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LOGGING IN

o . . :';:.1.."’
Logging into the Kiosk requires a full Fmpoyee

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.

To register for the Employee Kiosk, please supply the following:

You will be required to enter the
fo | IOW | ng . 1) The county in which your district resides,

2) Your district's name,
3) Your Employee Id or SSN,

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

1. Select the county where your
district is located.

Select your district. s "

-- Select County --

Either an employee id or social

District

security number. — Select District — v
4. Enter your email address that is on apiage b OR | SSN (no dashes)

your payroll record. You may need

to check with your payroll Email

department to verify the email
address on file.

Back to Login m

A notification will be sent to the email address you supplied with the password to use
for accessing the Kiosk.

Employee
Once the password is received, you can
access the Kiosk using the email
address and password. When logging
in for the first time you will be
prompted to change your password.
Currently the Kiosk password does not
expire.
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EMPLOYEE KIOSK DOCUMENTATION

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

1 Employee Kiosk Documentation

KIOSK Announcement Board
R Profile

KIOSK FUNCTIONALITY/SETUP

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

8, District Administrator
1. Click on District Administrator.

2. Click on Configure District Options. &? Configure District Options

2 Update/Delete District Users

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

KIOSK Functionality (ON/OFF)

Select the Check Box{es) next to the KIOSK Function(s) that are to be available to your district users.

Announcement Board
Leave Requests
Leave Export
Leave Approval AWF
Leave Analysis Parameters
Pay Slips (USPS)
Pay Slips (PDF)
Perfarmance Reviews
Substitute Needed
Individual Professional Development Plan (IPDP)

ITC Individual Professional Development Pian {IPDP)

W-2 Wage and Tax Statements
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KIOSK ANNOUNCEMENT BOARD

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

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

1.

2.

4.

Click on District Administrator. KIOSK Functionality (ON/OFF)

Click On Configure District OptionS. Select the Check Box(es) next to the KIOSK Function(s) that are to be available to your district users.
Announcement Board

In the Kiosk Functionality section, Wice e

click Announcement Board.

Click Apply Changes.

Once you have activated the functionality you will need to decide who will be assigned
the role of Announcement Board Administrator. Once given this role, this person will
be able to create and maintain announcements. This role can be assigned to multiple

peo p I e " Update User Role(s) / Delete User
1. Click on District
Administrator.
2. Click on Update/Delete o

4.
5.

District Users.

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 Announcement Board Administrator.
Click Apply Selected Roles.

TO Display Announcements KIOSK Announcement Board

1.

Click the (=) symbol to
close/open the
announcements.

Scheduled Maintenance Windows

Security/Privacy Announcement +
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. Substitute Coordinator Leave ... v

To Add Announcements
1. Click Kiosk District Announcement Board.

¥ Maintain Leave Approval Automat...

%4 Kiosk District Announcement Board
2. Click Add New Announcement.

District Announcement Board Maintenance

Add New Announcement

Update/  Activation  Expiration  Announcement Date / Time = Date / Time
Delete Date Date Subject Announcement Body Last Updated By Last Updated Created By Created

LR o0s25/012  09/01/2012  AESOP integration PAVROLL@NCOCCKT20HUS  08/25/20120¢

:39PM  PAYROLL@NCOCCKI2O0HUS | 08/25/2012 05:53:39 PM

04/15/2017  W2s Now Available ROLL@NCOCCKIZ0HUS | 03/10/2011 11:33:53 AM

d will be mailed to staff. You can also PAYROLL@NCOCCKI2OHUS | 03/10/2017 11:30:55 AN

s your W2 via Kiosk. ~ PAY

Add Mew Annauncement

3 . Cl |Ck on the ca Ienda r to add Add / Update / Delete Kiosk Announcement
an activation date. e e ‘ R Ce—

4. Click on the calendar to add [
an expiration date.

5. Enter a subject. frneunsement B2y ﬂ

6. Enter your announcement
message.

7. Click add New
Announcement. b

Cancel Add New Announcement

0

b

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

Kiosk Announcement Board Maintenance - KIOSK_WIDE

Go Fows v | A
Update/  Announcemen t Activat Expirstion  Announcemen it
Delete Type Im  Date = Date Subject Announcement Body Last Updated By

BAKER@NWOCAORG
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You now have the option to make changes.

