to view your request.

2/7/2011 Page 12 of 20



NOTE: Some districts may have configured Substitute Needed box to already

be checked for you when you create a request.

If the box is checked to show

you need a substitute then you will be able to click in the comment box to type

your comment for this request.

11.You have the ability to attach a
document to your leave request.
You may need to attach a
doctor’s excuse, an agenda or
registration form for a meeting.
Click on Select File(s) to attach.

File(s) to Attach |

Click button below to select file(s) to be attached to this Leave Reguest.

11

[ Select File(s) to Attach

o select File(s) to Attach |

12. Click browse to find the
attachment that is o
located on your PC. Attachment 3

Attachment 4:

13. Once you have located Attachment 5

the file click open.

14.Type in a description for
your file and click Select
File(s).

15.When your request has
been filled out
completely press the
submit button.

-w Description:
[ Browse... | Description:
Description:
14) setect Fitets)

- 3
@ File Upload Li—:hj
‘f_?‘x ( )=[m Desktop » - ‘ 3 | [ Search Desktop =)

~
Organize New folder = 0 @
- - -
4%r Favorites Name Size Item type -
Bl Desktop ) KIOSK PAYSLIP 12KB Adobe Acrobat [
4. Downloads i ] olds12.4marcexport 1268 KB Mlicrosoft Word!
£ Recent Places 7| [ approve Cancellation 44KB  Mic
@ Dinning 12KB  Microsoft Excel \
4 o Libraries ] template3 1KB CSVFile
> 3 Documents 2| Medifypeggyelchert 2KB CSVFile
> @t Music 7| ModifyaccountReskof 8KB CSVFile
» [ Pictures (=] Districts to Help with Virtual.. 10KEB  Microsoft Excel\
> B Videos ] results-survey51477-3 31 KB Microsoft Excel ¢
@1 results-survey51477-2 37 KB Microsoft Excel & ™
418 Comnuter ad| " L
File name: - IAH Files VI
@[ open [v] [ Cancel |

| Protessional Leave Details | Expense |

If you choose Professional Leave
from the drop down menu, another
form appears with the needed
information for a professional

City

Event Location (Address) m

Vendor Location (Address) @

State  Zip Code City State  Zip Code

leave.

1. You can enter the location of
the event.

2. If your district requires you
to enter the vendor

Purpose of Leave / Leave Description

0 of 500

information in the instance
when a purchase order
needs to be made out to the
vendor.

3. Enter any information that
you want about the request.
For example who the

2/7/2011

Estimated Costs
Registration Fees:

fe.q. {3,123.34} {1,002} {3456.78}) 0
Lodging Amount: 0

(e.q. {3,123.34] {1,002} {3436.75})

Meals Amount: o

(e.q. {3, 123.34] {1,002} {3436.78})
Other Expenses Amount: 0

(e.q. {3, 123.34] {1,002} {3436.78})
Mileage Rate: 0.510 X # of Miles 0

(e.g. {1,000} {145} {52} {5})
Mileage Amount: 5

fe.q. {3,123.34} {1,002} {3456.78})

Total Leave Amount: 0

(e.g. {3,123 34} {1,002} {3456.78})

@ { Calculate J l Clear Amounts ]




purchase order should be made out to for registration or if you are sharing
expenses with a co-worker.

4. Enter your expenses. Enter the miles of the proposed trip and the tool will
calculate the mileage amount to be reimbursed based on the district entered
rate.

5. At the bottom of the Professional Leave Form Part, you may click on Calculate to

have it total the expenses entered. (The fields appearing are set by the
administrator, and some features can be added, for instance, the fund code
could be added.)

Professional Leave Request Form
6. Once you have submitted the s oo
request for professional leave —— oS e sm o
you have the ability to print a e
Professional Leave Request v B pngsatnds 3 DUEAN
Form to submit after your leave Lanee pacene: FeeEing
SO you can enter your actual i Rt o
expenses, attach receipts and Purpese of Meating: Hecting
submit for reimbursement. Vi G
o Lhagiag A
Niiiaan paae
e ot 3800
o, gl gFAT0. EESIRTY WA BT ATTACHED VORMU ORI S e

If you submit a request that will span multiple days you will then be presented a
screen to verify the dates and the leave request for each day.

[ Leave Request Information}

Start Date  Start Time End Date End Time Total Leave Dayis)
12/07/2009 | 07:30 AM 12/11/2009 | 0300PM | 5

Verify Leave Detail Day(s) and Click ACCEPT LEAVE DETAILS button to ADD the request.

