Emplo¥% | !l

Employee Kiosk
District
Administrator

Manual



TABLE OF CONTENTS

TABLE OF CONTENTS ..ot 2
LOGGING IN Lottt st 5
KIOSK MENU ...ttt sttt et e a e 6
EMPLOYEE KIOSK DOCUMENTATION ......ccoiiiiiiiiiiiiiiiieiceccecce e 7
KIOSK FUNCTIONALITY/SETUP......ooiiiiiiiiiiieeeee ettt 8
KIOSK ANNOUNCEMENT BOARD.......cooiiiiiiiiiiiiicicteceee et 9
OTHER LINKS ..ottt st 11
PROFILE ..ottt sttt e ae e sae e 12
POSITION DETAILS ...ttt sttt 13
PERFORMANCE REVIEWS ...ttt 14
VIEW MY PERFORMANCE REVIEWS ...t 15
PROCESS EMPLOYEE PERFORMANCE REVIEWS.......cccooiiiiiiiiiiiiiiicccceeciee 15
VIEW ALL PROCESSED PERFORMANCE REVIEWS ... 16
DELETE UNPROCESSED PERFORMANCE REVIEWS......cccoooiiiiiiiiiiiciceciee 17
LIST EMPLOYEES WITHOUT PERFORMANCE REVIEW ......cccccciiiiiiiiiiniiiiiiiiiciccieee 17
PAYSLIP Lot 18
VIEW USPS PAY SLIP ..ottt s e s e 19
VIEW/PRINT PAY SLIP (PDF) ..ottt 20
VIEW/PRINT W=-2 Lottt ettt sttt sttt e sttt s bt 21
LEAVE BALANCES ...ttt et st 23
LEAVE REQUEST ...ttt sttt 24
CONFIGURING LEAVE REQUESTS ... 24
LEAVE TIME INCREMENTS. ... 24

LEAVE TYPES et 25

LEAVE SUB CATEGORY MAINTENANCE .......cocciiiiiiiiieieeeeeeceeeeeeee e 26
CUSTOMIZING LEAVE EXPENSES. ...t 27
ABSCENSE WARNING THRESHOLD .......cocciiiiiiiiiiiniieeeeeeeeeeee e 28

04/24/15 Page 2 of 100



CREATE NEW LEAVE REQUEST ......cociiiiiiiiiiiiiiceeeee e 29

MY REQUEST(S) IN PROCESS.........ccuveeeeeeeeeeeeeeeeeeeeeeeeseeeeseseeseseseeesseseeeesseeesesseeseseeseseseesseee 33
MY PROCESSED REQUEST(S)....uvveeueereeeeeeeeeeseeeseseeeseseeseseseeseseseeeseseeessseeesesseeseseeseseseesseee 35
CANCELLED REQUESTS.......oveeoieeeeeeeeeeseeeeeeeeeseeeeeeeseeseseeeesesseeseseeesesseeeseseeesesseeseseeeseseeeseees 37
SET LEAVE STARTING & ENDING TIME PREFERENCE .........ccoooovveeeeeeeeeeeeeseeereseeeereeseeee 37
SUPERVISORY FUNCTIONS.......couoveeroeeeeeeeeeeeeseeeeseseeeeseseesessseeeeseseeseessesesseseesessseesessseesessseeen 38
VIEW/APPROVE/REJECT REQUESTS.......oveoeveeeeeeeeeeeeeeeeeeeeeeeeseeesseseeeeseseessseseeseseseens 38

VIEW ALL STAFF REQUESTS.......oveeueveeeeeeeeeeeeeeeeseseeseseseeeeseseeeeseseseessseseseseeseseseesesesenns 40

STAFF LEAVE REQUESTS ANALYSIS ......ccouiveeereeeeeeseeeseeeeeesseeesesesseesesesseeessesseeens 41

SET DEFAULT FORWARD TO EMATL.......ccoivveeeeeeeeeseeeseeeeeeeseeeeesesesseesesesseeeseesseenns 47
SUBSTITUTE COORDINATOR LEAVE REPORTS ...ttt 47
VIEWING SUBSTITUTE REQUESTS ..ottt ettt ettt et eetae e stveesstaeeaaeessseeesnneesssaanns 48
VIEWING ALL REQUESTS .......oooooeoeeceeeeeeeeeeeeseseeseeeesesesesseeeesesssseeseessssssssseesssssssseeeesssesseseeeesssssssssssessse 51
CALENDARS ....eeeeeeeeeeeee oo eeeeeeesssseee s oo eeeeeesseseseeeeee e s et esseeeeesseseeeeeeeese 53
MY LEAVE CALENDAR.......ooo oottt e e e e s e e et e e e e s seeaaaaeaeeeeesssssaaaeeeeeeeean 54
LEAVE CALENDAR BY BUILDING ...ttt ettt e et e e e e s sensaaveneeeeee s 54
LEAVE CALENDAR BY DISTRICT BUILDING ......uuuuiiiiiiiiiieeieieeee ettt eseesaaaeeeee e 55
LEAVE CALENDAR BY DEPARTMENT CODE........ooouiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeaeeeeeaeaesasesesssssssssssnnens 55
LEAVE CALENDAR BY DISTRICT STAFF ...ttt aaaasseeaasasassssssssssssssssnees 56
LEAVE CALENDAR BY PAY GROUP ...ttt seenaaaenne e e 56
LEAVE CALENDAR BY SUPERVISOR STAFF ...t 57
ADMINISTRATIVE LEAVE REPORTS . ...ttt e e et e e e e e e enaaaaeeeeeessennnns 59
VIEW/APPROVE/REJECT DISTRICT REQUESTS......ooossseeeeeeeeeeeeeeeeeeseceeeeeseessesesseeeseeesesssesssseeseeeeen 60
VIEW PROCESSED/EXPORTED DISTRICT REQUESTS .......covovooeeeeeeseeeeeerreessesesseeeseeesesssssssseeereeeen 61
VIEW PRINT DISTRICT REQUESTS ... .ottt e e et e e eeata e e e eeatae e e eeavaeaeenes 62
DISTRICT STAFF LEAVE ANALYSIS ...ttt e e et e e e e s seenaaaaeeeeeeean 66
LEAVE EXPENSE ...ttt ettt e e e et e e e e e s e ettt e e e e e e e s seeaaaaereeeeessesstaaereeeeeean 72
EXPORT APPROVED DISTRICT REQUESTS FOR POSTING........ccooiiiiiieiiiieecieee et 73
EXPORTED LEAVE HISTORY (VIEW/RE-EXPORT).....ccccceiiiiiiiiiieiieiieriece it s 75
LOGOUT ALL DISTRICT USERS FROM USPS ... ..ottt seeaaaenee e e 77
MAINTAIN LEAVE APPROVAL BLACKOUT DATES ...t 78

04/24/15 Page 3 of 100



MAINTAIN LEAVE APPROVAL AUTOMATED WORK FLOWS ..ottt 80

CREATING A WORK GROUP ....cciiiiiiiiiiieiinteterertete sttt ettt sttt sttt st e e s 81
CREATING A WORK FLOW ..ottt s e s s 84
EDITING WORK GROUPS ..ottt s e 87
EDITING WORK FLOWS ...ttt sttt sttt et sttt st sttt st et sae e b sbe e 89
DISTRICT ADMINISTRATOR ..ottt sttt sttt sttt sttt ettt sr et bbbt seee e sbeeanenees 90
UPDATE/DELETE DISTRICT USERS.....c.ociiiiiiiiinneete ettt 90
CHANGE PASSWORD .......oooiiitiiii ettt s e s s 91
CORRESPONDENCE ......oouiiiiiiiiiiiiiteitt ettt sttt st be s eae st eane e 92
VIEW/PRINT ACKNOWLEDGED NWOCA/SSDT HR DATA RELEASE AGREEMENT........c..ccccoeuee.e. 93
DATE CODE MAINTENANCE .......oooiiiitiiiititeitet ettt sttt sttt ettt sttt sbe et be s et b eanenees 94
ADDITIONAL DISTRICT CONFIGURATION OPTIONS ......cotiiiiieiinieientneete ettt 97
LOAD POSITIONS FOR ALL REGISTERED USERS ......ccioiiiiiiiiiiiiiiiinceeeent e 97
USER ACCOUNT EXPIRATION ..ottt ettt s s e 97
USER LOGIN ATTEMPTS ...ttt ettt ettt sttt sttt st ettt st s enbe b e e 97
SUMMARY OF ROLES AND RESPONSIBILITIES ....cc.coteiiiieiintrteieeteneetesie ettt s 97

04/24/15 Page 4 of 100



LOGGING IN

Logging into the Kiosk requires a full email %

address and user password.

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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KIOSK MENU

e Performance Reviews

o

0O O O O

©)

View My performance Reviews

Process Employee Performance Reviews
Process Performance Reviews Due Soon
Delete Unprocessed Performance Reviews
List Employees without Performance Reviews
View All Processed Performance Reviews

e [Leave Request

©)

o O O O

Create New Request
My Request(s) In Process
My Processed Request(s)
Set Leave Starting & Ending Time Preferences
Supervisor Functions
* View/Approve/Reject Request(s)
= View All Staff Request(s)
e View All Unprocessed Leave Request(s) for Staff
e View All Approved & Exported Leave Request(s) for Supervisor
e View All Cancelled & Rejected Leave Request(s) for Supervisor
= Staff Leave Request Analysis
= Set Default "Forward to Email” address

e Leave Calendars

o

o O O O

o

My leave Calendar

Substitute Coordinator Building Leave Calendar
Employee Building Leave Calendar

Supervisor Staff Leave Calendar

District Building Leave Calendar-4ilow selection of Building

e Leave Calendars -Continued

©)
@)
@)

District Staff Leave Calendar-4ii District Staff in Alphabetical Order
Leave Calendar-By Department Code
Leave Calendar-By pay Group

e Administrative Leave Report(s)

04/24/15
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O

View/Approve/Reject District Request(s)-Shows approved also
View Processed/Exported District Request(s)
View/Print District Request(s)

» View/Print District Unprocessed Request(s)

* View/Print District Approved & Exported Request(s)

= View/Print District Cancelled & Rejected Request(s)
District Staff Leave Request Analysis
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O O O

O

Export Approved District Request(s) for Posting
Export Leave History (View/Revert/Re-Export)
Maintain Leave Approval Blackout Dates

Leave Expense Report

e Substitute Coordinator Leave Report(s)

O
O

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)

e District Administrator

O
O

Configure District Options
Update/Delete District Users

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.

04/24/15

By ¥

- imFeeEs

Emmprgyee Hiorgs

Page 7 of 100



KIOSK FUNCTIONALITY/SETUP

As an administrator, you have the ability to decide what functionality is available for
your district.

. . .. District
1. Click on District Administrator. Administrator

2. Click on Configure District Options.

The functionality in the box will be discussed in the appropriate sections throughout
this document.

A KIGSK Fusctionall Iy (ONIOFF)

Lalect the Check Boxdes) nead to the KIOSK Functiongs)
that are is be aeailabls (o your SEtHct users.