Click update to accept your changes or delete to remove the announcement.

Add / Update / Delete Kiosk Announcement

== &8
Anncuncamant Subject
Upgrade of Kiosk
e
201
4

Craated By

BAUGHMAN.SUSANB®NCOCCNET

Last Updared B

BAUGHMAN SUSAN@NCOCCNET

e |
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OTHER LINKS

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

You will need to decide who will be assigned the role of District Link Administrator.
This role can be assighed to multiple people. Once given this role, this person will be
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.

If you would like to add links for employees click on the link icon on the horizontal bar
and click on Maintain Custom Links.

Once you click on Maintain Custom Links 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 change the order of your links by clicking the up and down arrows and
then clicking on Update Display Order.

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

4. 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.

Maintain Custom Links

€ v o
Up 3

Down Display Order Custom Link URL Custom Link Description
4
+¥
4 3 s mcoenorg ===

row(s) 1-20f2 4
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PROFILE

The profile page gives the user the personal information drawn

School Payroll System).

Employee Profile

Employee 1D:

Name

Contact Information

Education / Qualifications
Do Type

Employee Dates

HEDO00100 State Certification ID: Te601021
Grace c

6632 Rooster Road

Sample ou

payrolitincace k12.oh.us

Bachelors

0572211961
08/04/1989

o7/01/2012
07/01/2013

payrell

Wt Applicabla

02/21/2009
08/0411999

from USPS (Uniform

Iapm Profie Dsta Chasgeis)

(444) 555-0008

sa22s

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.

Employee Profile

Employee ID: HED000100 State Certification ID:
Name

Grace

Employee Profile

ZT9601021

4 Request Profile Data Change(s)

(SRS Submit Change Request

Employee ID: HED000100 State Certification ID: 279601021
New State Certification ID:
Name
First Name: Grace c Last Name: Payroll Suff:
New New Suffix
=gl Legal Last Legal Suffix
New Le Nex New Le uffix:

Name:

Marm

*** The LEGAL NAME fields represent the name printed on your Social Security Card and are used when creating your W-2.

Contact Information
Address 1

New Address 1

08/30/2019

6632 Rooster Road

(444) 555-9998

Page 11 of 89



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.

S5 District Administrator

1. Click on District Administrator.

2. Click on Configure District Options. £ S Dt O
;{1 Update/Delete District Users

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

e Contract Employee Profile Sections (ON/OFF)

e Education

° E m p|0yee Dates Select the Check Box{es) next to the Employee Profile Section(s) that are to be available to your district users.
° Experience B Contact information

° Oth er Education/Qualifications

Employee Dates
Employee Dates - Other

If changes are made to this box sl
make, sure you click on Apply o bt
Changes. AFP'!UDHQS

If you click on Other information to display it, gender, ethnicity, marital status and
spouse’s name will be displayed.

POSITION DETAILS

This is a brief view of your contract information.

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

Current Positions

JobTitle  Calendar Start Date  Job Status

Position Details

Job Title  Payroll Clerk

$50,000.00

Dat=  08/04/1999

sor Neme  Kevin Treasurer Supervisor Email  treasurer@ncocc.k12.0h.us

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
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then turning on the fields below will allow the employee to see the information that has
been entered.

% District Administrator

1. Click on District Administrator. B Conborms DBaics Options
2. Click on Configure District Options. 6 e s it s

Position Details (ON/OFF)

By checking the boxes, you can decide what will be
displayed. If Changes are made to this box make Select the Check Box(es) next to the Position Details that are to be available to your district users.
sure you click on Apply Changes.

Building IRN

Building Name

Building Code
Department Code

Contract Amount

Or Hourly

Hours In Work Day
Pay Per Period

Retire Hours
Work Days in Contract
Calendar Start Date
Salary Schedule Step
Salary Schedule Column
Eligible for Sick Leave
Eligible for Personal Leave
Eligible for Vacation Leave

ble f

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

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

Job Status(es) to Include for Display

Select the Check Box(es) next to the Job Status(es) that are to be available for display to your district users.

Active
Deleted
Inactive

Terminated

Apply Changes
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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 and next evaluation date has been entered into USPS. 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.

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 Kiosk Functionality section, click

Performance Review.

4. Click Apply Changes.

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

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.