Week One

L\-“‘\."\"\ T e TP R T o e T

Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , Saturday ,
December 06, 2009 December 07, 2009 December 08, 2009 December 09, 2009 December 10, 2009 December 11, 2009 December 12, 2009
0 1 1 1 1 1 0

Accept Leave Details ” Cancel ]
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My Request(s) in Process

You can quickly see all requests, what their status is, and where they fall in the steps
toward approval.

f-[ Leave Request{s) in Process ]

i Job Leave Type Substitute
b Status i Last Activity Date Start Date End Date
Update »\ggtc:lv:l Description Requested Status Needed Last Activity Date Start Date End Date
Details | Update | (B - | Elementary Principal | Sick Leave E';::I";‘"a‘ed Yes 02/03/2011 03:20PM | 01/27/2011 07:00AM | 01/27/2011 04:00PM

Export to .CSV

Number of Rows Displayed 5 -

You can click on the word ‘Details’ to see the original request.
You will see a non-edit-able view of your original request and can do the following
when looking at the details of the request.

1. Escalate (this will send a notification to the HR Admin)
2. Cancel the Request
3. Make Comments
4. Add Attachment
5. Update Request. As long as the first approver has not taken action on your
request you have the ability to click update request and make changes to your
request and then click the apply changes button. Once a request has had action
taken on the request you will not be able to update it.
,-{ Leave Request Detail ,-| Transaction History
’T[Es:alate to HR Leave Administratnr”can:el Request ]i]2—| ) Transaction
Name Action Comments Date
Marcia ES - 02/03i2011
Status: Flow Initiated Last Activity: 02/03/2011 03:39 PM Principal Flow Initiated - 03:39PM
b Marcia ES Substitute ~ 02/03/2011
Job: Elementary Principal Principal Needad 03:30PM
Leave Type: Sick Leave
Current Balance 39.75 Day(s) Export to .CSV
Flu 1-2
Reason: Number of Rows Displayed 5 -

Start Date: 01/27/2011 Start Time: 07:00 AM
End Date: 01/27/2011 End Time: 04.00 PW

Leave Requested ! .
In Day(s) : 1.000 Phone: (111) 111-1111 Full Hotification: N

Comments:

E Update Request

..-{ File(s) to Attach

Click button below to select file(s) to be attached to this Leave Request

(Setect Fie))[4)

Further to the right you will see the approval process.
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When you click on the Update from the My Leave Request(s) in Process screen you
have the ability to click update request and make changes to your request and then
click the apply changes button. Once a request has had action taken on the request
you will not be able to update it.

+ Leave Request(s) in Process |

e Job Leave Type Substitut
Update Approval o £ave Status ubstitule ' - ot Activity Date Start Date End Date
Status Descrij n Rﬂ“es‘eﬂ Needed
Details | Update | (B2 - | Elementary Principal | Sick Leave E';::I":mated Yes 02103/2011 03:39PM | 0/27/2011 0T:00AM | 04/27/2011 04:00PM

Export to .CSV

Number of Rows Displayed 5 -

f-[ Update Leave Request ]

Return to Leave Request(s) in Process] [Apply Changes]

Initiated: 02/03/2011 03:39 PM
Job: Active - Elementary Principal
Leave Type: Sick Leave

Balance before request 39.75 Day(s)

Flu

Reason

3 0f 1000

o u\m‘m‘ﬁ-ﬂ‘ .--‘“ ; -M‘ o

Start Date g1/27/2011 (use MM/DDIYYYY format) StartTime 07 - :00 » AM ~

End Date 01/27/2011 =z (use MM/DDIYYYY format) EndTime 04 ~:00 v PM -
Leave Requested

RS

1.000 use format {#, #.#, #.##, S HH)
A bk e g T e st e oo - el TP apP Sy At et

(58
=il

When you click on the =8 icon from the My Leave Request(s) in Process screen you

will see the approval tree and where the request lies in that tree. The tree is set up by

the admin.

