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LOGGING IN

Logging into the Kiosk requires a full email

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

screen on the right will display.

You will be required to enter the
following:

1. Either an employee id or
social security number

2. Select the county where
your district is located

3. Select your district

4. Enter your email address
that is on your payroll
record. You may need to
check with your payroll
department to verify the
email address on file.
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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.
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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.

Emplog% 1

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.
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'-‘: f-[ KIOSK Announcement Board ]
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Al P

by Friday.
Thanks

Payrall

4
Payroll Update *: i
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 g
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OTHER LINKS

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 administrators.
You can click on these links at anytime to go to that website.

% wmEmployas Higek N Diher Links \lF'I:I-'-“ N NCOECH - Klgsk tvabeie =0
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PROFILE

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

System).

Emplages Prodiie

Emploves Bx GRAADGION  Siste Camglicsm ik

Bhiiia
P latie Emily ande imne EB s Hamnic T Saflin
L=pai Vs Hpme el ke Hpmnoe Ll Lo N syl Sl
Connacs il rratian
FIDE S T 033 S0 A O Thimin (448 2944204
Tirae higdreos F Epirii Shone BN i | i

e Cthargen Sheee: OH - Tig Cindes b4y
Ferpil drbdrerers | | aetea ch inoacs K12 ph o, sk sy ghmargdn e oo

e WIOE sl R0

Cermhen: Flmade:  Flwacily il Saatina: Raied
DS T | oo Saxh M Bpnaoeer 'y Firn| My

R o il B
Disgidd Type Boshoors:  ECE Qhiishe el

TRTIETTE oo Ot Cryatrmnipaly
Ergsbogiad Daiiss!
Do oaf Srd OBTAAESS LAt Eibiation cil Pt QTR 00D S| R sl

Hew Dave: 0202000 e Dyniassnn. CHHFS Eew Fire: QR2I0 000

| Pradila Data Ch 53]

Hiid] LEHIAEE Edp

E R
[ETATR TS5 L] el 000 Rawwmin Syatmn: 000 Oneg Puinc; 000 poodmo Posdc DD SEearg D)
furhore] Yo 1 Accreiiiel Diesich 300 Purchwsedd: 000 Clten Preedes 00 Beon Dinin #rivaie O D Treie [0
Badibing D00

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.
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POSITION DETAILS

This is a brief view of your /s sssitisns
contract information. ! s T i i

Lo | | Exrentery Sohiodl Tascher | (A21r2001 | Aok Ciiaote Dplaits
If you have multiple |

positions you can select ;
the position from under the - #esuen ez

Current Positions section .
and the ContraCt .] b lios Ebae iy S ol T e i [ Al T LD Hdii
information for that : "
position will display below. =t s morton o S ——
& e T 183 Farcer S e [\ L] 1 f]
A v I Maicia ES Procpal Saigmi sl Lid WEPRINENCOCC KX 0H LIS

\'\-&L.'\\. L e W VI P R, S |

e, ginsi g e D, s | gt g, el I 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, process employee performance reviews
and view all processed performance reviews. This functionality will work correctly
when a next evaluation date has been entered into USPS.

Performance
Reviews

Jiew My Performance Reviews
Frocess Employee Performance Reviews

View ALL Processed Performance Reviews
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View My Performance Reviews

In this section you will be able to see 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
1001301 994 - 1

1-1

,-[ Performance Review Info ]

Employee Name Evaluation Date  Next Bvaluation Date
SAMDRA S BULLOCK | 10/13M9495 -

r-[ Associated Performance Review Files ]

File Id Filename Description Created By Created Datetime &
Sandra
grrm——— . Bullock Performance 10/06/2009 04:18
download: 2008 Review 2005 KIOSKDEMO@EMCOECN ORG P
renviewy dOcy

Process Employee Performance Reviews

You are presented with a list of employees and the status of their performance review.

f-[ Process Employee Performance Reviews }

1-2
Current - Documents Next .
Hame Evaluation Date Current Evaluation Attached Evaluation Date Next Evaluation
Process Review | Babe D RUTH 0710142002 Processed 1 - Due in days
Process Review | VICKIE L STIMA 10M 712005 1536 days past due 0 - Due in days
1-2

Humber of Rows Displayed 5
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When you click on Process Review for an employee you then will have the ability to
attach documents related to the review for that employee.
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Once you have uploaded the file you will then see the file and have the ability to delete

it if you need to. F— e ——
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View All Processed Performance Reviews

You can see all Processed Performance Reviews and the files that are attached to each

review.

/{ Performance Review Info

Processed Performance Reviews for District IRN: 1005}
Name Processed Documents Employee Name  Evaluation Date
Evaluation Date | _ Attached Babe DRUTH | 07/0112002
VICKIE L STIMA | View Details 10/17/2005 1
Babe D RUTH View Details 07i01/2002 1 ,{ Associated Performance Review Files ]

1-2

File Id Filename Description Created By Created Datetime &

download 20091009 Information | SUSAN@MCOCC- | 10/13/2009 01:58
Summary.pdf | on staff K12.0RG FI
1-1
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PAYSLIP

There are now 2 options for viewing payslips.

e View USPS Payslip

e View/Print Pay Slip {PDF}

éF’a].stip

View USPS Payslip

wiPrint 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
the USPS Payslip option
you are prompted with a
starting and ending

date.

. The default is the last 3
months of pay.

detail.

. The data may be
exported to a .csv
file (spreadsheet),
not requiring you to
contact payroll to get
this information.

. The number of
payslips that are
displayed can be
changed by selecting
the drop down arrow
and setting the
display to another
number.
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. You can click on the calendar icon to change the date range.
. Once you have your date range entered you can click Load Payslips.

. You then are presented with a list of payslips. Click view icon to see the payslip

< Fay Slip Summary
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|~ Wiwm [ Frint Fap BoE |
The information displayed is the
same as that on the direct deposit
email notification.
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View/Print Pay Slip {PDF}

o TR

T Rary Slip

T T W W W W I T WY LW T
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1. When you first select the View/Print Pay Slip {PDF} option you can

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

A List of Available Payslips |

T WL,

1-1
. . Download &
View and/or Print Payslip save Payslip Pay Date = Check Number
'w.‘ _'w\' 01282011 | 5838680
1-1

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.