Performance Review Info

Name 1= ion Date  Next von Drate

Associated Performance Review Files

08/30/2019

KIOSK Functionality (ON/OFF)

Selact the Check Box(es) next 1o the KIOSK Function(s) that are to be available to your district users.

u Announcement Board
Leave Requests

E Leave Export

Leave Approval AWF

I Leave Analysis Parameters
Pay Slips (USPS)

I Fay slips (FDP)
Performance Reviews

[ Substitute Needed

TC Individu:

[ W-2 Wage and Tax Statements

B, Performance Reviews

(2] \iew My Performance Reviews

[ Process Employee Performance Reviews

{57 View ALL Processed Performanca Revi.

My Performance Reviews

Documents
Attached

Current Mext
Evaluation Date Evaluation Date

nama 40T -

L= USRS RS - L
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Process Employee Performance Reviews

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

Process Employes Performance Reviews

mmmmmmmm
Feshame  Lsthame

1845 days past due

oerte20n1

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.

Performance Reviews Performance Review Info

Grace CPayrol o7/01/2012 0F/01/2013

Asturn s Empioyes st

Once you have uploaded the
file you will then see the file
and have the ability to delete it
|f you need tO. Associated Performance Review Files

Grace C Payroll 07/01/2012 07/01/2013

File Description

Upload and Attach the File

Suieat
s
O Fileld Filename Description Created By Creatad Datetime T=
m} 4 1PD? Teacher Handoutpdf | Review TREASURERENCOCCKIZOHUS | 08/30/2019 0320 804
1=

Delete Selzcted Rows

View A" Processed Performance ReViEWS Pracessed Performance Reviews for District IRN: 926

You can see all Processed Performance Reviews and e e | actiments

the files that are attached to each review. ;
1-1
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Performance Review Info

Associated Performance Review Files

File Id Filename Description Created By Created Datetime T=
o PDP_Teacher_Handout pdf Review TREASURER@NCOCC K12.0HUS 02/30/2019 03:20 PM

Processed Performance Reviews for District IRN: 826

Processed Documents
FirstName  Last Name Evaluation Date  Attached
Grace € Payall 2, 07/01,2012 1

1-7

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. L —

2. Click on Configure District Options. L

,Q?. Update/Delete District Users

3. In the Kiosk Functionality section, Kok Fusichonsliy (G0}
click Pay Slips.

Select the Check Box(es) next to the KIOSK Function(s) that are to be available to your district users.

Announcement Board
Leave Requests
R Leave Export

4. Click Apply Changes. [ TP——
Leave Analysis Parameters
Pay Slips (USPS)
Pay Slips (PDF)

Performance Reviews

Substitute Needed

ITC Individual

W-2 Wage and Tax Statements

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. [ View USPS Payslip

Payshp

[ View/Print Pay Slip {PDF}
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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 for Date Range

il
#

Load Payslips

Payslip Summary

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

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 S||p C||Ck Load Payelips for Date Range
View. y

The data may be exported sy

to a .csv file

(spreadsheet), not

requiring you to contact Ll -
payroll to get this ’ o
information.
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The information displayed is the
same as that on the direct deposit View / Print Payslip
email notification except with no
year-to-date totals.

USPS Pay Slips will not display in
Kiosk until they pay date for that

pay.

Below is a summary of your pay for the

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.

List of Available Payslips

Q ‘l Go Rows 15 V¥ Actions >

Download & Check
View and/or Print Payslip Save Payslip Pay Date Number

07/25/2019 637313

07/10/2019 637141

PDF Pay Slips display when CHKUPD is run and the pdf pay slips are exported to the
server where the pdf pay slips reside. Once the pdfs are on the server they will display
in Kiosk.
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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.

KIOSK Functionality (ON/OFF)

Select the Check Box(es) next to the KIOSK Function(s) that are to be available to your district users.

1. Click on District Administrator. I it i

Leave Requests
&

2. Click on Configure District Options. = i
B s

ITC Individual P

3. In the Kiosk Functionality section, i
click W-2 Wage and Tax Statements.

4. Click Apply Changes.
When you click on View/Print W-2 you will see tax years that Leave Balances

are available for your W2 information and they can be viewed
or printed.