¥ Apnouncement Baard
4| Laave Requests
¥ Leavs Export
4 Leave Apreval AWF
[ Pay Sipa (USFE) ;
¥ Pay Stips (PDF)
¥ Performance Rievinws
¥ Bubciiute Nesded
< USRS Integration
Indradizal Protessional Dessdopment Plan (IPDP)
ITC indeadual Prodessional Develapmant Plan (IPDF)
<1W-2 Wage and Tax Statemanis
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KIOSK ANNOUNCEMENT BOARD

Announcements for staff from administrators will be placed in the Kiosk Announcement
Board.

| KIDEH Functionniity (OMIGFF)

As an administrator you have the ability to decide s —
what is turned on for your district. Sainct She Dheck Barjua] ek 4 e MOOSK Famctis(s)
1. Click on District Administrator. e S
2. Click on Configure District Options. e
3. In the Kiosk Functionality section click 1 tsabial Prsbas sarnnal Evmcgmrant Plan (PT)
Announcement Board. oy
4. Click Apply Changes. ¥ Lagen Aaproval wAF
s nmiEnE daE Eaising © Daisie unss
Once you have activated the functionality you will Sevesl] Loviets v Ayt Sricieg st
need to decide who will be assigned the role of ikiscuiniamvargins OO
Announcement Board Administrator. Once given pizan ey
this role this person will be able to createand = - B
maintain announcements. This role can be assigned SR
to multiple people. st b s s s
e TRE e fEpo s e mnr
1. Click on District Administrator. ;T_l:“w
2. Click on Update/Delete District Users. _,,;’;
s e i
3. Search for the staff person, once you have E.. :"‘m'u__
found that person click on the IRN next to T T b T
their name. e el
syl i pien o9 By
4. Click the check box next to Announcement AR e S

uuuuuuu

Board Administrator.

5. Click Apply Changes.

To Display Announcements
1. Click the (=) symbol to close/open the announcements.

~ HEESH Announcemant Boacd

- B damuunrmiean i Homesl - ]
Payred Lipdate £ | }
: Payrel! Updain £ [
|
Il ]
- e e e e eeram—
IR v S o FE B | TL TR
Wark Flows :
To Add Announcements : }
1. Click Kiosk District Announcement Board. Kiosk District
Announcement }
] Board
2. Click Add New Announcement. ey = rerm g
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~ District Annosncement Board Maintenance |

[.MH Hew Ammmlunll

Thigie &e vd Al Cunics mems o 1S or (1710 disich 520,
Humber of Rows Desplayed = -

[ Adkd Hew Announcement f

3. Click on the calendar to add an activation date.

R MRl | Dalele ek Ameaea el

4. Click on the calendar to add iy 0
an expiration date. e T e T e
5. Enter a subject. iy i :
6. Enter your announcement el 3l
message. ““"""@ _ .
7. Click add New
Announcement.
LLEIES .4 = :—1
T —

If you need to update or delete the announcement click on Update.

i laara
=| F_- ? —l: S e Lan peowna iy :H. Crama by -
B | maasa | (s ::;_': ::'-'h'-::_;::' T LMo 00T M DA '.:"::,;‘:;'.L PO GO0 ik e E::T:-:”
LY 11 o
S 1A Fasers Freapleymd
S M o |
. | i | pduie - Babeie K A
You now have the option to make changes. A T — S i —
Click update to accept your changes or g
delete to remove the announcement. Tt :
o Ty
L =
Crmideedi By FWPOLL G ESTT I OH T Cimilid Dl §. Tl JNIOCTT 1000 0N AN
Lined iy By PAPPR L AT 612 LB i el Do B i (044 450 o
Tamrl || L wd || ekt
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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

Bpddls Bamr Boada] | Sebeis U

placed there by administrators. You can click on these | e e e
links at any time to go to that website. ———

You will need to decide who will be assigned the role of L e———
District Link Administrator. This role can be assigned to A ot

e med B ] S0 sl

multiple people. Once given this role this person will be | e
able to create and maintain links.

1. Click on District Administrator.
2. Click on Update/Delete District Users.

3. Search for the staff person, once you have found
that person click on the IRN next to their name.

4. Click the check box next to District Link
Administrator.

5. Click Apply Changes.

e T

. Wk B EE RiEEE ~|||Illl- (AT T ".:\hl'l-!
If you would like to add links for employees &
- - - - L ; [
click on the link icon on the horizontal bar. Kiosk Documentation ™9
5
O v o . _ A
i uh-._h‘*rl- FY - l’
S METET CERlam LiekE o — !'1 .;? .
I | anced .Tgﬂnll sohictad Lisk(c] "3£'h- Cheamgess | |
L1 nesmtn T fgian | s Carwiam | i Descrigson
LY i iR S 8 B RBOCE FRORE DA DI Konrd 0 TRV £
= ooy A
| [ Updars mqn.n.-uru-r_ﬂ I?j|mum:

Once you click on the link icon you can:

1. Delete a link that has already been added by clicking on the check box next to
the link and clicking Delete Selected Link(s).

2. You can make changes to a link by modifying the URL or description and then
click on Apply Changes.

3. You can add another link by clicking on the Add Row and typing in the URL and
Description. You will need to click on Apply Changes to add the new row.

4. You can change the order of your links by clicking the up and down arrows and
then clicking on Update Display Order.
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| PROFILE

The profile page gives the user the
personal information drawn from

USPS (Uniform School Payroll

System).
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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 HR Admin and they will manually update the payroll system.

{ Employes Profile |

Employes I CRADDII00

Hyme:

AP A EMIE
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As an administrator you have the ability to decide what profile information is displayed
for your staff. Keep in mind if the information has been entered into USPS then
turning on the fields below will allow the employee to see the information that has

been entered. Disind
Administratar

1. Click on District Administrator.
2. Click on Configure District Options.

In the Employee Profile Sections you can check the boxes you want to display. The
sections you can display are

e Contract 4 Employee Profile Sections {(O4OFF) —-o
e Education | Apply Changes |

° Emplqyee Dates Sabect the Check Baxies) next io the Employes Profile

. EXperlence Section(s) thal are o be availabile to your district osers.
e Other

| Conkadt Infarmation
EducaligndQualiicabons i

If changes are made to this box make sure Empleres Dates
you click on Apply Changes. Ernpiayes Dates - Ofved
Exparance

If you click on Other information to display ¢ Omer infarmaticn
it, gender, ethnicity, marital status and | Apply Changes |

spouse’s name will be displayed.

POSITION DETAILS
This is a brief view of your e

contract information. R

If you have multiple positions
you can select that position
from under the Current
Positions section and the
contract information for that . o P S
position will display below. j ket

f FoHnes faislin

s

TR

')
H“"-""‘"""h. o, SN e, g ey, =

i, j— rf--—p.f',n.._;-_n'a-—_-_'...-_'f-j_r

As an administrator you have the ability to decide what position information is
displayed for your staff. Keep in mind if the information has been entered into USPS
then turning on the fields below will allow the employee to see the information that has
been entered.

Disind
Adminisirator

1. Click on District Administrator.

2. Click on Configure District Options.
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By checking the boxes, you can decide what will
be displayed. If changes are made to this box
make sure you click on Apply Changes.

You can also determine what jobs are displayed in
the Position information. The statuses displayed
are statuses that can be used within USPS.

{ Job Status{es) to Include for Display |

iﬁpnhr channe'si

Select the Check Boxfes) next to the Job Statuafes)
that are to be available for display to your district users.

| Active
Z! Inactive
Terminated

I Apply EhnngE5J

+ Posftion Detalls |OHIOFF)

Selocl the Check Bosies) neaf to the Posiion Dedsila
ihai & o bl avaslabds 1o your Sismic) e,

Fosfian Code

Posfon Type

Foafan Slan Dalo

Jab Hals

Euitding IR

Building Mame

Buikdng Code
Depariment Code
Conid Amdunl
Dty Do Hpdasy

Dady O Hoory Fads
Hows In Wiork Oay

Pay Pei Pefad

Ridrg Hours

iark Days in Conrad
Casandar Searn D
Balary Schadule S
Salaiy Schadule Celumn
Ehgpbile for Sick Laase
Eligele far Farsonal Lase
Eligible for Vacabon Lo
Ehghbie for Compensory Tima
Apgninimend Trps
Eupaniso 10

a2 . e

xth_ﬁ.uth}.:&l\.ttt

If changes are made to this box make sure you click on Apply Changes.

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 current

{ KIOSK Functionality {OWIOFF)
| Bpply Changes |

Ihal ars fa Be weadnils 53 paur dinined s

< Ao ment Baard

and next evaluation date has been entered into USPS. ¥iLpaer Avansts

Once dates are updated in USPS the only way the
performance dates get updated in Kiosk is if the
employee logs in to refresh the dates.

oL scgan apagn

| LEdes Apprval SRF
o Py Glkps (USPS)

¥ | Pay Sips (PO

&' Padaimancd Hevssi
4 Sibes it Misa i

As an administrator you have the ability to decide what # Litat g akin

is turned on for your district.
1. Click on District Administrator.

2. Click on Configure District Options.

Irizlysduial Professional Development Pran JPDE

#11.2 Wapa arvi Tas Blalamanis
| Apply Changey |

Siert Wi CIee R Eaan) Feesl 1o el B0 S8 FuscBon| s

{8 = L P D)

3. In the Kiosk Functionality section click Performance Review.

4. Click Apply Changes.

04/24/15
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Once you have made the Performance Review available for your staff you will have a
new link on the left side of Kiosk. Pedarmance

Retaws

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 Next Docisments

_ Evalustion Date  Bvalution Date  Antached
UEEW 101 31 804 - 1
1-1

.| Pll'fﬂll!lﬂtl H.I"l'l'-'.ﬂ |!'I_'ﬂ::

Employes Name Evalination Date  Mext Bvalustion Date
SANDRA 3 BULLOCK | 1003 8960

-~ Associated Performance Haview Filas -

il bd Filetsarm Description Created By Cieated Datetine &
Sandra
G | Bullock Parfisrmance 1 NDEZ009 D418
Aol 2008 Review F00G FROSKDEMOEMCDECHN ORG P

et e 0K

Process Employee Performance Reviews

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

A Process Em ﬂE]'ll Peiformance Reviows

1«2
Curneni. Docwmels (]
Harw Evakmbion Duis Cunrenl Eraluston Atisched  Evalustion Dute Mot Evnlgation
Pcess Ridas | Babe O RUTH 07042003 Processad 1 : Db in dayps
Pioress Redgw  WCKEL STIMA | I0A7Q005 | 1506 diyo nast dus a E Dus in days
1-2

Humiber of Hows Displaged & )
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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.

. PRITGAIERZ R A AT -

.?ln._r\.jul.‘

e L D wrewds
I SOFH L ETRE. NP
fim] 15 e LHERL--F1
. Aanaciaiad Duitarmancs Sasiam Fiins y
| Moty bs sy | b |
[ ] Fr=
s waonpnas

it it AHach thes b

Rl M b b i T e S e Hem

Once you have uploaded the file you will then see the file and have the ability to delete

it if you need to. < Assecinted Performance Review files |
Filg Bioerm [ Brewms_|
Filer Dasenpion
| Upload and Attack the Fils |
ﬁ i b Filsaiive: Duagefipaom Gt By Csited Diluhmie &
F-'I geaningg | 080174 _oes_manuul_nooo: . Ef_"‘u“w 3:3‘;&?""_’%'- . LE,'“T".H bz
1-1

| Delete Selected Rows |

View All Processed Performance Reviews

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

review.
gl e glid. e —
- VIEEFIRET] LA | FSOEES HETE  LYVILNTTT LNE
Byl fals Aeches B D RTH | OfSvEREd

ATKE L ST | fewDalyyy | TTR00S

Babe DR i Gl | 70 Films

P

- -

ek Menmes  Dewsiptes Ciwsiedilly Crswis] Sxigiam &

el Lt I LU e e ot il
CORPION] | vy F | onnia KER I Fill

11
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Delete Unprocessed Performance Reviews

You can delete all unprocessed Performance.