12/20/12
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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.

i

\ Employee Kiosk \ Other Links \ IPDP \ Scheduler \

KIOSK.EMPLOYI

Employee Kiosk

Documentation

List of Available W-2 Wage and Tax Statements 1

)

Profile
Paosition Details

1-1

YiewlPrint -2

Perfarmance View andior PrimW2  Download & Save W2 TaxYear Control Number
Reviews 74 74 2007
Payslip

Leave Balahces

Leave Reguest

Substitute
Coordinator Leave
Repaorts

Wiew Building Leave
Calendans)

Chanoe Password

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.
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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.

{ Leave Balances]

Personal Leave MiA | Daily 2.00 3.00 2.00
Sick Leave 1.25 | Daily | 200.00 MiA 1275
Yacation Leave 0.00 | Daily 0.00 [iA 0.00
1-3

NOTICE: Displayed Leave Balances may not reflect current activity due to delayed 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 Al A Start Date
Accumulation), and End Date
Start/End Date. Once you
have selected how you want [ 'petail Leave Activity |
the information filtered you
m_l:_Sttpress t?let Go icon to Humber of Rows Displayed 100
initiate your filter.
Job Trans —  Activity
_ Categol o d | Iype 2. M pat
Each column that is Absence
underlined gives you the Sfu:k 0 Au:u:umulatfon 1.25 Dafly 02/01/2004
abiIity to sort the Sfck 0 Accumulatfon 1.25 Dafly 01/01/2004
information based on that Sick 0 Accumulation 1.25 | Daily | 12/01/2003
.. Sick 0 Accumulation 1.25 | Daily | 11/01/2003
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 125 | Daily | 08/01/2003
the Activity Date. Personal | 0 | Accumulation 3 | Daily | 07/01/2003
Sick 0 Accumulation 4 | Daily | 07/071/2003
Export detail activity to CSV
1-9
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LEAVE REQUEST

There are 5 areas under Leave Request:

Create New Request
My Request(s) in Process
My Processed Request(s)

o000

Supervisory Functions

Create New Leave Request.

Set Leave Starting & Ending Time Preferences

Leave Request | |

Create New Request
My Request{s)in Process
My Processed Request(s)

Set Leave Starting & Ending Time Preferences

1. Fiscal Year To Date Absences display at the top of the leave request.

2. Make sure your job that is
eligible for leave is selected.

3. Select your leave type. If
your district requires an
additional reason for a
specific leave type (sub-
category) another box will
display to select additional
reasons for the leave
request. Once you have
selected your leave type a
balance of that leave type
will display and you will
have an icon to click on to
see additional leave
requests that have been
requested but not
subtracted from the balance
for that leave type.

4. You will need to enter a
reason for the request.
Some 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.

5. Start and End Date are both
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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.

12/20/12
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NOTE: If you enter a date in the past a message will be displayed on your leave
request indicating you have entered a date that exists in the past. This is just

an alert message and you may _
proceed with your request. i Wew Lenys Reguest

[Cancel | [CuEAR|  [SUEMIT |

doly Apbes - Praandl Clerk =

6. Start and End Times are both Lrave TP \iacaiion Luwe -
reqUired - If you forget the Balsnce bedom request GEIE D) Soe your Vecabion Lesve Hegquesis
time, you will be prompted to
add it upon submitting your
request. This can be set as a Rawson
preference. See Set Leave
Starting & Ending Time
Preferences section.

0 er T0EHD

ERArt D898 T2 .: s NPT YY Tormend] Sted Tme 0 = [0 = &4 =
End Dama Lol (uie RRADDAYYY foowal]l Erd Tima 0 = 00 = PM o=

7. Enter amount of time you are el == 2 W L P i
requesting. If your district
uses hours you will enter your time in hours. If your district uses days you will
enter your request in increments of .25.

8. Your phone number will be populated from your Profile information.

9. Place a check mark in the box if you want to receive an email every time action
is taken on your request. If you do not place a check mark in this box you will
receive an email message when the request is initiated and when it has received
final approval.

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

11. 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.

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.

12.You have the ability to attach File(s) to Attach |
a document to your leave
request. You may need to Click button below to select file(s) to be attached to this Leave Request.
attach a doctor’s excuse, an @

agenda or registration form for Select File(s) to Attach

a meeting. Click on Select
File(s) to attach.
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13. Click browse to find the attachment that is located on your PC.

14. Once you have located
the file click open.

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

S Salact Fite(s] 00 Arfach

ftischmenl 1;
Al bl 2
aHechment 3
Al bl 4

alimchmenl §:

@ Browas | Deacrighon

Biwge | (Horggibsan
Euw:’!l [Mearriphion
Bigrwae Dhira 7 i LR34

Browan. | Descriplicn

5} Setect Faet) | [Cancel |

16.When your request has been filled out completely press the submit button.
If you choose Professional Leave from the drop down menu, another form appears with
the needed information for a professional leave.

1. You can enter the location of

the event.

2. You can enter the vendor for

the event in case a purchase o

A Prolasaianal Lasys Delsils [ Expense

Ewent Locatan (Address) | 1]

order needs to be made out to
the vendor.

. Enter any information that

you want about the request.
For example who the
purchase order should be
made out to for registration or
if you are sharing expenses
with a co-worker.

. 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.

. At the bottom of the

Professional Leave Form Part,

Vendor Locatson {Address) | 2_1

RIME i Gode Doty Sute D Doas

Purpose of Learve / Leave Description

3}

EE
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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.)
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6. Once you have submitted the
request for professional leave you
have the ability to print a
Professional Leave Request Form
to submit after your leave so you
can enter your actual expenses,
attach receipts and submit for
reimbursement.