View/Print W-2

| oqve Request

List of Available W-2 Wage and Tax Statements
Qv I Go Rows 50 v Actions Vv
View and/or Print W2 Download & Save W2 Tax Year Control Number
%4 |74 2018
71 %1 2017
%4 |71 2016
2015

08/30/2019 Page 19 of 89



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

08/30/2019

123 WEST CRAZEE ROAD
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Topy B To B Filed Wil Emplayes’s T 55y 2 To BE File TRGyEE's Sime s
FEDERAL Tax Rerum [2007 98] [ ERbYor oo mcome vox newrn 2007 s ®
T TR B R
394%8.10 3882.35
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T Ereiore b Ergloyer 10 mumber
T e T T &
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< e T S Tt 5 o A ST oo 4
b ey S e ey $
123 wEst 123 MEST CRAZEE R0aD
CRALYTOWN OH 44448 CRAZYTONN OB 44444
L
0 Lomrol umeer
oogoos2 o00n82
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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

Monthly Accum Begin
Accrual Unit Max Bal Balance
Personal Leave N/A Daily 3.00 3.00 2.00
Sick Leave 1.25 Daily 200.00 /A 4475
Vacation Leave 0.834 Daily 18.00 M/A 6.838
-3
MOTICE: Dispiayed Leave Baiances may not refiect current activity due to delayed posting

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

Detail Leave Activity

v
20 nd 01/31/2000
Category Job No Trans Type Length Of Absence Unit Activity Date
Sick 0 Accumulation 1.25 Daily 02/01/2004
Vacation 0 Accumulation B34 Daily 02/0
Sick L Accumulation 125 Caily 01/0
Vacation 0 Accumulation 834 Daily 01/01/2004
Sick 0 Accumulation 125 Caily 12/01/2003
Vacation 0 Accumulation B34 Daily
Vacation 1 Absence 1 Daily
Sick 0 Accumulation 1.25 Daily
Vacation 0 Accumulation B34 Daily
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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.

2. Click on Configure District Options.

3. In the Kiosk Functionality section,
click Leave Requests.

4. Click Apply Changes.

Configuring Leave Requests

KIOSK Functionality (ON/OFF)

Select the Check Box(es) next to the KIOSK Function(s) that are to be available to your district users.

Announcement Board

Leave Requests

Leave Export

Leave Approval AWF

Leave Analysis Parameters

Pay Slips (USPS)

Pay Slips (PDF)
Performance Reviews

Substitute Needed

W-2 Wage and Tax Statements

You have the ability to configure how your district will utilize the leave request

functionality of the Kiosk.

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.

When you click on the drop down next to hourly, you will see you can select Y4 hour, %2
hour, or 1 Hour. By selecting ¥4 hour your staff would be able to create a request and
put in .25, .5, or .75. If you select 2 hour, you staff would only be able to enter .5. If
you 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.

Leave Time Increments

Limit Hourly Requests to the Nearest: ‘ imit Daily Requests to the Nearest:

1/4 Hour 1/4 Day

No Restrictions

j 1/2 Hour
L

1 Hour

08/30/2019 Page 22 of 89



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 4 day your staff would be able to create a request and put
in .25, .5, or .75. If you select Y2 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 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.

e 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 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.

Leave Types (ON/OFF)

Select Check Box{es) under "Reason Required?" If a REASON is required when requesting this Leave Type. Select Check
Box({es) under "Default Substitute Needed?" If SUBSTITUTE NEEDED is to be selected by default when requesting this Leave
Type. Select Check Box(es) under "Capture Expense?” for Leave Types that require associated expenses to be captured when

requesting this Leave Type. Select the Check Box(es) next to the Leave Type(s) that are to be available to your district users.

Default Sub Disallow Require
Available Reason Substitute Capture Category Blackout Cancellation
Leave Types Required? Meeded? Expense? Required? Date? Reason?
Calamity
Compensatory Time
Dock
Haoliday
Jury Duty
Military
Other
Personal Leave
Professional
Sick Leave

Unknown

Vacation Leave

Apply Changes
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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.

e Leave Sub Category Maintenance

1. You can determine if a leave type needs a sub category. A sub category is an
additional breakdown for a leave type. For example, you may not want
employees to just enter Personal Leave on a request, you may require that they
select from specific types of personal leave like personal business or family
emergency.