1. Select the employee reviews you want to delete by clicking on the checkbox
next to the employee’s id.

2. Click on the Delete Unprocessed Performance Review(s) button.

~ Delete Unprocessed Performance Reviews |

[Mmum Performance Review!s) ]
i-8
|| Emploves ) FirsiHames o Lost as Llge Hais Lot Evalusfion Date  Hest Evalintion Date
| ABLOOOIDO | MaroaES | Princpal | espr@incoce k1Zohus 04081997 [l
HEDOUD0 | Grace T Pl PATOEENCDCE K1ZQH LS DEDANEe reatt]
MO0 150 Benney HE Esmelary | HSEECENCOCCKIZOH LB | 09vdinoss {ruufl]
! [miwr s e ] ! SamEsing ES ! STy ! ESERGETIDOCC K L2 o as TiZ iriesT 1t
. FHIDOG 00 . Hammer E3 . Taacher . eglpach2@ncocc il 2 on I.I-'IS- TWZZ011 Haazen
. FIEDR0DI00n fprace T Fapredl . PEreREEHCROC KIZ QlWa Lk Bl e TR0
GCRADGOLDG @ EmilyES Teacher esieach t@incoce £12 oh.us oTAaR0 praR02
. LB = teal i el . gy . Tisasuwar . !=!!-_-!e-.iél!‘i.":f_'":f2.ﬂ.1?l'_"!-! L2 Dovareaad {paill)
' 1-8
Numbesi of Rows Disolaved 20 -
| pelete Ungrocessed Performance Review(s) |

List Employees Without Performance Reviews

- Employass with ac Perisrmance Reviews —

You can see a list of all employees that

currently do not have a performance review. o rniia) 1- 00120 = LR
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PAYSLIP

If your district is using the functionality of Pay Slips you give your staff the ability to
view their pay slips.

As an administrator, you have the ability to decide what is turned on for your district.

1.

Click on District Administrator.

. Click on Configure District Options.

. In the Kiosk Functionality section click Pay

Slips.

. Click Apply Changes.

S KIOSE Funclicmality (ONIGFF)

| Apply Chianges

Sabaci the Chiech Box(es] nakt fo s K SK Function]s]
that @ne &0 e Fwailable 1o your $strict users.

< Ennouncemsad Board

¢ Lphve Regquesins

¢ Leawe Expodl

¢ Leave Approval AVWF

= Fray Sk (UISFE)

¢ Pay Shps (POF)

« Farumanoe Revaws

. Butsiiute Hogced

< LISATS inisgratan
Insdeddiusal Professional Developmmant Flan fPDOF)
TS Indidual Profeasional Development Flan (PO

< Wi-2 \Wage and Ta: Slalaments.

: Apply Changes |

Beginning in December, 2010 staff now have 2 options for viewing pay slips. The View
USPS Pay Slip allows the user to view past pay slips but no year-to-date totals will be
included. If you select View/Print Pay Slip (PDF) you will still see the same format for

the pay slip but year-to-date totals will be
included and the file is a PDF format.

| Payslip

04/24/15
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View USPS Pay Slip

When you click on View USPS Pay Slip a screen will display with a 3 month date range.
If you click Load Payslips you will get the pay slips that fall within that 3 month date

range.

You can click on the
Starting Date to
change the date to a
previous date to see
past pay slips. If you
do change the date
you need to click Load
Payslips to see the pay
slips for the date range
you selected.

~ Load Payslips Tor Date Aange

Haning Dae o500

_Jm AT

Load Payships

papaiip semmary

Wumber of Rows Displayed & = -

The number of payslips that are displayed can be changed by selecting the drop down
arrow and setting the display to another nhumber.

You will then be presented with a list of pay slips that you can choose from. You
quickly see the payment date, check number, gross, net, direct deposit, sick, vacation
and personal leaved used and balances.

To view a pay slip
click View.

The data may be
exported to a .csv
file (spreadsheet),
not requiring you to
contact payroll to
get this information.
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View/Print Pay Slip (PDF)

When you click on View/Print Pay Slip (PDF) a screen will display to give you the option
to print your pay slip or download and save your pay slip. The PDF file will contain
year-to-date totals.

A List of Avaitabie Paysiips |
1=79
iew antior Prsl Paysip wﬂr PayDate  Check Humber

20 | SHecE0

-1
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VIEW/PRINT W-2

If your district is using the functionality of W-2 Wage and Tax Statements you give
your staff the ability to their W2s.

As an administrator, you have the ability to decide what is turned on for your district.

1. Click on District Administrator. 1 ROEK Funeliowality (DMOFF) ———

| Apmly Changes |

Ssfect the Check Bowjes) rext to tha KIOER Funcloeds)
2. Click on Configure District Options. Thast arw 40 - sunlathe 1 TN SENICT vy

¢ dnnmmcpman Bnaerd
! Loave Requosis
o
3. In the Kiosk Functionality section click W-2 o t::fnﬁmw
Wage and Tax Statements. 4 pay Stips pLSPE) f
¥! Py Silps (POF)
¥ Perisrmance Reviews
4] Britriifhile Feedsd
4. Click Apply Changes. # e wbe graban
| Indaddugl Frofassional Dewlopment Plan [IPOP)
TS Indeddual Prodessiona Devstoprnsn Plas (1PDE)
1 Wz Wage s Tax Stalemants

Apply Changos

When you click on View/Print W-2 you will see tax years that are

- ; : ; . I e vandlitee” -,
available for your W2 information and they can be viewed or printed.

| iewPrntw-2 'f

Employes ¥ ————

'-.,'.. Emplayee Hissk -"'\ fynr Links ‘».,x Ppp *\\ Schaduler "1\_

Empiovan oo
Coameiae || [ isi af Avaliabie W-2 Wage and Tax Stataments
Pl
Poafton Deats 1%l
T — Wit andios Prani W2 Dosmisad & Sme W2 TocYear  Conirel Bumsbor
Rawray L # 2

Pupip 11
PR -2
L fiwtances
Laas Regques]

B e

Conrdnsir Lsdvs
Fapida

Wiy luidiniy Legve
Caléridiele)

Chanas Passaed |
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When you click on View and/or Print for a specific W2 your W2 will display on the
screen as a PDF.

Y L -l_ﬂﬂ-m
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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 |

Accrual O™
Parsonal Leaes s | Craily
Sick Laave ' 1.25 | Daily
Vacabon Leawe | 000 | Daily

MOTMCE: Deariilrted L B8N mias

.00
12.75

Accum
Kax Hﬂ Beance
300 @ 300

200,00 B
0.00 3 1

nl Pt

0.00
1-3

cartes aciely ded fo detayod posing

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,
personal, vacation, etc.), Job
Number, Transaction Type
(Either Absence or
Accumulation), and
Start/End Date. Once you
have selected how you want
the information filtered you
must press the Go icon to
initiate your filter.

Each column that is
underlined gives you the
ability to sort the
information based on that
column. To sort on Activity
Date so that the most recent
dates are at the top click on
the Activity Date.

04/24/15

Filter Detail Leave Activily .

Category Jobho TransTypa

A B o B an 5 Start Diste w1l
End Date = &
- Detail Leara Activity
Rumbser of Rows isplayed 100 00
R R TIET S
Ho & Typsr Doy
Abgance
Sick &} Aociaml alicn 1.2 | Dafly | 020172004
Bk 1] Al alian 1.25 | Dally | 01012004
Sick o Apcimalafon 1.25 | Dhally T20LE003
ik ] Accumalalicn 125 | Daly | 11092003
Bk 8] Adciamyul 3dan 1.25 | Dhady TVOZ003
Sick &) ATl ahon 1.25 | Daly | 080003
Bick u] ooyl alicn 1.2% | Daily | 0802003
Persanal o ACCarrul alian 3 | Daly | O7TAOU2003
Sick [v] ACcumailaion 4 | Daly | 070UE03
Exgiont chetail activity bo C5W
1-9
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LEAVE REQUEST

If your district is using the functionality of Leave Request, you give your staff the
ability to create and view leave requests.

As an administrator, you have the ability to decide what is turned on for your district.

1. Click on District Administrator. < KIOSH Fusctionality [OR/OFF) |

| Apply Chamges |

Selnct thie Check HBoules] next o e BHOSE Fanchon(s)
Ihat are 16 be ovislabe 1o pour disiicl obers,

2. Click on Configure District Options.

3. In the Kiosk Functionality section click 7 Snesemaricuenid Goard
Leave Requests. ¥ Leave Requesis
| Leas Expar

¥ Leans Apgroval AWF
| Py Blips {LSPR) -
< Pag Shps (PDF)

¢ Perfarmance Redsws

Configuring Leave Requests -: :u:.:u.u Faaded
¥ LISAS imbagrakon

Inghadual Professional Devalopmeent Plan (FDE3

4. Click Apply Changes.

You have the ability to configure how your ITE Indnackuat Professional Developmant Plan (FDF)
district will utilize the leave request functionality 4| W-2 Wape and Tas Statemants
of the Kiosk. LABDYy Chisnges |

The sections below are all configured under the District Administrator > Configure
District Options.

e Leave Time Increments

You can decide what increments your staff will be allowed to request leave in. You can
customize this differently whether your staff can submit request in hourly or daily
rates.

A Leave Time incremanis

When you click on the drop down next to

hourly you will see you can select %2 hour, 2 [ Apply Changes |

hour, or 1 Hour. By selecting 4 hour your Limit Hourly Requests 1o the Mearest: | 112 Howr |-
staff would be able to create a request and put Limit Disily Requests 1o the Nearest: | No Restricions
in .25, .5, or .75. If you select > hour, you T Hale

staff would only be able to enter .5. If you

1 Hipar

select 1 hour your staff would only be able to
enter whole numbers like 1, 2 or 3 depending on the number of hours they request.
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When you click on the drop down next to
daily, you will see you can select 4 day, 2
day, or 1 day. By selecting Y4 day your
staff would be able to create a request and
put in .25, .5, or .75. If you select 2 day,
you staff would only be able to enter .5. If
you select 1 day your staff would only be
able to enter whole numbers like 1, 2 or 3
depending on the number of days they are

- Leave Time Increaments

| Apply Changes |

Limit Hourty Requests o the Bearsal
Limit Dasty Requests to the Mearest: | o Aestrcsons | = |

| Apply Changes | :

1 Heir -

1MDwy
112 Diay l}“

1 Dy

requesting.

If you select any restrictions at all when your staff creates a request they will be given
a drop down menu to select the appropriate increments. If you select No Restrictions
then a box displays when entering a request so staff can freely enter any amount for

the leave request.

¢ Leave Types

1. You can determine what leave types will be displayed for your staff when they

create a request.

By putting a check in the
box next to the leave
type your staff will see
that leave type as an
option when creating a
request.

2. You can require a reason
be entered by your staff
when they create a leave
request by putting a
check in the box under
the Reason Required
column for that specific
leave type.

3. On the leave request
there is a box that staff
can check called
Substitute Needed when
they need a sub for the
leave request they are
creating. If you know
for a specific leave type

| Leave Tepea (ONHIOFF]

Cebrl T Cliack B | neal 15 e Lamse Typedsl
et are 0 be seadabie 1o your Ssinct usess,

Sefecl Chech Box|es] under “Resson Regquired T
if 8 REASOH i regeined whan requesting fis
Laawe Tpe

Sefoct Check Bowjes] under “Dedeat Sutstine Heoded 7"
It SUASTITUTE MFEDED 8 00 e selectod Dy dalaul wien
FaruEsnng Mis Lades Typa

Select Check Box|es) ender “Captare Eapoersa?”
o L Tiad s Tl Meriirg: 05 0C iatid @ o Sog
0 D CApTUred When regeEsing this Lesse Typs,

Dazlaus Hiztpuire
Resson  Subsilets Caphire DebCaolegoy  Dssios  Cancailason
Raguined? Heedied? Expensal Reguiad? Meckoul Dale? Reason?

At dul abd i
| ingrei Toppess
Cotmity
o | Companaakeny Tima
| Dinck
Hedday
o Jury Gty
Himry
o Ol
#| Paraona Leave ¢ ’ L
< Prefessinn o
< Eick Leave
UinEnown
| Vacalon Leaws

| Agply Changes |

you always need a substitute, you can check the box next to the leave type in
the Default Substitute Needed box so that the box will already be checked when
your staff create a request for this specific leave type.