Professional Leave Request Form

Today's Date:
Name: Enily Es Teacher Position:

Start Date: November 30, 2009 Time: 09:00 AM
Dates/Times:
End Date: November 30, 2009 Time: 03:00 &M

Total Leave requested: 1 Day(s)

Reason from . ..
Leave Request: o

Location of Meeting
Professional Leave Event: Columbus, O

=

43224

Purpose of Meeting: Meeting

Vendor Location: ODE
Columbus, Of

=

43221

EXPENSES
Estimated Actual

Travel: 150 miles @0.400 per mile: $60.00

Lodging Amount: $0.00

Meals Amount: $15.00

Registration Fees: $50.00

Other Expenses Amount: $10.00

Total Expenses Amount: $135.00

** PAID TS MUST BE ATTACHED FO PENSES **

Y e FSEIRTS MUST W w’? SR el gt o

11/23/2009
Elementary School Teacher

A A anr A A0t ey S A hry

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 Day(s)
12/07/2009 | 07:30 AM 12(11/2009 | 03:00PM | 5

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

Week One

Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , Saturday ,

December 06, 2008 December 07, 2009 December 08, 2008 December 09, 20089 December 10, 2009

0 1 1 1

1 1 0

December 11, 2008 December 12, 2009

’Accept Leave Details ” Cancel ]

If the date you are entering in your leave request is duplicated in another request you

will receive a warning message.
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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.

A LaEva Fapuasla) in Brocess

e

ok | Tapr TSR | sl ikl D
ot Apotoes R ARELIER||C s | T
Doty | Lpgpte | [ - | ElmechoPinaps | Sexlawe | e | ves
Eepan ip C5

Bymbes of Roms Diaplayed 5 -

Snam Do

Q2T (36PN | 0LETR0 DT A0 | DRI QL TOPY

1-1

Eni Diss

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.

Cancel the Request
Make Comments
Add Attachment

nhownNe

Escalate (this will send a notification to the HR Admin)

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.

| Transaceion History

| Lanvs Benuest Oatail ;
11 PEscatano ts W Loave Adsasist | [cancel m ‘ll?_}
— ———— = M hcsoa Comunang. | | /ESSELEN
13 | npply Comments DMLY | Dain
Chilthiil R HardsES a2mani
Stams o ik Lisa Acliniy: DN 6 %30 B Principal Flow Intinied TP
3 Masin ES Buagliut (00T
k. Ebarreardsy Privecipai Principal Hapded 9x¥FH
Leawn Types Gick Leove
Ciwrand Balooca 3975 Dagis (STETRTTR
Rz T2
Hia 2adic. | Bumiser of Bows Dtaplayad &

ERard Dty FHTTEDT -ERard Thme; O7:00 54
Eng Data: 01272071 End Tims: 34 00 PRI
Leaws Hequastad |

I Dy ! Ha Phore: (11771111119 Full hoahceion: R

8 o et

{ Filein| o Aifach

Clicks barlon edow o sebrciBlaiei o Ge otacned o thie Lagve R iuesl

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 REQUesLis) in Process
-1
Rt A b lammTmn g W o 30 G il D
Rt || T i Hempan
il .

Demis | upgpe | (B EmentaryFrinaps | BELame | ot Yes | 02TO2011 (338FN | DUEFE0N OTODAM | DVZTEI1GL0PH
Expard In O 5

1-1
Fymbes of Rows iapleved 5 -

L}

Undale Leave Request ¢

| Fomturn be Liswe Roquestis) i Prooess || Agedy Changes |

s 20 0X2 PN
Jate Aohive - Elementany Prince s
Loawn Typee Sickl Laave

Bdanos balird fodiasd 32075 Deyia)

Elu

Jalmp

SN )70 ) ese MNDDYF mey SANTme 07 v 00 v AW v
End Dl (172077 gy liese MMODNYYY ormiar) EmiTme 4 = 01 = FM =

S e 000 e ot IV, 4.8, B0, AW Y]
SRR m:!“ff‘-_*‘--ﬂ‘-nul-l-- T T AN e TR Bl

]
When you click on the rE;l 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.
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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 Al Al GO |

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 Requesiisi

sl 1-Gal 18 = Hel D

Wi
doh Csiipgon Lomea Tapy Ry Last R .
.;NHLH i ey Masd Aibare Dol Ssar Datg sl Dl Db 1 Pt
. Elsmantary Schioa! . . DREI0IN anrEnn 7000
el | Tawthir B Lo Expuripd; | Tem (R e Houls) x
= o E kv ndany Scfios - = [ 5eateliali] ASTARDAD A 000
DCatads ) Teathid BRK LG Eapormad | ¥ed Py ey o= x
o _ | Elamanlary Schoal Campen=aiary OEM220I0 [ 1=g ke L 1] 2008
Lt Taiatiir Tirw bipgprwesd. | -No el LS 00PM Heourjs)
2 = E b ndaany S oa e STy . i GEAAD D [iaTein i) 000
i = Tamner Tims Appownd. | No PR DI Hraniz)
Ekrmantary Scheal = QRN QRZLENID 16000
B 2 Tasniin S lanm Epgrawd’ | Tt nd ) Fr] 30PN Hiaiig)

rowim) 1-50i 18 - Had |

Hisnibsar o Risees Despbapead o - ‘_

| FRINT Filtemed 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.

B
When you click on the =+ 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 & Exporied Leave Raguesiie) -
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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.
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Cancelled Requests

As a supervisor there may be times when you have to deal with cancelled requests.
For example with the snow days that happen you may have staff with leave requests
on those snow days that now need to be cancelled or reversed since they were actually
calamity days. You have choices for dealing with these requests. There are four
options depending on the status of the requests, and your district policies will help

dictate how they are handled:
ESCaLsie b R Leave Adminisirnbes|] Cancel Gegwest | |
;Ap;:lv.l:ummlnh CHLY |

Lawi Aciwimy HllPGOAT =16 Al

o Raee Regoedr Oeinil

1. If the request has NOT yet
been approved by any
supervisor, then employees
can go to My Requests In
Process and click on Details of
the request, and then click
the Cancel Request button.

SEwduns Floww indaied
Aibnances FITD 18 Hoorfed
dybe Evswirinry Sobee Toapher
Luwrvn Typac Sick Laaun
Current Balance 131.78 Hawrfad
Twamarn

Rasxom |

Stark Dade; 161123012 Shari Timec (01T AH

Erval Dty TRA284T Erwd Timnes (o Bl Pl

Liis REies el

in How g1

S be i B W exden)
Subnifuiv Scheduled:

Ll ] Poon (b 444-4434 Ful ligificaiiore

[pdate nequam.

2. If the request has been approved but not exported, employees can manually create
a new request with a negative days/hours increment. So if the original request was for
1 day then this new request would be for -1 day (depending on configuration settings,
some districts will use the drop down button to choose ™ - " then type in 1, some will
enter the minus sign manually next to the 1). All other fields would be inputted to be
identical to the first request (except maybe reasons/comments).