Leave Sub Category Maintenance

2. To add sub categories click
Insert Row. P

Category Sub Category Description

3. Enter a two-character code for
the Leave Sub Category column. a1 ey
These two characters can be
anything you want to assign.

Active ¥ Yes ¥

4. Enter the description for the
category. We recommend that
you keep it as short as you can
since it will be displaying on the
screen.
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Select which Leave Types will be associated with this Sub Category.
Select the status of Active or Inactive.
Select Yes or No if the reason is required when selecting this Sub Category.

N o WU

Click Save Changes.

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.

1. Putting a check in the Event Location Area box will prompt the staff
person for an address of the P ——
event. Event Location {Address)

2. Putting a check in the Vendor
Location Area box will prompt
the staff person for an address e
of the vendor. This may be
necessary for purchase orders
that need to be created for the ™"
event.

3. Putting a check in the Purpose
of Leave/Leave Description e |
Area box will prompt the staff '
person for a description of the
event.

4. Putting a check in the
Estimated Costs Area box
allow the staff person to enter
estimated expenses for the
leave request.

5. 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.
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6. 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.

7. You can enter a mileage
rate for certified and
classified staff. Entering a

mileage rate in certified will

Leave Expense Sections (ON/OFF)

to the Area(s) that you would like to have displayed and captured when
Detail. eg. “Professional Leave"

apply to staff with an appointment type of certified and the classified rate
will apply to staff with an appointment type of classified.

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

Warn users when a significant portion of the staff has called off for the selected leave dates:

Never L

10% of Staff

20% of Staff

[tion

40% of Staff

50% of Staff

60% of Staff

70% of Staff

80% of Staff

smerm=rghments Last Synchronized

Absence Warning Threshold
Total absences district-wide exceed 10% for a specific day in your request.
Please proceed with my request anyway

Yes Mo

Absence Threshold Exception.

Apply Changes

Update Integration State

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.
08/30/2019
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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

7 Day(s)
T 8
E B2 o1 : 00 AM
= IE‘ : AM
-

Kevin Treasurer treasurer@ncocckiZ.ohus.

Initiated

reason, you will receive an error if you leave the field blank.

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

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

NOTE: If you
enter a date in
the past, a
message will be
displayed on your
leave request
indicating you Sl
have entered a
date that exists
in the past. This
is just an alert
message and you
may proceed
with your
request.

New Leave Request

7 Day(s)

Active - Payroll Clerk

See your Sick Leave Requasts
Reason

Seart Ciate (MMDDAYYY
08/08/2019

08/08/2019

08/30/2019

Balance bofore request 44,75 Dayis)

Notice: you have entered 2 Date that exists in the past.

s | o0 AM

o4 00 a1
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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 document to your leave request. You may need
to attach a doctor’s excuse, an agenda or registration form for a meeting. Click
on Select File(s) to attach.

File(s) to Attach

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

14. Once you have located the file
click open. P a—
15.Type in a description for your file

and click Select File(s).

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

[ ]

If you choose Professional Leave from the drop down menu, another form appears with
the needed information for a professional leave.
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1. You can enter the location of the event.

2. You can enter the vendor for the i ek s
event in case a purchase order Event Location s
needs to be created for the vendor. &m

3. 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. el sl

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

5. At the bottom of the Professional
Leave Form Part, you may click on
Calculate to have it total the
expenses entered. (The fields
appearing are set by the '
administrator, and some features
can be added, for instance, the fund code could be added.)

Professional Leave Request Form

6. Once you have submitted the
request for professional leave you Name: smily B Tescher et iy s B
have the ability to print a s " T o
Professional Leave Request Form .
to submit after your leave so you

Total Leave requested: 1 Day(s)

Leave Request:M°=ti29
can enter your actual expenses, ——
. . Professional Leave Event: Columbus, OH 43224
attach receipts and submit for e o
reimbursement.
EXPENSES
Travel: 150 miles @0.400 per mile: $60.00
Lodging Amount: $0.00
Meals Amount: $15.00
Registration es: $50.00
Other Expenses Amount: $10.00
Total Expenses Amount: $135.00

NAAAY A A At ey o e by S

** PAID RE( TS MUST BE FOI L *&
i ot gENID SESFAETS MIST SE ATTACHED TORMLL SVENSES 1 o ey i
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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.