04/24/15
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4. If you know for a specific leave type that your staff will have expenses to be
reimbursed, you can check the box next to the leave type in the Capture
Expenses box so that when your staff creates a request for that specific leave
they will see an additional window where they can enter estimated expenses.
Customizing what expenses are captured is discussed below.

5. If you require that your staff select a sub category for a specific leave type you
can check the box next to the leave type in the Sub Category Required box so
that when your staff creates a request for that specific leave they will see an
additional window where they can select a sub category. (Creating a Sub
Category will be discussed below)

6. If you do not want any requests to go through for blackout dates you can select
Disallow Blackout Dates on the District Configuration under Leave Types. When
an employee creates a request on a blackout date, they will not be able to
submit the request. They will receive an error message.

7. If you want staff to enter a reason when cancelling a leave request, you can
select a reason be entered when cancelling a leave request for a specific leave
type. If you have the box checked and they do not enter a reason they will
receive and error message.

¢ Leave Sub Category Maintenance

1. You can determine if a leave
type needs a sub category. A
sub category is an additional

Leass Bk Carsgory Huamenance

& annidl Bl | e bEie sl @ora LT

o A ] Bugwin
breakdown for a leave type. For Hsalig i e e p i Lawve Sywe WS eem

example you may not want EPE
employees to just enter Personal ot
Leave on a request, you may S b
require that they select from 1)
specific types of personal leave ol
like personal business or family -
emergency. P iy

2. To add sub categories click :
Insert Row. L ne

3. Enter a two-character code for Cohii
the Leave Sub Category column. Fi | Tewoe S L |
These two characters can be
anything you want to assign.

4. Enter the description for the .
category. We recommend that ™ S
you keep it as short as you can p———
since it will be displaying on the
screen. et Ay
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Select the status of Active or Inactive.

Click Save Changes.

Select which Leave Types will be associated with this Sub Category.

Select Yes or No if the reason is required when selecting this Sub Category.

You can delete sub categories by putting a check in the box next to the sub
category and clicking Delete Selected Rows.

e Customizing Leave Expenses

You can decide what expense information you want your staff to complete when
creating a leave request.

04/24/15

1.

Putting a check in the Event Location
Area box will prompt the staff person
for an address of the event.

. Putting a check in the Vendor

Location Area box will prompt the
staff person for an address of the
vendor. This may be necessary for
purchase orders that need to be
created for the event.

. Putting a check in the Purpose of

Leave/Leave Description Area box
will prompt the staff person for a
description of the event.

Putting a check in the Estimated

trnnineai bnawe Beimin lmreun

1§ ac poasiem sk e (B

- T

Costs Area box allow the staff person to enter estimated expenses for the

leave request.

. Putting a check in the Budget Account

Code Area (Everyone) box will allow
the staff person to enter a budget
account code for the event.

Putting a check in the Budget Account
Code Area (Approvers Only) box will
allow the supervisors and leave
administrators to enter a budget
account code for the event.

. You can enter a mileage rate for

certified and classified staff. Entering a
mileage rate in certified will apply to

+ Leave Expense Sécltions (ONIOFF)

Apply Changes |

Satact M Chacl Roabes) maxt 1o e Aresss ) thal you
wpodgi] Mlie B0 have desplayesd and capéured when
USETS Cfeali @ request My Leayve Thal caplures
Expense Detsl g “Professional Leave”

+| Bvem Location Araa
ancer Lioscabion brea
! Purpoae of Leassedloave Desoipion Ama
4| Extrnated Cioals Area
Budgel Aol Code areaisHEF Code Evervoes)
+| Budgel fcont Coda AraafiREF Co0R (s )

Claasihed Miaage Rate
10 [

Apoly Changes |

Mileage Rats
D400

staff with an appointment type of certified and the classified rate will
apply to staff with an appointment type of classified.
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e Absence Warning Threshold

You can decide the maximum percentage of district certified staff that can be
out on a specific date. Once that threshold has been met, the staff will receive a
message that states the threshold has been met when a leave request is
Created.

~ Absence Warning Threshold ——
| Apply Changes |
Warm users whisn a signilicant portion
of the stall has Called off for the selecled ieave dates:
10% of Stalf | = |
| My 5]
10 of Saaff
= 20% of Staff
3% of Seadl
40% of Szalf
50% of Stafl
6% of Sinff
T0% of Sealff
BO% of Saall
1 B0% of Staff

1 adrod e scouiied
® Absance Threshold Exceqion.

S ABweRce Warning TEieshoid
Total atsences dsid-wide excaad 10% for 3 spaalic day in pour request

Pagtes |-"‘i’r"!!i'.'-'.l""".l'J'J'!J'.'..’!'J".'.'!':."!!'l'l"'.ﬂi

asgenca Ehreshuid Eacapbizn | i No

In some instances the leave request will need to be granted so the employee
can click Yes that they want the request submitted for approval. Once doing
that the request will follow the work flow.

04/24/15 Page 28 of 100



Create New Leave Request.

1.

2.

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

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

. 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.

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.

. Start and End Date are both

Haw Leaye Aegoant
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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.

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.
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6. 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.

7. Enter amount of time you are 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 a  /j5iay 1o Attach |

document to your leave

request. You may need to Click bullen Dedow bo el ez ) o be altached 16 tis Lease Request

attach a doctor’s excuse, an
agenda or registration form for

72

a meeting. Click on Select
File(s) to attach.

13. Click browse to find the attachment that is located on your PC.

14. Once you have located Select Fileish to Attach
the file click open. FRERT LS
15.Type in a description m.n......;.
for your file and click r——
Select File(s). N —

)

le=cnphon
Ne=s rpaon
Me=r npaon
U=t iipdion
(54| sotecs rite s} || canced |

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

04/24/15
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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.

. You can enter the vendor for

the event in case a purchase
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,

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

- Pimiesnsional leave Duisils | CTep

Evant Locaton (Address) |1 Vendor Loeation [Address) [ 2
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instance, the fund code could be added.)

. Once you have submitted the

Finlmamimml Ledwer Beypaesl Fors

request for professional leave you o p—ibim

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.

Basrr oy

---------------

.....
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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.
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| Leave Aeguesi information |

Data  EnaTima | Total Luava Sl

12UTI00 | 07I0AM | 122008 | U3O00PW | &

Verify Leave Detail and Click ACCEPT LEAVE DETAILS button fo ADD the el

I

1 1 a

| okt Lsave Details || Cancel |

If the date you are entering in your leave request is duplicated in another request you
will receive a warning message.

e i
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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.

< Leave Reqaesiin) in Progess

{1
‘Wi

i) Liien s Saabamlti
Uptale  Apgroreal iacietos | Mamuostes | Sene LU AasUactat Dete Tart Date Lrud G
Caohits  Wamis a1} Charrssninry Mnccias | Sl L :E’f'”‘hl.ﬂ kb BEEGE T EEIAMR | GUETEEH T AR | DAETERE T G40

Lpranf b LAY

liomaer of Bows (Enpiarped 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).

Cancel the Request.

Make Comments.

Add Attachment.

Update Request. As long as the first approver has not taken action on your

i s WwN

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.
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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.
- Lanve Requenting in Process |
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When you click on the IEJ 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
e Start/End Date

o Leave Type

e 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 1 Endin

— -

Leave Type A » Status Al - £

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

In the Approved and Exported Leave Requests section
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L
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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.

o |
When you click on the —i} 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.
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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.
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Click Submit to create the cancellation o
request and send it through the approval
process. e Bt
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Cancelled Requests

As an administrator 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:

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.

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.

4. Make all adjustments directly in ATDSCN after the leaves have been exported from
the Kiosk and imported into ATDSCN. In this case, employees would not cancel any
requests nor would they create any reversal requests.

Looking at leave calendars will help you see who has created leave requests on days

that ended up being snow days. Let me know if you have any questions regarding
these options.

Set Leave Starting & Ending Time Preference

YOU can enter a Starting and ~ Sar Default "Start Time"™ and "End Tima" for Leave Requasts .
ending time preference so that

when you go to create a leave select Slarbma e 01 (5 00 £ am

request the starting and ending

time that you have set as a Sstect Endion Time | 01 §4° 00 £ AM

preference will be

automatically entered into the Set DEFAULT Starting & Ending Time Preferences

leave request when creating a

new request. 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)
O View All Staff Requests
O Staff Leave Requests Analysis
O Set Default Forward to Email

Sapsrazey Funcers L 2eccrs k

Apprrds I-;-Ir:ld L

View/Approve/Reject Request(s)

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.
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If you want to approve the request without seeing the details you can click on the
check box.

\| Approve Sefected Leave Request(s) |

Once you have selected the
requests to approve you can

. Eqbpal Wiesw H
subsbiuts i
click on the Approve Selected - | Appreval | Status Name
Leave Request(s) to approve Status m——
requests in mass. - .- Flow Hammer | o ent
Lo | Detais ul initimied s EZ i
Laved T Teacher ik
You cannot mass approve [how | e 1T,
! : . pi ity BITIEM
Cancelled and Docked O | Dtads E3) |.T:|Ie:: Yes Teacher  SchaolT
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requgsts you must click on ik, Ny
Details. .
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To see the details of a specific

- = ~ Loave Requesiis] Wailisg Approval =
request click on the details link. -1
.Appmn 5|:Ir.-|:rcd Leave H.n-qun-:._'!:lg_i:l o
View {
Seben
#n fpproal SEARs Subsimein  Lasd  ECE
Simbes Mesded  Dlams um"'
Calais ﬂ—u . “:.w.:".mm Tas Teacher Er--n."‘Ill
oatats | (B oo e | wen | Temetme Emlr‘{
E E ;
s | Fl?l:‘-'!l‘:ﬂ.ﬂl:ﬁl Ha Teachisi | Emily I

| PN T o —

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.

. 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.

Ar E
2. If you have the Sub Coordinator Resaon -
or Sub Coordinator by Building
role you have the ability to enter Starf Gt S/ VEIUTY Shart Perme: 1730 40
substitute information for the b e
leave request. To enter the  Dugtag: ey
information check the Substitute
Needed box.
Conmmeny;
3. Enter the first name of the [} L
substitute.
4. Enter the last name of the RIS, o
substitute. it
T |
5. Enter any comments related to '
the substitute. S o e EY
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 :'a_'lmﬁm?
clicking on the Approve button. e o sy ey s
. P i
8. You can reject the request by .ﬂe{'_zt@_l.vsmwm_w:_lia'_'_amwmmm%
clicking on the Reject button.
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.

When the supervisor clicks on details, a red warning
message will display letting the supervisor know that
approving the request will take the balance in the

negative.

View All Staff Request(s)
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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.
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Staff Leave Request Analysis

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.
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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.
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Filter

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

N i
Golymn Ty
Emploryes 0 e | =
Mo data fousd
| Dowmicind and Save ba CSV ille |

Eguwyamm

__________

you then will be prompted to select an operator like =, >, <, etc...

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.

04/24/15

To remove a filter you can click
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Sort will allow you to take the display Rl L A 1
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Control Break
Control Break will allow you to .,
. . © Lol Heaak
take the display that you see in g e +
the employee leave analysis ;Lo v & Eraims B} .4
. . 7 - Balact Cobarrs - Ol Erakma 3

section and create breaks in the e oy !
data. For example if you do a 4 smsiCowes [ s 5 -
control break on leave type, each . m— ; e - F 4
leave will have a heading and all T—tar=]
requests for the leave type will T
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
the specific data. You can select the
background and text color and
whether or not you want a row or cell
highlighted. For example if you want
to highlight all the sick leave you
would select the column of sick leave
and use the operator of = and the
expression of sick leave. All the sick
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leave would be highlighted with the colors you chose.
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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.
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Chart

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.
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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.

.fg} Flashback

A fiashback query sllows you to view the data a5 it exisied al a prewous point in fime
Ag of| minutes ago.