3. If the request has been approved and has been exported, then employees can go to
My Processed Requests and look for the red 'X' next to their requests in the Create
Cancellation column. Clicking the X will automatically create a negative request in
one quick step (so it doesn't have to be done manually), and then the request can be
submitted for approval.
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Looking at leave calendars will help you see who has created leave requests on days
that ended up being snow days.

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 AM

Select Ending Time | 01 ;00 AM

Set DEFAULT Starting & Ending Time Preferences

Clear DEFAULT Starting & Ending Time Preferences

1. Enter a starting time
2. Enter a ending time
3. Click Set Default Starting & Ending Time Preferences
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Supervisory Functions

There are 4 areas under Leave Request:
Q View/Approve/Reject Request(s)
Q View All Staff Requests
O Staff Leave Requests Analysis
O Set Default Forward to Email

View/Approve/Reject Request(s)

Sulerviaony Funoions & Aepots ¥

[Approve Salaced L

When you first click on the link a list of all requests needing action will be displayed.
A quick glance will show you the employee who created the request, what the leave
type is, if there is an attachment on the request; leave balance, a balance of approved
leave that has not been exported to payroll and the start/end date. On the summary
screen balances and requested leave will display in red if leave request amount is more

than balance.

| Leave Reguessis) Walling Approval | ¥
| Bpproye Sedected Legve ErEnquestich| f
b Ao St AR S| L [ P sbomae UBUM e Low M sewsions
i iy Meoiod  fomg M Eomwmel  Fommsed Bumcr Mol f
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[T T 1] At Hrtaakd | Teathar | Erily Errak Es Taachir Bemn s | e | s [Lre i _}
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If you want to approve the request without seeing the details you can click on the

check box.

Y l Approve Selected Leave Request(s) I

Once you have selected the
requests to approve you can

click on the Approve Selected : i
Leave Request(s) to approve | Ll
requests in mass.

4 [ | Details
You cannot mass approve i
Cancelled and Docked 4 [ | Details

requests. To approve these
requests you must click on

- Exgohv

i i
Approval Status  Cpsttute e
Status Needed
Flow Hammer
(B} Initiated Yes ES
Level 1 Teacher
o Flow ] ; ‘
B | mitiated Yes Emily ES | Elementgs !
Teacher
Level 1

Details.
J,} Number of Rows Displayed 10 ] _:. 1
i Approve Selected | eave Request(s) *_— : !
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To see the details of a specific
request click on the details link.

A Leave Request(s) Waiting Approval |

b
i
[Approve Selected Leave Request(s) ] &
Select View ; i
Al Substitute Last First
] e Status Neoded | Name | Name®
1 | Details | B - | fow 0 | voo | Teacher | Emiy®
= || Flownitiated | y;
| |Ee ;
= Details ﬂ] Level 1 Yes Teacher | Emily~.
Fl | Detaiis {%} _ | Flow Initiated Mo Py Emilyf

Level 1

e | N P— ror Ini . ; _
s i e “\w S .ﬁv ‘rﬂf ,‘.\'-\:.|Il EEEEL ‘N" "@fﬁﬂ’*”'b“g[_‘AEm{J

You can see all the details of the request including the date and time the request was

initiated and any other action that has been taken on the request. You have different

options when viewing the request.

1. You can add comments only to a
request without approving the
request. Type your comments in
the comments field and click on
the Add Comments Only button.

2. If you have the Sub Coordinator
or Sub Coordinator by Building
role you have the ability to enter
substitute information for the

leave request. To enter the SR (s st
information check the Substitute
Needed box.

3. Enter the first name of the 19 ;
substitute. :

4. Enter the last name of the
substitute.

5. Enter any comments related to
the substitute.

6. If you want to enter comments
only click on Add Comments only
after you have typed them in the
Comments section.

7. You can approve the request by
clicking on the Approve button.

8. You can reject the request by
clicking on the Reject button.
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9. To see other requests for this staff person for the leave type that was specified
in the request click on All XXX Leave Requests for User.
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10.To see all requests for this specific date click on All Requests for Date(s)
Requested

11.To return to the View/Approve/Reject screen click on Close Window.
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View All Staff Request(s)

When you first click on the link a list of all requests will be displayed. The requests
that will be displayed will be for those staff members that you supervise. The requests
will be broken down into the following sections:

= View All Unprocessed Leave Requests for Staff.
= View All Approved & Exported Leave Requests for Staff.
= View All Cancelled & Rejected Leave Requests for Staff.
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You can filter the information on this screen.

1. You can select either a start or end date for requests by clicking on the calendar
icon and selecting a date.

2. You can filter on a specific employee id by clicking on the Employee ID pull down
and selecting that employee.

3. You search for requests for a specific employee by entering the employee name.
4. You can filter the requests to see all requests for a specific leave type.

5. You can filter the requests to see all requests with a specific status such as
approved, rejected, exported, etc...

Once you have selected a filter option you must click the Go icon to initiate the filter.

All the displays on this screen can be exported to a .csv file or printed.

Emi; ES i Elementany el R RMEHA
T ks Creal HALET St Taner D7 00 & R ]

ez | | cReoomo
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| PRINT Unprocessed Fiftered Reguests | s

Cancelled Requests

As a supervisor there may be times when you have to deal with cancelled requests.
For example with the snow days that happen you may have staff with leave requests
on those snow days that now need to be cancelled or reversed since they were actually
calamity days. Since employees have choices for dealing with cancellations you will
see them differently on the approval screen.

1. If the request has NOT yet been approved by any supervisor, then employees can
go to My Requests In Process and click on Details of the request, and then click the
Cancel Request button. A supervisor will not see this cancellation and will not need to
take action on it.

. If the request has been approved but not exported, employees can manually create a
new request with a negative days/hours increment. So if the original request was for 1
day then this new request would be for -1 day (depending on configuration settings,
some districts will use the drop down button to choose ™ - " then type in 1, some will
enter the minus sign manually next to the 1). All other fields would be inputted to be
identical to the first request (except maybe reasons/comments). This request would
go through the normal work flow process you a supervisor would be able to approve it
from supervisor approval screen. This type of request can be mass approved.