\_.]:{'\Leave Request Status Tree |

Expand All ][ Collapse All ][ Return to Leave Request List]

i
X

{5 Emily ES Teacher's request for .5 Day(s) of Professional from 04/28/2009 03:00 AM o 04/28/2009 11:00 AM
=

"L
_jié)'Leave Approval Automated Work Flow - OH ES Teacher - Professional

-’»’l,) SrLevel 1
/lf'/ ©-OH ES - Principal {OR} APPROVED
» Marcia ES Principal {eSPRIN@NCOCC K12.0H US} {Approver}
él]\ T LStatus: Approved on 05/21/2009 at 01:09 PM
,‘ Samantha ES Secretary {essec@ncocc.k12.oh.us} {iew}
L Slevel2
a] ©-OH School - Superintendent {OR} APPROVED

é‘.ﬂ\dam K Superintendent {supt@NCOCC K12.0H.US} {Approver}
LStatus: Approved on 05/21/2009 at 01:12 PM

C-Level 3
é—DH - Assistant Treasurer {OR}

@'Mandy}\smstam Treasurer {asstireas@MNCOCC.K12.0H.US} {Approver}

Lstatus: Initiated on 03/19/2009 at 10:19 AM

CrLevel 4
G-OH - Payroll {OR}

LGrace C Payroll {payroll@NCOCC K12.0H.USE {Approver}

et
k4 : e

T LA JL‘

s

W

TNl B na gt g o G niion gl ™

e W Y W % W WP VR P
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My Processed Request(s)

This report reflects those leaves that have been completely processed and are probably
in the past. These requests would include those that have been approved and exported
to USPS or those requests that have been rejected or cancelled.

You can filter these requests based on
Start/End Date

Leave Type

Status

Filtering on any of the areas above requires you to click the GO icon to initiate the
filter.

Filter by Date Range |

Starting Date Ending Date

Leave Type All ~ Status All >+ D

The sections are divided by Approved and Exported Leave Requests and Cancelled and
Rejected Leave Requests

In the Approved and Exported Leave Requests section

| Approved & Exported Leave Request(s) |

row(s) 1-50f 19 + MNext F
View

e Leave Type Substitute Last Total Create
pti L !
Aspg“:":' Job Description Requested SEUS  “yeedea Activity Date Start Date End Date Leave = Cancellation
o | Elementary Scnool ! 082112010 07/0712010 0710712010 7.000
Defalls | [E¢ Teacher SickLeave Exported | Yes 03:33PN0 07-00AM 03:00PM Hour(s) X
- Elementary School 083112010 051812010 05912010 8.000
Details | [E) Teacher Sick Leave Exported | Yes 03:33FM 07:004M 03:00PM Hour(s) b4
] Elementary School Compensatory 08M3/2010 081312010 08M3/2010 2.000
Defalls | [E Teacher Time Approved | No 03:31PM 03.00PM 05:00PN Hour(s)
Detals | [ Elementary Schoal Compensatory | oo 081312010 08/23/2010 08/23/2010 3000
Defails | [E2 Teacher Time PP 03:31PM 03:00PM 06:00PM Hour(s)
o Elementary Schoal 0912112010 09/2012010 091212010 | 16.000
Detals | [L2 Teacher Sick Leave Approved | Scheduled 12:4480 07:00AM 03.00PN Haur(s)

Export to .CSV

row(s) 1-50f 19 » Next |

HNumber of Rows Displayed &5 - ‘—
PRINT Filtered Requests

You can click on the word ‘Details’ to see the original request.
You will see a non-edit-able view of their original request and further to the right you
will see the transaction history for this request.

EA
When you click on the -—5-] icon from the My Leave Request(s) in Process screen you
will see the approval tree and where the request lies in that tree. The tree is set up by
the admin.

You will also see a column with the status of leave request. Exported are requests that
have been exported into payroll. Approved requests have been through the approval
process but have not been exported to payroll.
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If your request has the status of Exported you have the option to cancel the request by
clicking on the red X in the Create Cancellation column.

Approved & Exported Leave Request(s) ]

View

L Leave Type Substitute
Job Description Status
Approval Job Descril n Romesd Status Needed
Status
[ Elementary School
Details [iE3] © | Teacher Sick Leave Exported | Yes
Details {%] - Eg&?maw Senool SickLeave Exported | Yes
gl gt e, 8 CNSL B B PV S Y

row(s) 1-50f19 » Ned [

Last Total Create
Activity Date Start Date End Date Leave = Cancellation
08/3112010 0710712010 0710712010 7.000 %
03:33PN 07-00AM 0Z:00FM Hour(s)

08/31/2010
LT P

0519/2010
0700,

05M19/2010
s 03:00PM
SO el s—

8.000 A
Hourl) | b j’

st

When you click the red X a leave request will be created and automatically populated
with the correct information for the leave cancellation. You can enter comments in the
request as to why the request is being cancelled.