[ Cancel | | 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. E Save Report

Mame Bullock Sick Leave

Descripbion

Cancl || [#wr)

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

i
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Reset

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

This feature will display substitutes needed and scheduled for your building or district
depending on the role you have assigned in Kiosk. As an administrator you have the

ability to decide what is turned on for your district.

1.

2.

Click on District Administrator.

Click on Configure District Options.

Substitute Needed.

. Click Apply Changes.

. You can also decide if you want

the Substitute Needed box
checked automatically for
classified or certified staff. If you
check the box next to classified or
certificated, Kiosk will look at the
appointment type for the staff
person and automatically check
the substitute needed box on a
leave request. The staff person
will not be able to uncheck the
box.
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f:l.;pp.hl Cha nges |

Sgdect the Check Bonjes) under "Detault Substitute Needed?™
it SUBSTITUTE REEDED is to be selected by defaull whean
requesiing Leave for a Position with this Appomntment Type.

Detault
Substitute
Resded?

Clag i
Camificaied

| Apply Changes |

Once you have activated the functionality you will need to decide who will be assigned
the roles that relate to the Substitute Coordinator functionality. This role can be
assigned to multiple people.

1.

Click on District Administrator.
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2. Click on Update/Delete District Users.

3. Search for the staff person, once you
have found that person click on the
IRN next to their name.

4. Click the check box next to the
appropriate role.

e Substitute Coordinator will allow

the staff person to see requests and

schedule substitutes for the entire
district.

e Substitute Coordinator — View Only

will allow the staff person to only
view substitute requests for the
entire district.

e Substitute Coordinator by Building
will allow the staff person to see
requests and schedule substitutes
for the building irn they are
assigned to in USPS.

e Substitute Coordinator by Building
- View Only will allow the staff
person to see requests for

substitutes for the building irn they

are assigned to in USPS.
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e Substitute Coordinator by Department Code will allow the staff person to

filter requests for substitutes based on the department code that is used

within USPS.

e Substitute Coordinator by Pay Group will allow the staff person to filter

requests for substitutes based on the pay group that is used within USPS.

5. Click Apply Changes.

Viewing Substitute Requests

To view requests that have the Substitute Needed box checked.

1. Click on Substitute Coordinator Leave
Reports.

2. Coordinate Substitute(s) Needed.
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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.
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1. To schedule a substitute click on Details. . T

2. Click on the checkbox next to Substitute T g
SChedL”ed. i-_-i;_ild--ﬁ-n-n_n
3. Enter the substitute information. W
ol e O G T 1
The information typed in will be displayed for the el S ssisiins
employee and supervisor. Anytime the substitute

information is updated the employee will receive
and email notification.
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04/24/15 Page 49 of 100



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 ]

| District Leave Requests requiring :}
i T o, TR = .ﬂ"“-""""ur ilhiag i g

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

The third section, District Leave Requests with a Substitute Scheduled will display any
leave requests where B M

the substitute has — e @ |
already been scheduled.
The substitute
information that was
entered on the request
will be displayed. To

display the substitutes = e B e A —,
R Al T Ry B TR e T ety P w ik AR
scheduled you will need = RO (SRR, YT | IO — i JDme
to enter a date range Tl f
\ iy BRI VI i L:. ;E..-.'\--\.-c S D Sy il -.II_:' s
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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

| Substiute
i!'_!nurl:linatm Leave
|Raparts

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.

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

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.

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.

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

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

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...
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This feature will display a building calendar with a list of staff that has a leave request
on specific days. The default view for this calendar is to list the leave requests in

based on the start time of each leave
request. If you want them sorted by
name click on the View Building Calendar
-Sorted by Name button.

Roles can be assigned to give staff
different calendar access. Multiple people
can be assigned different roles.

Click on District Administrator.

2. Click on Update/Delete District
Users.

3. Search for the staff person, once
you have found that person click
on the IRN next to their name.

4. Click the check box next to the
appropriate role.

e lLeave Calendar - by Building
will allow the staff person to
see leave requests for the
building irn they are assigned
to.

e Leave Calendar - by
Department Code will allow the
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staff person to view leave requests by selecting one or multiple department

codes.

e Leave Calendar - by District Building will allow the staff person to view leave

requests by selecting one or multiple buildings.

e Leave Calendar - by Pay Group will allow the staff person to view leave

requests by selecting one or multiple pay groups.

e Leave Calendar - for District Staff will allow the staff person to see leave

requests by selecting one or multiple staff.

e Leave Calendar - for Supervisor Staff will allow the supervisor to see leave
for the staff they supervise by selecting one or multiple staff.

5. Click Apply Changes

My Calendar

Each employee will have a link for My
Calendar, so that they can see their
leave requests in a calendar view.

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.
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Leave Calendar by District Building

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.
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Leave Calendar by Department Code
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Will display leave requests based on the department code(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. o
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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 pres——

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

1. Select the staff person you want
view.
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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 m

display leave requests in the
calendar view for a specific date
range.

Leave Calendar by Pay Group
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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

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 i
1. You can filter based on a Fhier Calwnear by Morh Ebewind
specific work flow. e U o
@i Prop o :’
2. Select the work flow you e 14 ! £
want to view. T
3. Click on the > arrow pointing B v S LIy el A
to the right. B et - ¥
e ey |3 .
4. If you want to view a specific i = =
[ Bpwby Suteried Crpbrpen|s} / Work Fosis] b e
staff, select the staff person
you want to view. | Ragersinny BEGIT Lbasn Calansdar | .
5. Click on the > arrow pointing ... sk [ el e e |
to the right. S| Y | opatinag ) ST I g S e |
6. Click Apply Selected
Employee(s) to filter. ' " # I " "
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You also have the option to display the calendar by week or day.
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If you want to print the calendar click on
the Print Calendar button.
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Then click Print Report.
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ADMINISTRATIVE LEAVE REPORTS

As an administrator of the Kiosk for your district you will have the ability to see all
leave requests for your district and be able to analyze those requests. The reports you
have access to are:

Anmendasiraive
Leave Repois

e View/Approve/Reject District Request(s)

e View Processed/Exported District
Request(s)

e View/Print District Request(s)
e District Staff Leave Request Analysis
e Leave Expense Report

-~ Updais Ueer Fplsja]  Osieis Uner
| | i ormacal | | Dt Lhenr | | Apphy Sulscied Rofes | |

e Madd E5 Fribtips
mmrnae e piS ehas
L icriiy Dt (303000

The Leave Administrator role can be assigned to
staff and multiple people can be assigned this role.
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1. Click on District Administrator. Aikaigpe itn

AT kdTET T

2. Click on Update/Delete District Users.
3. Search for the staff person, once you have

found that person click on the IRN next to
their name.

. Click the check box next to the Leave

Administrator.
. Click Apply Changes.
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View/Approve/Reject District Request(s)

The requests in this section will be requests that are awaiting action from a leave
administrator. Requests waiting here could be cancelled requests or requests that
have been escalated by the employee.

You can mass approve these requests by clicking on the check box and then clicking
Approve Selected Leave Requests. You can also click on details and view each
individual request.
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The next section will include district wide request(s) that are somewhere in the
approval process. You can click on details to see the complete request.
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The next section will include approved request(s) waiting to be exported into USPS.
You can click on details to see the complete request.
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All three sections can be filtered by the following:

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

2. You can select an end date for requests by clicking on the calendar icon and
selecting a date.

3. You can search for requests for a specific employee by entering the employee
name.

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...

View Processed/Exported District Request(s)

The requests in this section will be requests that have been completely processed and
could have the status of Approved, Cancelled or Rejected. You can click on details to
see the complete request.

- FilliEef by Dale RRpge

Auamng lais

IH_Jm

[l Lows Tp
i

B

-

5 @

[Frocesssd Leave Raqueaning

e

msal - wes o R
LT _'l.| Cancelsd  ea Tasctsi
LiEksa =1 Casealed il Toedsl Pt
Dxlsia ul Concslad  Yea Tamchat
DEian Al Cancelisd  fea Taschsl
HIT ".'..I Castolesd Yol TdeatPai

B Y a T

Erug
Erfni
E=wic
Fruy

EFut

Foinal o e W

e debecmie  GEEi e
Evun Ea Tawrai g;_:::'.:.:xm i L v :;_13:,
Eviw E3 Taachai E::”I:EI'!I T L -f.:::E
Eorwy En Tamshwr E::ﬂ.}:ml St Lanw _i::
Frmy B Tencrsy E:::‘:’::I.‘l"-ﬂ chag BT E -::.:::f
iy . Ty I_'F.':‘::nll:‘nlll L ';-:J:f:
TV I ST o

:
.
E\F" Ty

#

MO | AW | EImE
§7 (R 371 IO 29 Tkl gl

[atileaky] SR by Lok 'u'.'.|1'\.?'|'\".|

EFatis o) 11 boPu WAL
1T AT | el
27 A 11 Lo atvEee |
RSN 121 1 'L‘:IG\J'{
BT Tawdad 17 bfd Vb

1343391 ARG LT e R |

W D

17 Do ] IRl

TN L R TG

The next section will include request(s) that have been exported to USPS. You can
click on details to see the complete request.
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Both sections can be filtered by the following:

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

selecting a date.

2. You can select an end date for requests by clicking on the calendar icon and

selecting a date.

3. You can 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...

View/Print District Request(s)
You can view and print all district request(s) in this section.

hdminisiratse
Leave Repoits

When you first click on the link the requests will be broken down into the following

sections:

e View/Print District Unprocessed Request(s)

e View/Print Approved & Exported District Request(s)

e View/Print District Cancelled & Rejected Request(s)

View/Print District Unprocessed Request(s)

Unprocessed requests will
include requests that are
somewhere within the
approval process.

1. You can filter the

information based on a

starting date ending
date.

2. You can filter the
information by
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selecting a specific employee id.
3. You can filter by employee name.
4. You can filter the information based on a specific leave type.

5. You can filter the information based on a specific status.
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View/Print Approved & Exported District 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.
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You can filter the information based on a starting.

You can filter the information based on ending date.

You can filter the information by selecting a specific employee id.
You can filter by employee name.

You can filter the information based on a specific leave type.

o wu kW=

You can filter the information based on a specific status.
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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 A Filter by Dais Range -

and then click Go or K (2
put in your own date | SRS gaeons "}..lw = 4
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You can filter the information based on a starting.

You can filter the information based on ending date.

You can filter the information by selecting a specific employee id.
You can filter by employee name.

You can filter the information based on a specific leave type.

S

You can filter the information based on a specific status.

Click the Go icon to initiate the filter.

Once you filter the requests, you have the option to send an email notification to those

employees attached to the filtered requests. You can also export to a .csv file or
printed.
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When you select the print option, you have the ability to sort from the print screen.
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District Staff Leave Request Analysis

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

To see all the requests for a specific employee click on the See All Leave link.
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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.
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You also have the option to run
interactive reports.
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Filter
Filter will allow you to take the display that you see in employee leave analysis section
and narrow your results.

_frum
Under column you choose what o Ciprntar Exprmyann
you want to filter on, such as start Emaicyes 0 | = lae
date, end date, leave type, | Ganet | [ Apair ] |
substitute needed, etc. e et
| Dowmiond and Seve to TSV file |

Based on the column filter you use
you then will be prompted to select an operator like =, >, <, etc...

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. To remove a filter you can click
on the red X.

A Employes Leave Analysis -
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Sort

Sort will allow you to take the display that you see in the employee leave analysis

section and sort your results.
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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
the specific data. You can select the
background and text color and
whether or not you want a row or cell
highlighted. For example if you want
to highlight all the sick leave you
would select the column of sick leave
and use the operator of = and the
expression of sick leave. All the sick
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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.
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Chart

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 Employes Loave I..Il.ij'lll |

| Downdoad and Save to CSV 1R |

i< rows A0 [Go] o,
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| Emneal | | Dosbota- || bpeiy |
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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.