. If the request has been approved and has been exported, then employees can go to
My Processed Requests and look for the red 'X' next to their requests in the Create
Cancellation column. Clicking the X will automatically create a negative request in
one quick step (so it doesn't have to be done manually), and then the request can be
submitted for approval. This request would go through the work flow process and
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would need to be approved. This type of cancellation cannot be mass approved. You
must click on Details to approve the cancellation.

If a request has been by at least one level in the work flow and still has the status of
Approved and the employee cancels the request the supervisor will be notified via
email and either the supervisor or leave administrator will need to approve the
cancellation. This type of cancellation cannot be mass approved. You must click on
Details to approve the cancellation.

| Leave Request(s) Waiting Approval |

lApprove Selected Leave Request(s) ]

Level 1

Flow Initiated
el

N N o 1 S =

Staff Leave Request Analysis

st A;:f;al Status Substitute  Last
Status —— Needed Name
- Details Ez) - | Flow Initiated Yes Teacher

First

Name

Emily

Full Hame

Emily E= Teacher

B3 geTRacher . Emily ok BsTeacher.

Job Description

Elementary
School Teacher

Elementary
o Te

Leave Type Leave

Requested STD(EET Requested

Sick Leave | - - 4'000\
Hour(s)

_gicjg_ha_gg\__ﬁ TP LS

‘\‘\,%\;x"\ B L YW

7.000
b oty

)b

The display will give you a quick snapshot of each employee(s) accrual, maximum
accrual amount, used and balances for each leave type. Only the employees that you

supervise will be displayed.

To see all the requests for a specific employee click on the See All Leave link.

,‘ District Employees

See All Leave for Selected
Search by Name Go Rows |10 r

Select

i Last First Middle Sick Sick  Sick Sick

I £kl Name & Name Name  Accrual Max Used Balance
See All "

I Leave Custadian | James Es 1.24/200.00 0.00 64.75
See All

™ lgae |Principal |Marcia  Es 1.25(20000|  0.00 3975

r See Al Secretary |Samantha Es 1.25/20000,  3.00 19075
Leave "
See All

" lgqe |Teacher |Emiy Es 1.25/20000)  0.00 1275
See Al

- Leave |Teacher |Hammer Es 1.25/200.00)  1.00 21.75
See Al :

- Leave |TrE@sUrer Kevin F 1.26/200.000  0.00 138.75

See All Leave for Selected

Wacation Vacation Vacation Vacation Personal

Accrual

0834

2.00

Max

18.00

24.00

12.00

iNili}

000

15.00

Used

0.00

o.0o

Balance

15.838

600

Max

300

300

Personal
Beginning
Balance

300

300

Personal Personal Comp Comp Comp

Used

0.00

0.00

Balance Accrual Max  Used

z.00 0.00 0.00 0.00
200 o.0o 000 o.on
1.00 o.0o 0no o.on
300 0.00 0no o0.on

Cor
Balal
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You can also select multiple employees by putting a check in the box next to the employee
name and then clicking See All Leave for Selected.

A District Emgl Laave Andlysis |

| Dorrmbead snd Save ts C5V file |

DOV DO Sacreiary
DOV DO Sacreiary
DOV DO Sacreiary
DOV DO Sacreiary
DOV DO Sacreiary

You also have the option to run
interactive reports.

Filter

Exporiad

Floey

nFrocess

Exporiad

bt ]
sl

Skk Lawww

Skk Lawww

Pesomnal
sl

Protazzans

- _Eﬂl:j_l!]_ii Laane :i.ru_i_glﬂg -

MG OGE [O0GDS 1 Dwyix) “wacmlian
12083Ha 12M0aHa 1350450 13 Dwyix)

JINE0HE  J1CHENHE [0G0S 1 Dwwyix) Ly 1]
MCMEH2  AGMEH2 G2 1 Dwyix)

(HCOE  CHONHE  [O0G0S 3 Dwaix) Ol Training

Jm Graen
daraldonis

| Dosmlnad and Sawe t C5Y il |

F Rawa A1 &l IG.Q ‘#r
Mo dain found
| o loai and Sawe io C54 file |
L
%
T
[

Filter will allow you to take the display that you see in employee leave analysis section
and narrow your results.

Under column you choose what

you want to filter on, such as start
date, end date, leave type,
substitute needed, etc.

Based on the column filter you use
you then will be prompted to select an operator like =, >, <, etc...
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Calurm Operaior
Emphipee O B
b i Fodired
| Doswnioad and Seee fo OS5 file |
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You can have multiple filters. In the example below, the filter was used to display just

requests for sick leave that were greater than 1 day.

on the red X.

To remove a filter you can click

| owenload and Save tn C5V file |

_.-""'_ Ravey| A2 1l |‘i|:'_-_| 'alr
S e Tve = Sick Lo [ L S—
¥ Iobailgesn =1 %

Emniores 10 Aamu

| Downioad and seve o C5y file |

MEnioar ASmE

ALLOOGIn g:fl.':‘.'f F— Il:h‘?g E::-: PRGN NI BACIANF LEH Dwgm) ne DUREEEITE UGS OUNHY
AU ;'"‘:E“':':E :':;H éqEE;E ﬁ_l RGN BITTRIN . RTCTINN 20H  Dayim) 1:_ HT Wl e BIMIIMIE  BIDSE ALHHY

Sort

Sort will allow you to take the display
that you see in the employee leave
analysis section and sort your results.

You can have multiple sorts on the
information.

Control Break

Control Break will allow you to take the
display that you see in the employee
leave analysis section and create
breaks in the data. For example if you
do a control break on leave type, each
leave will have a heading and all
requests for the leave type will be
displayed under that heading. You can
have multiple control breaks on the
information.
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Highlight
Highlight will allow you to take the

display that you see in the employee .

leave analysis section and highlight m':: =

the specific data. You can select the P

background and text color and Mok Tiss | Ao [

whether or not you want a row or cell BALkRUT AT | SEAFF 65 O oo ool e oranoe nal
highlighted. For example if you want Tesl Calar #CC000 B0 bt iorwery b omanged
to highlight all the sick leave you thamaiR s e
would select the column of sick leave Lo Tips Bi- B ek L =

and use the operator of = and the
expression of sick leave. All the sick

leave would be highlighted with the colors you chose.