Leave Request Information

Start Date Start Time End Date End Time  Total Leave Dayis)

08/26/2019 DEDO AM 03/30/2019 D4:00 PM

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

Waek One
Sunday. Monday. Tuesday. Wednesday, Thursday. Friday., Saturday.
August 25, 2019 August 26, 2019 August 27, 2013 August 28, 2019 August 29, 2019 August 20, 2019 August 31, 2019

b || b | [ | [ | [ | b | [

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

Previously Entered Date Notice
You have a previously entered request that exists within the selected date range.
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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 Request(s) in Process

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. ot

1. Update Request. As long as
the first approver has not
taken action on your request
you have the ability to click
update request and make ‘
changes to your request and .
then click the apply changes e i
button. Once a request has
had action taken on the
request you will not be able to . o
update it.

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

3. Cancel the Request.
4. Make Comments.
5. Add Attachment.

SN 2ceix Commants ONIY

Filels) to Attach
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Further to the right you will see the approval process.

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

Leave Request(s) in Process

Updts Leave Request

tressurerncoceki2oh us
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When you click on the [ icon from the My Leave Request(s) in Process screen you will
see the approval tree and where the request lies in that tree. The tree is set up by the
admin.

Leave Request Status Tree

Grace C Payroll's request for 2.5 Day(s) of Professional from 08/24/2019 058:00 AM to 08/26/2019 04:00 PM

é" Leave Approval Automated Work Flow - Supervisor - All Leave

P Level 1

| T Supervisor {OR}

“Samantha ES Secretary{essec®@ncocc.k12.0h.us} {Miew w/Notify}
S-Kevin Treasurer{treasurer@ncocc.k12.oh.us} {Approver}
~Status: Initiated on 08/08/2019 at 10:53 AM
T Level 2
“OH School - Superintendent {OR}

Retum to Leave Request(s) List Expand All Collapse All
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My Processed Request(s)

This report reflects those leaves that have been completely processed. 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

e Leave Type

e Status

Filtering on any of the areas above requires you to click the Action button to initiate
the filter.

Approved & Exported Leave Request(s)

Q- Go Actions v
View
Approval Leave Type Substitute Last Create

Status Q $ Job Description Requested Sub-Category Status Needed Activity Date Start Date End Date Total Leave Cancellation
Details tg - - payroll Clerk Sick Leave Approved No 08/12/2019 10:27 AM 08/16/2019 08:00 AM 08/16/2019 04:00 PM [;0\25
- = z o o o 1.000
= - - Payroll Clerk Sick Leave Approved No 08/12/2019 10:27 AM 08/07/2019 08:00 AM 08/07/2019 04:00 PM Dayts)
Details =] - - payroll Clerk Sick Leave Approved Ves 08/12/2019 10:27 AM 08/15/2017 0800 AM 08/15/2017 03:00 PM [;;05
(s

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

In the Approved and Exported Leave Requests section

Approved & Exported Leave Request(s)

View
Approval Leave Type Substitute Last Create
Status ® §  JobDescription Requested  Sub-Category Status Needed Activity Date 1= Start Date End Date Totalleave  Cancellation
Details = = = Payroll Clerk Sick Leave Approved No 08/12/2019 10:27 AM 08/16/2019 08:00 AM 08/16/2015 04:00 PM ‘l:(”:
. i - 1.000
Details tij - - Payroll Clerk Sick Leave Approved 08/12/2019 10:27 AM 08/15/2017 08:00 AM 08/15/2017 02:00 PM Day(s)
a < 0 o . . 1.000
Details = = = Payroll Clerk Sick Leave Exported No 08/30/2019 08:33 AM 08/07/2019 08:00 AM 08/07/2019 04:00 PM B x
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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.

When you click on the = icon you will see the approval tree and the date and times
the request was approved. 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.

If your request has the status of Exported, you have the option to cancel the request
by clicking on the X in the Create Cancellation column.

Approved & Exported Leave Request(s)

EE]

View
Approval
Status (S Job Description
Details =1 - - payroll Clerk

When you click the X a leave request will

Go

Actions v

Leave Type
Requested

Sick Leave

Sub-Category

Status

Exported

be created and automatically populated

with the correct information for the leave
cancellation. You can enter comments in
the request as to why the request is being

cancelled.