.fg} Flashback

A fiashback query sllows you to view the data a5 it exisied al a prewous point in fime
Ag of| minutes ago.

[ Cancel | | 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. E Save Report

Mame Bullock Sick Leave

Descripbion

Cancl || [#wr)

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

i
| Download and Save to CSV file | _t
- — W e 9 =
. LT I~ R -
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' Loges Troa = "Sick Lega’ =

Employves I Hpme 5 - 9 End Dnte
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B 000010 SANDRAS 4 orme ! -Bus I"“ IDEIEHET  I0HTA0R  (VEATNET M6 Degad - ,
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Reset

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

This report will list each employee and all of their individual requests that have

expenses captured. The first screen will give you a quick summary of the expenses and
a total for that request.
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Clicking on View will display the actual leave request.

You can click on the drop down
arrow and filter the information
even further. For example if you
wanted to see a specific starting
date you would select Start Date
and then enter a value and click

Go.
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Export Approved District Request(s) for Posting
After leave requests have been through the complete approval process the request can
be exported from Kiosk and loaded into USPS.

There are two roles that can be assigned to staff for exporting leave requests. As an
administrator you can assign the roles to staff.

- pdads Uawi Boisjw] | Daiste Usar

1. Click on District Administrator.

s Lrdcs CHaps

2. Click on Update/Delete District Users. et

3. Search for the staff person, once you have o AR PSS s
found that person click on the IRN next to — ' I
their name. e bl

e | Bl kbl
A ke

B s b Tl El e s O

4. Click the check box next to the appropriate
role.
Leave Export Administrator - This is the
person that will export approved leave from
the kiosk into payroll.

# Carm L AT

H e r

=T " e il ey e
¢ O e b

4 Wy e e

4 berEr T
! A ATV ST
T L LT

swy CdeTe e By

e T - e G B

e |Leave Export Administrator with Bt e i ok
Notification -_This is usually the backup o Bt st
person that will export approved leave from S ——
the kiosk into payroll when the Leave Export PR e O

Administrator is unavailable. Receives
notification when there is leave ready to be
exported. - —_ -

5. Click Apply Changes.

Adrminssirative
Leave Reports

To export requests click on Export Approved
District Request(s) for Posting
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If you use any of the filter options you will need to click Go for those filters to take
place. The leave Type of Other will not be exported unless you check the box to

include it for export.

1. The starting date will
be the oldest request
starting date on
requests waiting to
be exported.

. You can select the
ending date for your
export by clicking on
the calendar icon.
You may choose to
change this date to
match your pay
period.

3. You can specify a
specific building for
your leave requests.

. You can export for a
specific employee id.

5. You can export for a
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| Export Selected Leave |
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. You can specify a leave type or export all leave types.
. You can specify a pay group or all pay groups.

8. You can specify an appointment type or all types.

9. Click the boxes next to the leave request to export them or click select all.
10.Click Export Select Items. Dpanirg 1ELTTS8T2 lanve Eeporheon Py,
11. You will be prompted to save the o :::::”":"'

.csv file on your computer. Give the ST

file a name that you can remember e v, B2 s K208

and can easily locate it. Whak shisuld Fisetos s with the et

Shpos il |ubistapesiictont) =

12.Use your FTP software to transfer the e Guw Fin

.csv file from your computer to the Do it gutermaticuly hoi e b this from now on

USPS software. When you FTP the

file make sure you transfer it in =

ASCII format. | J
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13. Once you have the file transferred go into USPS and select USPS_MNT.
14.Select USPIMPORT
15.Select ATTEND

16. Enter the file name of the file you saved. Any errors during the load will be
displayed in the ATTEMD - Import Attendance Data
ATTERR.TXT file. If you sev Laport Tile _
need further assistance frror cutput tile: AT
with this load please What dogs 'Locatlon code' represent?
contact your ITC.

Processing Optlons:
Fost to UFDCAL Current, Future, Mons

Pay account o charge: Certified abject: Classified object:

(R2] Execute F10 Resat

FF Help F11 Bawa/Hecall
F8 Exit
Fa Cancel

Exported Leave History (View/Revert/Re-Export)

Once you have exported leave requests into USPS you have the ability to go and see
those files that were exported and export them Indrinistaie

again. You need to be careful about re-exporting Leave Reporis

files that may have been imported into USPS -

already. USPS will not allow more than one day to " -

be added to any given date. For example if an " »
employee had requested a half day absence that '

half day would be duplicated since both half days

would equal a whole day. If a leave request was

export by mistake, you have the ability to change

that status back to approve by Reverting the

request.
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You can view the export file or click export to save and import the file again into USPS.
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Under Exported Leave History, the Leave Export Administrator will be able to view exported

leave and change the status from exported to approved so that the leave request can be

exported again.
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Logout All District Users from USPS

When processing payroll you may receive an error that files are locked by users.
Employees accessing Kiosk could be one of the causes to the locked files. You can
logout all your district users to complete the payroll process.

Admirestratig
1. To logout users click on O Fapors

Administrative Leave Reports.

2. Click on Export Approved District
Request(s) for Posting.

3. Click on arrow to open window.

[- Logout ALL District Users from USP5 (RPC Session) to release File Lnnk@

4. Click on Logout All District Users from USPS.

| Logout ALL District Users from USPS |

{ Logout ALL District Users from USPS (RPC Session) to release File l:ﬂﬁlig']

04/24/15 Page 77 of 100



Maintain Leave Approval Blackout Dates

If your district has a policy that leave cannot be | Adrministrative

taken before a holiday or 2 weeks before schools {Leam Reporis

ends then Blackout Dates will help maintain those

policies. Your staff will still be able to create a i : :

request for a blackout date but the staff person will ; - . b
receive a message that the request is during a

blackout date and it will require them to click Ok

before the request can be submitted.

When you select maintain leave approval blackout dates if you have entered blackout
dates you will see a quick summary of those blackout dates.

I- _!l_l chonl Daten for Disirici: 870

LCraste;
il Emalded  Facalale  Stard Dale  Epd Dale  Dmployes 1 JSob Bamisy Beikdng B Pay Gioep [ e Ty Digaiiimasd Cods
Thanksgimrg Bieak = Tws Hiu 1R 1EERET1
1=1
If you need to edit a blackout date click on the pencil icon.
To create a new blackout date click on Create.
1. Give your blackout date @ - crasiniEaii iearn Biackout Dais
label. For example you [Camcni| [Crama]
could enter End of Year. o
- ﬂ L ak=i I_U
This would allow you to R
enter a date range for Escate var - 4y
the last two weeks of O S1art pate I
SChOOI. ﬂ'!'l.ﬂl:.l! o -ﬂ
_ Employee © - -15)
2. Select yes if you want the o twrtete © + B
blackout date to be h E— S
enabled. M W 12077 | Siorribeld Elamerary Bcboct — LT
HHES - fachanen Rlemesipny Schopl =
3. Select yes if you want the -
request to be escalated S j 8|
to the leave admin. By - =
selecting no, when the pycroup ° | [0
employee creates the g s
request it will go through IF =
the normal approval LA TIPS | Cormpmmatory Tira oy
process. Selecting yes s

will have the request go
directly to the leave admin for approval.
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Enter a start and end date for you blackout.

Enter a specific job number for this blackout or use the * for all jobs.

can hold the ctrl key down to select multiple buildings.

8. Click on a specific department code for this blackout or use the * for all
departments. You can hold the ctrl key down to select multiple departments.

Enter a specific employee id for this blackout or use the * for all employees.

Click on a specific building for this blackout or use the * for all buildings. You

9. Click on a specific pay group for this blackout or use the * for all pay groups.
You can hold the ctrl key down to select multiple pay groups.

10.Click on a specific leave type for this blackout or use the * for all leave types.
You can hold the ctrl key down to select multiple leave types.

11.Click Create.

When staff enters a request that falls on a blackout date, they will receive a

message where they can continue to submit the request or cancel the request.

& Backoul Dabe Exception.

+ Blackoul Date Hotice
Thes leave reguesi lalls om or includes e fBowing dayis|

& Mgenoeial Day | 0523200032 )
Peas procesd s My reguEs anyaay

et Dale F e pdi L1 Mo

1 arral s eccurteg

If they continue with the request, the supervisor will see that the request is on a
blackout date on the supervisor summary screen.

If you do not want any requests to go
through for blackout dates you can select
Disallow Blackout Dates on the District
Configuration under Leave Types. When
an employee creates a request on a
blackout date they will not be able to
submit the request. They will receive an
error message.
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MAINTAIN LEAVE APPROVAL AUTOMATED WORK FLOWS

Currently leave requests in your district follow a certain path for the approval process.
You can duplicate those paths within Kiosk. Creating and maintaining those paths or

flows are done in Maintain Leave Approval Automated Work Flows.

To create work flows you will need to turn on the Leave Approval AWF in district

configuration.
1. Click on District Administrator.
2. Click on Configure District Options.

3. In the Kiosk Functionality section click
Announcement Board.

4. Click Apply Changes.

Once you have activated the functionality you
will need to decide who will be assigned

the role of i

e lLeave Export Administrator
This is the person that will
export approved leave from the
Kiosk into USPS

e lLeave Export Administrator

w/Notification

This is usually the backup person
that will export approved leave
from the Kiosk into USPS when
the Leave Export Administrator
is unavailable. This person will
receive email notification when a
request is ready to be exported.
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These roles can be assigned to multiple

people.

1. Click on District Administrator.

2. Click on Update/Delete District
Users.

3. Search for the employee and click
the IRN next to the employee name.

4. Click the check box next to the appropriate role.

5. Click Apply Changes.
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Creating a Work Group

1. Click on Maintain Leave Approval Automated Work Flows. ﬁﬂﬁﬁf’;

2. When you enter this section for the first time you will need i‘;ma:wum
to create Approval Work Groups. The Work Groups will be  gepons
made up of staff within the district that will be responsible  waintain Laaws
for approving or receiving notification of a request that Approusl Aulneaiid

Wouk Flondres
needs approval.

Kiesk Destrict
3. To start a new Work Group click on Create New Approval ;‘;':”m“““""’“'
Group. OHairsch
‘ Administraior
- Deling Approval Group(s) lor District IEN;: 826 Change Passward
rowin) 1-5a0f 11 = Hed B ik o
B [ Group Neme & Group Type  Members
Higrarchy
_%_“ Ap=tract OR
:rl OH - Azsiaiant Treasureds OR 1
E:) : :
5 OH - Food Senvce oR 1
i Dl - Msinkanamee Saparadnr DR 1
B OH - Payrall OR 1
reowis) 1-5a0l11 + Hed
Humbar of Rows Displayed 5 -
[{:mle hew Approval Group |

4. Enter the name of your Group. This could be any hame you want to give the
group. If you were creating a work group that included the high school principal
and the high school secretary you may choose to call this group High School.

5. Click on the drop down arrow to select a Group Type. Your options are AND/OR.
e If you select AND that means if you put more than one person in this work
group as an approver, Kiosk will require that both approvers take action on
the request.

e If you select OR as the type and you have more than one approver for the
work group either approver can take action on the request.

 LAAWF Group |

| Return to Leave Approval Automated Work Flows | | Create Group |

2

|
© Group Hame Superasar '!J

ﬂ Groug Type EEeln-:I Graup Typct} E i
Salect Group Type

AMND) |
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6. Click Add Group Members.
7. Click on the Group Member

drop down menu. A list of

registered Kiosk staff will be

displayed. You can select

the employee name that will

be added to this group.
If you select Supervisor for

the group member, Kiosk will

look at the Supervisor field

{ LAWY Growp |
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O Grosp Mame Supsranad
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s has 50 WEMBERS syigrad in i I

[ Crowe mambers | 6}

A Uemvs Flows Axsigned 7o wi Unpracesnnd Lanss Regeenin —

Fhary 308 P40 Lpmen Fows Azgignadioinie grouy eincesaed Lane Reguaris

that was loaded into Kiosk from USPS. So a leave request that was entered will

go to the supervisor listed.