Leawe Type = SickLeaw | [7]
Empioges I Mams FETL dnb - — End Quie GRS
BILIOD  pien Eoeisl  oneee Biklews  BNGICEN  BMGROMT BRGNS
S4MORA S Carcelaion 1-BUS Farnczmal - T . - o 1
B T TR Leves BOITHT  MONTIT  BSOIE
SAMORA T 1-BUS Farnzral - " e n o 5
LILE o] arock  enoved DRWER  Lasws ER2ICEREY  BROATEE Lk
UL Sl Egueied  (ORSS pofsswanl  BSOICEET  BOMTHT  BSCOMET
SAMORA L Cancalwion 1-mS
BN e e  Deklewe  ROIGNET GONT 0l
BULEDND  poien Eueisl  ooete Biklews 20N 1A2ISE 10
BILIOND  po'ion Egeiel  oets  Pfessanl NG 1BN2OSET 1M
BULEDND  poiees Edeisl  ooene Biklews NS 1M2IST 1
BILIOD  po'ion s Egeied  nets  eyDuy  IDIGTEET  1BNBTHET M
BILIOND  polion® Eqeied  nets yDuy  IMEOSET IMGMOMET M
UL po'ion S Bl oeE O WIBIHT  WINT A
BILIDD  poin® Bl nens deyDuy (MG IMGTHT IR0
UL poien Edmeisl  ooete Biklews MO MRS 1RBOET
AU AT e TEE e ORIHT  EOWOMT  iROATEE

Hepyon

38 Deisn  dead Ho
GHHE [ - Lo
GRHE Dedsl - L]
2R Deia - L]
P48 Dess e

258 Dwnidn e
1LE8E  Dwil - L

ERl Deiml L]
2588 Dwew - L]
1758 Dends) L
1LEEE  Dwi) - L
LR Dwiwn - L]

ER Demim L]
1888 Teeaws . ]

[(ance | [ Cakia § o |

B

B

Edi i

Edi i

Edi el
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B

BRI

Fiin

BUCS E B

BINGSE By

B E By

B E By

B E Bl

B E B

B E WY

B E B

B E B

B E B

B E B

B E BN

B E BUMY

RINAF Rl

You can have multiple highlights. To remove a highlight you can click on the red X.

Compute

Compute will allow you to take the display
that you see in the employee leave analysis
section and computed columns to your
report.
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Aggregate

Aggregate will allow you to take the
display that you see in the employee
leave analysis section and select
specific functions such as count, sum,
average, etc. You can use the
aggregate multiple times with the
same information. Once you choose
your function, your information will be
displayed on the last line. See
example below where a count was
done on Total Leave.

- RN T L

T S 'H,m,um._,_.._.--l__-i'n—\_; SR S ; R T T,

BULO0O010 s nftinted DriveR  SickLeave 3262009 03/27/2009
BULLOCK
SANDRA

BULO0D010 s :;';i:‘t e ;éﬁg: Sick Leave  03/26/2008  03/26/2009
BULLOCK
SANDRA

BULO0D010 s ;I;i:ted 1Dr_{rE'LEJ: E::‘;"E' 03/31/2000  03/31/2009
BULLOCK
SANDRA

BULO0D010 s :;';i:‘t - ;ﬁﬁ:: Professional  04/20/2008  04/20/2009
BULLOCK
SANDRA

BULO0O010 s :;';i:‘t e ;éﬁg: Jury Duty 04/30/2009  04/30/2009
BULLOCK
SANDRA -

BULO0D010 s Exported prvem  Other 04/29/2000  05/01/2009
BULLOCK

RS SR LSS W S SR S SRS NPT SRR SRR SR BT R T ey

Chart

s

[ Download and Save to CSV file

-

—F. Aggregate
Aggregation | - Mew Aggregation - D

Function | Count D
Column |EEEIIEET- R

FE e L “ m{_,_w‘__'v s
il it of TET-Tofi-

03/27/2009 2.000 Dayis) Select

Multi-Select
03/27/2009 1.000 Dayi=) Again for a

=ingle day
03/27/2009 1.000 Dayi=) demo
041772009 1.000 Day(s) -
04/30/2009 500 Day(s) -

Other
04/30/2009 3000 Dayls) g

Count: 39

No

No

No

BUND00010

BUNOOOO10

BUNOOOO10

BUNOOOO10

BUNDOOO10

BUNOOOO10

/J' Rows | Al [ e 1

-
BUGS E Bl
BUGS E

BUGSE

BUGSE B;

Chart will allow you to take the display that you see in the employee leave analysis
section and see that data as a chart. The available chart types are horizontal bar,

vertical bar, pie or line.

A District Employee Leave Analysis |

[ Download and Save to CSV file

;)' Rows |All [ o 3

Ul Chart
Chart Type @\i le Q\g QIE
Label | Leave Type D Axis Title for Label
Value | Total Leave D Axis Title for Value
Functien | Count ]
Sort | Default ]
[ Cancel ] [ Delete ][Apply]
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Flashback
Flashback will allow you to view data as it existed at a previous point in time. Enter
the time in minutes and you will see the data as it appeared at that point.

@ Flashback

A flashback query allows you to view the data as it existed at a previous point in time.

As of minutes ago.

[ Zancel ] [Apply]

Save Report
Once you have generated a report with the results you want, you have the option to

save the report for future use. Once you click on the save report you will be prompted
to enter a report name and

description. H Save Report

Mame |Bullock Sick Leave

Description

[ Cancel ] [Appl].r]

The next time you go into the interactive reports, the report you will saved will be
available on a tab for you to view.

’ Download and Save to CSV file ]

=

$
" [ | Rows |a1 [ ,_a . g
Working Report | =02 S T ;

= E*lsaved Report="Bullock Sick L eave®
T Leave Type = 'Sick Leave'

%
%

Empiloyees ID lame Status Job End Date Reason

BULO0D010 e Exported Sns SEK 09212007 09222007 09202007 4000 Day(s) test

BUL000010 Gl g:; celaflon  loves POk 002007 10022007 10012007 1000 Day(s) test

BUL00D010 SRS Exported S DK 10M20007 10A22007 107172007 250 Day(s) test

BUL000010 SRS Exported s Sk qwmimon7 10122007 10n1i2007 500 Dayls) - §
BUL00DO10 SANDRAS  eyported B 1002202007 1002202007 1001812007 500 Day(s) -

s g BULLORK g et n N 0. TR 20 e apam BB g B et 080T B oaibe B e

Reset
Reset will reset the report to its default settings in case you just need to start over.