Click Submit to create the cancellation
request and send it through the approval
process.

You may choose how many rows to view by

clicking on the drop down arrow next to Number

of Rows Displayed.

2/7/2011

A New Leave Request

Job Active - Elementary School Teacher
Leave Type Sick Leave

Balance before request 12.75 Hour(s) See your Sick Leave Reguests

Negative request to reverse/cancel leave time
previously Exported and Posted to USPS. Original
Leave Request#:211023

Reason

116 of 1000

Start Date 07/07/2010 Start Time 07.00 AM
End Date 07/07/2010  End Time 03.00 PM

Leave Requested

In Hour(s) ~ 7 7 ooo -
Phone Where You
Can be Reached (444) 4444444 Full Notification

For Questions
Relating to This Request

Comments pertaining
to this Leave Request

[
00f4000
Supervisor's Name: Marcia ES Principal Supervisor's Email: esprin@ncocc.ki2.oh.us
Request Status: Initiated
i'
e[ Approved & Exported Leave Request(s) ]—j
4
View I T *
Approval Job Description Leave Type Status *
Status Requested ;
. 7 Elementary School
Details IE_E] = | Teacher Sick Leave Exported e
. ] Elementary Schoal +
Details .E_:] = | Teacher Sick Leave Exported -\r_
7] Elementary School Compensatory
Details L:] Teacher Time Appro\red(f
] Elementary School Compensatory P
Details I:;] Teacher Time Appro\red/-
. [l Elementary School
Details i:_:] = | Teacher Sick Leave Approved',
Ly
Export to .CSV 4
{
1
Number of Rows Displayed 5 - *—-— {:
PRINT Filtered Requests r’
oy e ——— e e e e
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Set Leave Starting & Ending Time Preference

You can enter a starting and ending time preference so that when you go to create a
leave request the starting and ending time that you have set as a preference will be
automatically entered into the leave request when creating a new request.

,-[ Set Default "Start Time" and "End Time" for Leave Requests}

Select Starting Time | 4 - 00 AN

Select Ending Time | 01 : 00 AN

Set DEFAULT Starting & Ending Time Preferences

Clear DEFAULT Starting & Ending Time Preferences

Enter a starting time
Enter a ending time

3. Click Set Default Starting & Ending Time Preferences

CHANGE PASSWORD

—- R LT N [ LS RP I IR YT o
R L g e e et = —

This feature will allow ] Old Password

you to change your l} New Password {must be atleast & characters)

password once you are ; Re-Enter New Password Change Password ] [ Cancel ]

Iogged into Kiosk. \ Please enter old and new passwords. 4
4

You must enter your old sl s st mi b b s s NI AR i

password and then type the new one twice before clicking on ‘Change Password’.

Your password must be 8 characters in length.

Your district has the ability to configure that your password change in a certain number
days. Your district may also require you to use at least one capital letter, number or

special character when creating your password. They will let you know of those
requirements.
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CORRESPONDENCE

This feature will allow you to send messages to the Kiosk Admin from within the Kiosk
software.

Employ % ESPRIN@NCOCC.K12.0H.US | Contact Kiosk Admin | Logout
—‘1" E%osk y Y

\» Employee Kiosk \ Other Links \ IPDP \ Kiosk Documentation MCOECN

When you click on Contact Kiosk  {compose message |

g
Admin a message box will
display for you to type a
message that will be sent to the
Kiosk Admin for your district.
Click Send with done typing your
message.

Subject
Message

When you click on Correspondence you will see a list of the message you have sent.

,-[ Correspondence ]

Status Open -

Opened ¥ Subject Status Last Message
02/07/2011 02:33.27PM | Sick Leave Accrual | Pending | My sick leave accrual amount does not look correct.

1-1

To view the correspondence | Compose Message |
between you and the Kiosk _

. . . . Subject Sick Leave Accrual
Admin click on the magnifying Message
glass. You will see a history of
the correspondence and have
the ablllty to Send anew [Archive Correspondence
message.

,-| History

Date : 02/07/2011 02:33:27PM
From : PAYROLL@MNCOCC K12.0HUS

| will double check with the signed contract but | think it is correct.

Date : 02/07/2011 02:33:27FM
From : ESPRIN@MNCOCCK12.0H.US

My sick leave accrual amount does not look correct.
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