If you select Manager for the group member it will include any User within the

District that is
assigned to the
"Leave
Administrator"
Role.
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Eien Bus Drresr - HORDON 100
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8. Once you have selected the employee or supervisor, you will need to assign why
type of member they are.

e No

This means the staff person
is not an approver but is
allowed to view the request.

e No & Notify

This means that the staff
person is not an approver

U LAAWF Gioup Mambors -

O Gova Hemmer Supervacs
I:I i Wsrabesr an dpgros T :_'._-l_-I_:I Y _I =|
| Bl Valur |

LT
- .Lli.lI- Ilulﬁ: -I:.klli LIWI .hlil

L;ll' Elqi Ihll-.
Thers e N0 L s Flawe Sawgn id 0 Fm poup wlngiooess s sd Lo m;ulllJ

but will be sent email notification when a leave request needs approval.

e Yes

This means that the staff person is an approver and will be sent email
notification when a request is waiting for approval.

You must have a least one approver in the group before you can create a work group.
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9. Click Add Member to Group

10.Click Add Group Members if you need to add more staff to this work group. For
example you may need
to add a secretary who [ LAAWF Growp -
will not be approving Return 1o Lemve Approval Automated Work Flews | | Agely Changes
requests but will be able
to view them and be
notified about requests.
So you would add that
secretary as another '

o —
D Group Typm ©F -

BER  Mescbwi b Varnbei Haris & Apprawei  Appioean §
member to the group. - ! ! -
Lq': Mugerexar - Buperdam T AP ETRET
11.0nce you have added -1
all the members you L oae e
can click Return to
< Lmwwe flaws & Tu wi Usprécansns Lodve Buguanlas —

Leave Approval
Automated Work Flows.

Thers ars MO Leave Flosn sscigned fo Bis Jroug wlnprooessed Lage Aegeesin

12.You will see your new group in the list of work groups.
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,E:" iF -Mirfinabis Tusfaaier | O 1
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| Create New Apprave Groes |
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Creating a Work Flow

1. Once you have all your
work groups created you
can now create a New

Flow.

2. Give your new work
flow a name. For
example if the flow
is for the high
school you may call
it HS or if the work
flow is for HS
professional leave
you may call it HS -
Professional. Just
make sure that
whatever you name
the work flow that it
makes sense to you.

3. If this work flow is
going to be for a
specific employee
click the drop down
arrow to select that
employee’s name.
If it is for a group of
employees leave the
* for this field.

4. Enter a specific job
number or use the *
for all jobs.

5. Click on a specific
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|
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building or use the * for all buildings. You can hold the ctrl key down to select

multiple buildings.

6. Click on a specific department code or use the * for all departments. You can
hold the ctrl key down to select multiple departments.

7. Click on a specific pay group or use the * for all pay groups. You can hold the
ctrl key down to select multiple pay groups.
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8. Click on a specific leave type or use the * for all leave types. You can hold the
ctrl key down to select multiple leave types.

9. Click Create.

10.0nce you have created the work flow you will need to define it. Define it means
“that you are going to add work groups to this flow. Click on the pencil icon.

- bamve Approval Autorssied Wark Fiess far isinct [RE: BEE ¢

o i @ ¥ § e Flow Rums 0 T Coveisy  Gosan(sh Taneisd Fropesjsan Mairrasg
L 1 _r{‘ _.-" HotDiwlirgd | Baperdnn - ML pgss , 8 ¥ y ' 4 158 ]

et e e B o PAHB T Bl R e T | pSmipsg—eiitn ek Fagpd |

11.Click Add Next Level.

S Define LEVELES) of (he Work Flow

i-l:rﬁnr' M s

| Return to Leave Approval Automated Work Flows | | Add Next Leved |

Ghck Add Next Level Buiton lo A 15 bevesd of Hee Apgaonval Yok Flow

| Save re-ordering of Work Flow Levil{s) |

- Unprocessed Leave Requesis Assigned fo this Leave Approval AWF —
There & no Unprocesssd Lags Roquasls apgigned 2 e Leavs Appoval siomated o Fiow ]

12.Click on the Group ID drop down menu and select the group that will be the first

approvers in this work flow.
13.Click Add Level.

Aiigh GHOEP 18 1As INow Lavel

[CancedsRetm | | add Lot |

Liirvit F i (Lirwil 1
D vorsepw moursa [l

14.To add another level for this

UH - Aampinni [ rosasre
04 - Fiomu] fwmecs

uurrr.-nu'l'm_m_ - Eupseiass R THIELARYH ADRrOVE] ANYF |
O - Pazd
Thers mEnL l.rq'ﬂm__“'_.“ Y b e e bppioad dutzragied Work Flas |

DHES - Pincpa

CHHE  Fropal

O ME - Prinmpsl

O Sohoadt - Supsyreiaian
OH Schonk - Tresmr

work flow Add Next Level. For example the first level you just added may be

the supervisor for the leave
request and the superintendent
needs to be the next level for the
request. By selecting Add Next
Level you can select the
Superintendent from the work
group list so after the supervisor
has approved the request it will
go to the superintendent next.
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Below is what it would look like if you added the superintendent as the next level.

1Define LEVEL{8} of the Work Flaw
[ metrn 1o Leave Approval Automated Werk Flows || Add Next Level |

Doemillp  Edit  Loawe Flows Ll View Group Heranchy Group Hama Pazbinta gyl
L E*; L 5| Eupamisar |
L 1 7 = OH Scnoal - Segarimendant d

—

[ Save re-ordering of Work Flow Level{s) |

] 1:" P_H'G“Illll-l Leavs Regueals l‘li_ljllll: 1e iRl Loave -.!I_I!'ﬂili AWE —

Thane are na Lnprocossed Loxs Rogssis assionad i o Lease Approval Automated ok Flow

Once all levels of the approval process have been added to the work flow you can set
the priority for your flows.

Work flows that are specific like for a certain building irn or pay group will need to be
at the top. When a request is created, Kiosk will go through the work flows you have
created to see which work flow matches the request. It will compare the employee id,
job number, building irn, etc... to see which flow will match. Kiosk starts at the top of
the work flows as it looks to see which flow matches the request.

15.You can change the sequence by clicking on the arrows and dragging your
mouse to the place where you want the work flow to go and then letting go.
You can move the work flows around into the correct sequence.

| Leave Appraval dAwismaied Werk Flows Jas Districy IRME BIG -

[ I:r-l:l IluIrI
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L'r:;.. > | i| TR S Tracker - Prnfeamono "l DMEE " T Proisssiersl | BloRerch Faesd T Poslepsnns | Fo lsich Fume L
{
il 5 -"' 2| OHEE Teame . - [reg ek ] . T r un.u rnh:in.-
e ."_‘.__?k_.. e T B J IR e w— .\,,_-..-Fl"".-..l"_ P s L s f
16.0nce you have moved the work flow click update prlorlty sequence to keep the
change. Wk ™ 1;;:5-'" o T T ol Es Sdtietary :
Y i 17 E B | B  oHMESSeretary J
L w | PR % P | onssseosany r
| update Priority Sequence |
sl

17.You can also view the employees who will be affected by this work flow when
you click on the View in the Employees Matching column.

4 Leave hpproval Aatemetsd Wirs Fimas for Qinistch SRE; B30 . i
. 1
1€ riveed Fhidd' )
¥ |
Frwrin R (e e Preyrs o | Basimy  (wpanveen e [
et S Tl ok e 0 We BSEA cedeel  Oemwidi Tyl
¥ _.: . 0l | Spmriwm - AN Lew L F] | 1
¥ _"‘ o ] | Os#E trmchad - Paokudioral ® | IR z L] Prdyaitbdl | W Maldh Powed b
=1 e A gy e — "

el i i . e e L e m— R T

04/24/15 Page 86 of 100



Kiosk will give you a list of employees.

| Reburn to Lesve Approval Autosssted Werk Flows |
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1 46 o 184
[ Return to Leave Appraval fcessted Werk Flows |

Editing Work Groups

1. If you need to edit a
work group click on the
pencil icon next to the
group you want to
change.

- Define Approval Groupis) for District IRN: 826

1-12
E‘ Azatra o
E@ | M- Assistant Treaswer | OR 1
528 OH - Food Serace o/ 1
N M - Makmenance Supenisor | OR 1

2. Click on the pencil icon to
select another employee.

e L R  a, an — a|

T R T

| o [ S T — |

Aot b e e At s | Tty
B g T 2%

3. A list of all employee
requests that are affected
by this work group will be
displayed.
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4. Adding or removing group members may require you to re-initiate leave
requests. Re-initiate means that the requests will go through the approval
process again. Even if the request is at the second or third level for approval
the requests will start over at the first level and go through the approval process
again. If that is required you will receive the following message.

The page at hitpsy//dw.dla2 esuki2ohus says: 0 - e

Adding this Group Memiber will reguire that the approval flows of all Unprocessed Leave Requests
associated with this group be Re-Initated. Are you sure you would like to ADD this Group Member?

oK | | cancel

5. Once you click Ok you will be prompted to click here if you want to address the
requests that need to be re-initiated.

Re-Initiate updated Leave Request Approvals
There are a iokal of 1¥ leave reguests that nesd to be “Rednfisted” due o Lesve Approvel Automated Work Flow (LAAWF] madilicstions

Plaase obck HERE to addrass thess requsts 20 pOuT §aries Loy Bnenos

Tharke repuesls may prove 1o be problematis to the et supsrrscrslepproven andior the e reguesting em i nat re-rslned.

6. You then will see a screen that displays all the affected requests and you can
click on Re-Initiate listed Leave Requests. The requests will then be re-initiated
and you will receive a message that it was successful.

 fEEve Hageenis ie be B dinitinred
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Ral Y | BRajiriin | EmuvES Tegchey ..L'":;:rr'.;:"' Yy R Hrk [P DOBERETn | TS 'TT:'II“H Yan Eanig L]
5 HINEE
wpiea | (Ml | ‘SRAscomE | ErdsES Trachs E,‘:::"' o Brbisss | TREUS00E | AREIGO0E | Yan e BT TH -
- s Flaw
Y 5 | Freasim '::;;1:& E:‘;:‘;In e :‘3:”’ IZMELHS | 1SRG I-'. lv':.:'l.r.rl Tl 1334505 ik
Rl o— S = f_h f--dl-l'" .I_L..."' "'f i ;F... rl." .:I}"ﬂ-'"'r. it e F g o ..I"'_ 3

NOTE: When a district is using the Abstract Supervisor in work flows and the
supervisor is changed in USPS any pending requests needing the new supervisor’s
approval will be re-initiated when the employee logs into Kiosk. This will allow the
new supervisor to approve the request.
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Editing Work Flows

1. If you need to change the building, pay group, department code, or leave type
associated with this work flow then you will need to click the pencil icon in the
Edit column.

If you no longer need a work flow you can click on Edit and De-activate it.

2. If you want to change the approval levels you will need to click on the pencil
icon in the Define It column.

3. If you want to just view the approval work flow you can click on the tree icon in
the See It column.

4.
oo Lemys Approsal Bnlomated Work Flows lar Disteion RN §740
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DISTRICT ADMINISTRATOR

In District Administrator you have the ability to Configure District Options. The
configuration is discussed in the appropriate sections in this document.

You can also Update/Delete District District

Users. This would be the place where Administrator
you can assign roles to your staff, reset .
their password, or delete their account. tatealete [

You need to be careful about deleting
user accounts. If a user is an approver and is tied to a work flow you can cause some
problems within Kiosk.

Update/Delete District Users
Once you click on Update/Delete District Users, you will see a list of registered Kiosk
users in your district.