12/20/12 Page 33 of 45



Set Default “"Forward to Email” Address

This functionality really creates a mini approval work-flow. If the “"Default
Forward to Email Address” is set when a supervisor views a request that is
assigned to the “Default Approval” workflow, the system will populate the
“Forward To Email:” automatically. Once the supervisor approves the request it
will be marked with an “"Approved and Forwarded” status and be forwarded to
this email address person for their approval. The request will not be ready for
export to USPS until the person the request was forwarded to approves it.

‘ SUBSTITUTE COORDINATOR LEAVE REPORTS

Viewing Substitute Requests

To view requests that have the Substitute Needed box checked.

1. Click on Substitute Coordinator Leave

R  Substitute
eports. : Coordinator Leave
2. Coordinate Substitute(s) Needed. DS
Coordinate Substitute(s) Needed
fiew All Request(s) for District »

The top section, District Leave Requests Requiring a Substitute, will display leave
requests where the Substitute Needed box was checked for future dates. Any

comments that the employee put on the request about the substitute will be displayed.
You can sort on any column that is underlined.

- Blsteict Luave Heguasts Caquiring & Subdtinite

S,

Bedndangt sk L BB favmt | susssiies it il e | s s | e |

Mome | Meme | Heme | Heme 4

Delats srpmn@Encicckizehus | Prced | Marda ::’_{f;i‘ e Teactat | Emip il MELTMT | OG0 | G00Ha)
B0 ;

’

Humbar of Aoews Deeplaged = E.
[[PRINT Disirict Leave Ressests requiring a Ssistinte | 4
TR TS e LS T S T e SR U Y o ST S =y s

A
b
]
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When scheduling a substitute you can
now filter leave requests based on
department code or pay group. The
employee will need to have the either the
Substitute Coordinator by Pay Group or
Substitute Coordinator by Department
Code role assigned.

1. To schedule a substitute click on Details. gl

2. Click on the checkbox next to Substitute

Scheduled.

3. Enter the substitute information.

The information typed in will be displayed for the
employee and supervisor. Anytime the substitute
information is updated the employee will receive

and email notification.

(TR S

| Lasve Regusat Datail

SR Fire e Lt Actraty; 017301 1004 G
Heme: Emily ES Taacher
It 3172017 1004 Al
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fniei
Rearor

S0 D D011 S Thme: 07, (0 A4
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e e Phasa (444} 4442344

Sl Rl i T

Erar b i of S SubsUnin b st heaied
SN AN CHMAIGATE RETIIETIN 0 Me rmavesr

5 =3
Sttt :r.nmmmk' & =

Every four minutes the Schedule Substitute screen will refresh so that new requests
that are made will display for the substitute coordinator.

This page will reload in 02:06

\
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The second section, District Leave Requests Requiring a Substitute — Past Dates, will
display leave requests where the Substitute Needed box was checked for past dates.

Any comments that the employee put on the request about the substitute will be
displayed. You can sort on any column that is underlined.

1. To schedule a substitute click on Details.
2. Click on the checkbox next to Substitute Scheduled.

3. Enter the substitute information.

< District Leave Requests requiring a Substitute - Past Datas ; o
Mmpges  Menpger Emplyes  Emples
Buibling lms & taanagar Emel Lt Bt EEE gcun smaton Law Bew AT cunpay  fnalem  h
il Hisitiie Eiil Mafis R liad
Hame Hame Hpme  Hpme .
N, W & | []
Deshas: | - aspn@ncacskiZehus | Prirdpal o | RarREE el | reacher | Emap | TLUET | 03132008 | WNME00 | 1000 ey
3 ot
Daais | - asgingeace ki ohus Porirec pai arcia 2:;;5: Teackar Emiy $h','t':f AEHADMD | DAHEGE 1.000 L-i.!p'
LY
Vins Evane: haz been i
Hammear
Manda Es Ty S aned | 10a rel . K
Deilais | - aspIn@nIcciiZonus | Princpal Marcia Frinapal wear he handies e Tiackar | Hamisar Es . I | (AANNE | 1000 L-i.‘r:_
clasEnsanm At if'
Hamimsar b
[ty | - aspn@ncocckiZohus | Frindpal My | MeaaEs . Teacher | Hammar | Ex 04132008 | B4MFENE | 1.000 Dapsh
Frindgal Teachar
Dt | - | asprngmeitckizonus | Pandpl Waria | peeds s . Teachar | Emiy Et;;}f: usa}mn Em | 1000 L-j/
| = iarnrisntn T T B R C s S R L o R N

The third section, District Leave Requests with a Substitute Scheduled will display any

leave requests where [ bt np iy Wiy
the substitute has i Bt | Et -
already been scheduled. 5é =
The substitute

< CHRNIED LEEF B S S e duREdE e

information that was e

entered on the request = = n J
will be displayed. To ' | iaaar faoeds 1,81 ismo . )
display the substitutes || = o e B e [
scheduled you will need || .. R S PR - g powe

to enter a date range ; : ,,:.’. ey —

and click Go. | TR PR e | m—m_ =T .

L | e LBV

IR S [e——
| [T Sivariad e Sommerery pribh 8 Sardaiy Sk |

CTR—— l-'p" o Bl =¥ o [ o o U —

To see more details of the request or make additional comments click on Details.
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Viewing All Requests
You can view all requests for the district if you have the substitute coordinator role
assigned. You have the option to view

e Unprocessed Requests

e Approved & Exported Requests

e Cancelled & Rejected Requests

: Substitute

: Coordinator Leave
Reports

Coordinate Substitute(s) Needed
View All Request(s) for District ¥ | view/Print District Unprocessed Request(s)
View/Print District Approved & Exported Request(s)

View/Print District Cancelled & Rejected Request(s)

View/Print District Unprocessed Request(s)
The requests in this section will be requests that are somewhere within the approval
process.

1. You can select either a start or end date for requests by clicking on the calendar
icon and selecting a date.

2. You can filter on a specific employee id by clicking on the Employee ID pull down
and selecting that employee.

3. You search for requests for a specific employee by entering the employee name.
4. You can filter the requests to see all requests for a specific leave type.