You can search for users by
e Their user login
e Privileges (Roles) they have been assigned
e User Name (either last or first name)

[ERERTON. .'“.'._ EBNE) 1

userLogin | 1§ n;:'nln privilsges | 2 | o e El o

You can also sort the list of employees by clicking on the underlined column headings.
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Once you have located the

employee, you can click on the e e v,
IRN number next to their name Lt M

to display their roles.

You can click on the check
boxes to assign roles to the staff
person and then click Apply
Selected Roles.

You can also type in a new
password and click Reset
Password.

This will reset the employee’s
password and the employee will

s apnE Brar Bedinl C Baieie e e
e e ]

st [ e e mt e

G Ters s
e —
Tk Ll i ks ' Bkl

o e e iy Fadirw erw Tem

JEIE

receive an email message with
the new password.

Fdyar unar Fuanwene

ErxlimEni

L ——

CHANGE PASSWORD |
This feature will allow you O Fazsword

to Change your paSSWOFd ey Password imust be at laast & charace}

once you are logged into Ra-Entor New Password __CrangePasswont | [ Cancu |
K'OSk , Peabs edai phd B Feek padamie i b

!
A

You must enter your old

Your password must be 8 characters in length.

As an administrator you have the ability to decide what is turned on for your district.

1. Click on District Administrator
2. Click on Configure District Options

3. In the Password Security
Requirements sections you can set
the following:

e At least one special character
If you turn this requirement on your
staff will have to include at least one
special character like '$%*() in their
password. Special characters will
make passwords more secure.

04/24/15

e Password -s'm:ur'l'l.'y -ﬁiqulramalﬁ k

. Apply Changes
Require password to contain:
Af least one spacial characier
Af least ong numeanc charactar
At least one capital letier
Password Expiration
Mo Expiration -

 Apply Changes
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At least one numeric character

If you turn this requirement on your staff will have to include at least one
numeric character like at 123456789 in their password. Numeric characters will
make passwords more secure

At least one capital letter
If you turn this requirement on your staff will have to include at least one capital
letter their password. Capital letters will make passwords more secure

Password Expiration

You can have passwords expire every 30, 90 or 180 days. Staff will be
prompted when they have reached the expiration to change their password. If
you do not require passwords to be changed you can leave this field set to No
Expiration.

You check multiple boxes. If you require your staff to have one capital letter and
one numeric character in their password you can check both boxes.

4. Click Apply Changes

CORRESPONDENCE

This feature will allow staff to communicate with the HR Admin within the Kiosk
software.

Staff will see the link below to send messages to the person who has the HR
Administrator role.

Empln% ﬂ e

# Pplaies Klakk NiEni Lk L L i D iiililies  BMSTECL

When they click on Contact Kiosk Compons Hosagge
Admin a message box will display e
for them to type a message that will P

be sent to the Kiosk Admin. They
will click Send when done typing
their message.

When you click on Correspondence you will see a list of the ==
messages that have been sent.

ILa“I Seand

il bt i -
Change Passward

| Comespondence
Click on the magnifying glass to see the message.
A Corfaspondence
Satus Ooen -
Dpnea ¥ Eabiec Sias  Last Message
1 02072011 02 3327PM | Sick Leave Acouad | Pending Wy seck leave aotrual armoonl does niof gk cornsct
1.1
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I You will see a history of the
| Lecbes Cmmampuntoncs | |cemei|[=nd] | correspondence and have the ability
to send a new message.
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VIEW/PRINT ACKNOWLEDGED NWOCA/SSDT HR DATA RELEASE AGREEMENT

Once a year the person who has been assighed the role of treasurer will need to
acknowledge the release agreement.

- - i VigwiPrint
Click on View/Print Acknowledged NWOCA/SSDT HR Data dged

Release Agreement. NWOCASSOT HR
|Data Relsase
(Agreement
You will see a prompt to accept the license.
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DATE CODE MAINTENANCE

Kiosk allows you to configure date reminders for your staff. For example if you staff is
required to have a background check completed every 4 years, you can configure
Kiosk to look at the employee date code in USPS and send notification reminders and
display reminders within Kiosk when the employees logs in.

The first part of the configuration must be done in USPSWeb.

Login to USPSWeb

Click the + next to Date Codes
Click on New

Enter Date Code

Enter Description

o wu kW=

Click on Accept

__m-!.

Hivms

7. Click on the + next
to Employee

8. Click on Query o kame
EmEarce
v ey

il PR

9. Enter employee’s
name

10.Click Search
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11.Click on the employee’s name
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12.Click on the + next
to Employee Dates

13.Click New
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14.Enter the date the item was completed

15.Select what date code this employee date is associated with.
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16.Entering comments is optional

17.The Date Wave Flag gives the ability to wave a required date for an employee. If
a date code is created that all employees are required to have stored on file, but
an employee has previously met the requirement at another district, for
example, the requirement for the date can be waved. No - the required date
has not been waved for this employee. Yes - the required date has been waved

for this employee
18.Click Accept

The second part of the configuration must be done in Kiosk.
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Once a date has been entered for an employee for a specific date code that code will
appear on the District Date Code Maintenance.

1. Click on District Administrator

| Dstnict
| &drminisiraton

2. Click on Configure District Options

3. Locate the District Date Codes Section. A
summary of the current date codes that
have been created will be displayed.

4. Click on Perform - Disirici Dale Codes —
District Maintenance e
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Purlorm Distrct Date Code Maistenanco

5. Enter the expiration term in days. This is the humber of days the DATE CODE is
VALID. For example, if a district has background checks due every year then

they would use 365. If they have background checks every two years then they
would enter 730.

6. Enter the number of days you want the employee to be notified prior to the
expiration of the date. Therefore, if this value is 180 and Expiration Term in

Days is set to 365 then notification would be sent at day 185 and every day
thereafter until the Date is updated.
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7. Type in the message you want to send with the notification.
8. Select if you want the date code notification active or inactive.

9. Last Updated By and Last Updated Date/Time will be updated when you click
apply changes.
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ADDITIONAL DISTTRICT CONFIGURATION OPTIONS

Load Positions for All Registered Users

When changes are made in USPS for an employee, Kiosk will be updated with those
changes when the employee logs into Kiosk after the change was made. If you want
to force the update, you can in District Configuration.

1. Click on District Administrator.

S Losd Positions for All Reglaterod Usars

2. Click on Configure
District Options_ CAck he aiflan bédow 10 ksad he POSITICN infomsation for all iegishered employess

Loading the employes POSITICN imlormateon for the enfire Distnct will populate the

. .- Job No, Bullding IRM{s), Department Codafs) and Pay Group(s

3. Click on Load Positions g e % '
for All Registered Users fields used when creating'modifying a Leawve Approval Automaled Wark Fiow far the

button. s

fupad Powtcns for Al Regmisned Ussry with Disnct 1AW = 002

User Account Expiration

Kiosk allows you to configure when employee accounts will automatically be deleted
after so many days of no activity. You can choose from 90, 180, 270 or never delete.

(LUERT ATHOROL LERITRIIIN;

1. Click on District Administrator. ——
| Apply Changes |
2. Click on Configure District Options. e e e
270 Do | =
3. Select the numbers of days of no activity. | g;“;;ﬁ -
"~ 180D
4. Click Apply Changes. mﬁ

User Login Attempts

Kiosk is configured that after 20 attempts to try to login, it will disable the account and
not allow the employee to login for 24 hours.
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SUMMARY OF ROLES AND RESPONSIBILITIES

All roles can be assigned to multiple users within the Districts.

Announcement Board Administrator (Page 9)

e This is the person that can post district wide announcements, such as: district office will be
closed..., W2’s will be mailed..., etc.

District Kiosk Administrator (Page 90)

e This person has access to all aspects/functions of the Kiosk.

e This person has the ability to turn on and off functions that are available to the district.

o If the district is using the leave module, this person has the ability to turn on and off
functions of the leave module.

e This person has the ability to assign all of the other administrator roles to district employees
and delete employee access to the Kiosk.

e This person has the ability to change password for everyone in the district.

e Receives notifications when someone has used the Contact Administrator Link.

District Link Administrator (Page 11)
e This is the person who maintains the district links under Other Link and Custom Link.
e Other Links is an actual tab on the horizontal bar and can be divided into categories.

e Custom Links will be actual URL links that are displayed on the horizontal bar under the
Logout icon.

HR Administrator (Page 14)
e This includes the ability to track and perform Performance Evaluations when necessary.
e This user will receive all requests for “Profile Data Changes”.
¢ Receives notifications when there is a “Profile Data Change.”

Leave Administrator (Page 59)
e This is the person or persons who have the final leave approval on cancellation requests.
e This person also has access to the administrative leave reports for the district.
¢ Receives notifications when a leave request is ready for their approval if they are in the work
flow and if a leave request has been cancelled
¢ Receives notifications when a request has been escalated to HR Leave Admin.

Leave Approval Automated Work Flow Administrator (Page 80)
e This is the person who will create and maintain the automated work flows for leave approval.

Leave Export Administrator (Page 73)
e This is the person that will export approved leave from the kiosk into payroll
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Leave Export Administrator w/Notification (Page 73)
e This is usually the backup person that will export approved leave from the kiosk into payroll
when the Leave Export Administrator is unavailable.
¢ Receives notification when there is leave ready to be exported.

Leave Calendar — by Building (Page 54)
e This calendar will list all of the requested leaves for a building.
e This role would be assigned to the principal and/or secretary.

Leave Calendar — by Department Code (Page 55)

e This calendar will give you the option to select employees to be displayed by their USPS
Department Code.

e This role would be assigned to a person that needs to see leave that is filtered on
department codes such as a food service director with staff in different buildings but are
assigned to the cafeteria staff department code.

[ ]

Leave Calendar — by District Building (Page 55)

e This calendar will give you the option to select the building to be displayed.

e This role would be assigned to a person that needs to see leave for multiple buildings such
as a superintendent.

Leave Calendar — by Pay Group (Page 56)
e This calendar will give you the option to select employees to be displayed by their USPS
Pay Group.
e This role would be assigned to a person that needs to see leave that is filtered on pay
groups such as a food service director with staff in different buildings but are assigned to the
cafeteria staff pay group.

Leave Calendar — for District Staff (Page 56)
e This calendar lists all district personnel in alphabetical order.
¢ Individual employees can be selected.

Leave Calendar — for Supervisor Staff (Page 57)
e This calendar lists all employees that are assigned to a supervisor.
e This role would be assigned to bus supervisor, food service supervisor, etc.

Substitute Coordinator (Page 47)
e This is the person or persons that will assign substitutes as needed.
e Receives notification when a leave has been cancelled.

Substitute Coordinator — View Only (Page 47)
e This is a person who needs access to the Substitute Coordinator information but will not be
assigning substitutes.

Substitute Coordinator by Building (Page 47)
e This is the person or persons that will assign substitutes as needed by building.
e Receives notification when a leave has been cancelled.
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Substitute Coordinator by Building — View Only (Page 47)

e This is a person who needs access to the Substitute Coordinator by Building information but
will not be assigning substitutes.

e This is usually the building principal and/or secretary.

Substitute Coordinator by Department Code (Page 48)
e This is the person or persons that will assign substitutes as needed. This person will have
the option to filter the leave requests by an employee’s USPS Department Code.
e Receives notification when a leave has been cancelled.

Substitute Coordinator by Pay Group (Page 48)
e This is the person or persons that will assign substitutes as needed. This person will have
the option to filter the leave requests by an employee’s USPS Pay Group.
e Receives notification when a leave has been cancelled.

Treasurer (Page 93)

e This is the person that must sign the HR Data Release Agreement. This agreement expires
every year. The Treasurer will receive an email letting him/her know when the agreement is
due to expire. If the agreement lapses, your kiosk will be locked until the agreement has
been signed. No one in the district will be able to log in to the system.

¢ Receives notifications when License Agreement needs to be accepted.
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