5. You can filter the requests to see all requests with a specific status such as
approved, rejected, exported, etc...
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View/Print District Approved & Exported Request(s)

The requests in this section will be requests that have the status of either approved or
exported. When you first view these requests it will display requests from the last 30
days. If you want to see a different date range you can delete the information in the
starting date field and then click Go or put in your own date range.

1. You can select either a start or end date for requests by clicking on the calendar
icon and selecting a date.

2. You can filter on a specific employee id by clicking on the Employee ID pull down
and selecting that employee.

3. You search for requests for a specific employee by entering the employee name.
4. You can filter the requests to see all requests for a specific leave type.

5. You can filter the requests to see all requests with a specific status such as
approved, rejected, exported, etc...
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View/Print District Cancelled & Rejected Request(s)

The requests in this section will be requests that have the status of either cancelled or
rejected. When you first view these requests it will display requests from the last 30
days. If you want to see a different date range you can delete the information in the
starting date field and then click Go or put in your own date range.

1. You can select either a start or end date for requests by clicking on the calendar
icon and selecting a date.

2. You can filter on a specific employee id by clicking on the Employee ID pull down
and selecting that employee.

3. You search for requests for a specific employee by entering the employee name.
4. You can filter the requests to see all requests for a specific leave type.
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5. You can filter the requests to see all requests with a specific status such as
approved, rejected, exported, etc...

{ Filler By Date Anngs |
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Based on your role in the district it will determine what calendars you will be able to
view.

My Calendar
. . Wy wiiaing Leave Calenaar
Each employee will have a link for_My e s e o 5
Calendar, so that they can see their
leave requests in a calendar view. el ol ' _
Susay Morawy | Tssawy | Visdmesdey | Thursdey Frvaag | samernay
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Leave Calendar by Building

Will display leave requests for the
building IRN you are assigned to in
USPS. If a request is red it means
the request is going through the
approval process. If a request is
green that means the request has
been completely approved or
exported.

Leave Calendar by District Building

{ Emptoyes Bollding Lasve Calendar
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Will display leave requests based on the building(s) that you specify. If a request is
red it means the request is going through the approval process. If a request is green
that means the request has been completely approved or exported.

1. Select the building you want
to view.

2. Click on the > arrow pointing
to the right.

3. Click Apply Selected
Buildings to filter.
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Leave Calendar by Department Code

Will display leave requests based on the department code(s) that you specify. If a

request is red it means the

| Deparimest Cade

@ Leave C

request is going through the (e ] = o] ] (=]
approval process. If a request
. Filtar Calardar by Departmant Sodadsk
is green that means the request - -
has been completely approved ﬁg Jc; i
or exported. s K 13
1. Select the department [ —— —
you want to view. o = = s
2. Click on the > arrow L L L . y
pointing to the right.
3. Click Apply Selected s I .; 7 .
Buildings to filter.
;‘ﬂﬁﬂﬂ."ﬂm F- £l 1]
.@I [ Sort Cotemdar by Employes rusme |

Leave Calendar by District Staff

Will display leave requests based on the
staff that you specify. If a request is red

it means the request is going through the

approval process. If a request is green
that means the request has been
completely approved or exported.

1. Select the staff person you want to

view.,

2. Click on the > arrow pointing to the

right.

3. Click Apply Selected Employee(s) to

filter.

4. You can also enter a date range to
display leave requests in the
calendar view for a specific date
range.
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Leave Calendar by Pay Group

Will display leave requests based on the pay group(s) that you specify. If a request is
red it means the request is going through the approval process. If a request is green
that means the request has been completely approved or exported.

1. Select the pay group you
want to view.

2. Click on the > arrow pointing
to the right.

3. Click Apply Selected Buildings
to filter.
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Leave Calendar by Supervisor Staff

w || iaitp | = Frovimn || Sadfay | | e

L T ]

Will display leave requests based on the staff that a supervisor is assigned. If a
request is red it means the request is going through the approval process. If a request
is green that means the request has been completely approved or exported.

1. You can filter based on a
specific work flow.

2. Select the work flow you
want to view.

3. Click on the > arrow pointing
to the right.

4. If you want to view a specific
staff, select the staff person
you want to view.

5. Click on the > arrow pointing
to the right.

6. Click Apply Selected
Employee(s) to filter.
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You also have the option to display the calendar by week or day.

For Buikingis): Adams Elementary Schadl == : Jroter [ e 2] | Mgmthiy | Weekly | < Previows | Todoy | Next > |
Desember 2009 For Buikding(s|; Atams Elsmentary Schan
Desambser 21, 2008
[ wemiy | | miy | meioms || ok || et
. . ook rvia ' :: In-m-qu-m:ui I
If you want to print the calendar click on ;m*:._f. I EE‘E“ 14
the Print Calendar button. e, v o= =g =L

--:m Flavi :
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Then click Print Report.

| District Stall Leass Calendar |
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CHANGE PASSWORD

This feature will allow you to change your password once you are logged into Kiosk.

You must enter your old password and then type the new one twice before cllcklng on

‘Change Password’. I_{J,_,,,, e S e e el e it e e e
2 Old Password
i

Your password must be 8 1' New Password {must be at least 8 characters)

characters in length. ; Re-Enter New Password [ ChangePassword | [ Cancel |

\ Flease enter old and new passwords.

Your district has the ability '?m,\,*,ﬂg-m-—ﬂ-*uxw«\ o i At o
to configure that your T

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.

CORRESPONDENCE

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

:n- Empioyas Klosk Dffar Links N ([ Jal] M Eiek Documeniaion MODECH

When you click on Contact Kiosk  [campass messane

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. | Canced || Sema |

St
Mg

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

,-[ Correspondence ]

Status Open -

Opened ¥ Subject Status Last Message
q 0200712011 02:33:27PM | Sick Leave Accrual | Pending | My sick leave accrual amount does not look correct.

1-1

12/20/12 Page 44 of 45



To view the correspondence between you and the Kiosk Admin click on the magnifying
glass. You will see a history of the correspondence and have the ability to send a new
message.

,-[Compose Message }

Subject Sick Leave Accrual
Message

[Archive Correspondence

4 History

Date : 02/07/2011 02:33:27PM
From : PAYROLL@MNCOCCK12.0HUS

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

Date : 02/07/2011 02:33:27PM
From : ESPRIN@NCOCC. K12.0H.U3S

My sick leave accrual amount does not look correct.
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