Click Submit to create the cancellation

request and send it through the approval

process.

08/30/2019

Substitute Last

Needed

No

Activity Date Start Date End Date

08/30/2019 08:33 AM 08/07/2019 08:00 AM 08/07/2019 04:00 PM

New Leave Request

Absences FYTD

18.5 Day(s)

Job

Active - Payroll Clerk
Leave Type

Sick Leave

Balance before  44.75 Day(s)
reguest

See your Sick Leave Requests

Cancellation for Request #:

5395296

Reason
Negative request to reverse/cancel leave time previously Exported

Leave Request#:5395296

117 0f 1000

Start Date (MM/DD/YYYY) Start Time
08/07/2019 08:00 AM
End Date (MM/DD/YYYY) End Time
08/07/2019 04:00 PM
Leave Requested In Day(s)
v
i ? .000

lou Can be Reached

Create

Total Leave‘anceltalion
1.000

Day(s) =

and Posted to USPS. Original

Page 35 of 89



You may choose how many rows to view by clicking on Actions and selecting Rows Per
Page and then select the number of rows you want to display.

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.

Set Leave Starting & Ending Time Preference

You can enter a starting and ending time preference so that when you go to create a
leave request the starting and ending time that you have set as a preference will be
automatically entered into the leave request
when creating a hew request_ Set Default "Start Time" and "End Time" for Leave Requests
1. Enter a starting time
Starting Time 3 Ending Twle

2. Enter a ending time o1 0 01 00
3. Click Set Default Starting & Ending am ™ am

Time Preferences
Clear DEFAULT Time Preferences
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Supervisory Functions

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

[E Leave Request
[E7 Create New Request
I::'; My Request(s) in Process

E My Processed Request(s)

[EQ Set Leave Starting & Ending Time Pref..,

L;':q Supervisory Functions & Reports ™

@ View/Approve/Reject Request(s)

View All Staff Request(s)

L;};'_ Staff Leave Request Analysis

Leave Request Analysis (Para...

53 Set default "Forward To Email® ad...

The Leave Calendar for Supervisor Staff role must be assigned for Supervisory

Functions to display under Leave Requests.

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.

Leave Request(s) Waiting Approval

Q- Go Rows 5 Actions »
approved
Select View Leave Leave
A Approval Substitute Last First Job Type Sub Leave Leave Not
Status Q§ 3 Status Needed Name  Name Full Name Description ~ Requested  Category = Requested  Balance  Exported  Reason  Startdate Enddate Initiated
O owis 8 Fowiigated o gyl Gme  Gmecegrol YO siieme i | BE | S |ae | "EuE | omEG) opED
O oes I8 Pomisitated 0 gyl Gae  Gmcechyl T Sckieme e |2 | B = (S | o) G
O owas g - CEEEED no ool Gme  Gmechyrol QR sikiene Cae  Dod ey oo oM dea
If you want to approve the request without Leave Request(s) Waiting Approval
seeing the details you can click on the check
box.
Q- Go Rows 5 Actions v
Once you have selected the requests to
approve you can click on the Approve Selected Y Pl Substite Lmt it
. | Status Q¥ 3 Status Needed Name  Name
Leave Request(s) to approve requests in mass.
O petails = E"v‘:’";‘“im" No payroll  Grace
You cannot mass approve Cancelled and O | vesi| i Fowimitated o o
Level 1 ¥
Docked requests. To approve these requests T I —— E
Details = Level 1 No Payrol! Grace

you must click on Details.

08/30/2019
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To see the details of a specific request click on the Leave Requesti) Waiting Approval
details link.

Substitute  Last First
-] Status Needed  Name  Name

e
'€<
Eig

o

_ Flow Initiated
Level 1

]
)
(I
z
£

_ Flow Initiated
Level 1

(m]
2
(i
z
£

_ Flow Initiated
Level 1

You can see all the details of the request including the date and time the request was
initiated and any other action that has been taken on the request. You have different
options when viewing the request.

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

MName:
Grace C Payroll

2. If you have the Sub Coordinator or .
Sub Coordinator by Building role you 0873072019 06:20 AM

have the ability to enter substitute o
information for the leave request. Py cit
To enter the information check the e e

Sick Leave

Substitute Needed box.

3. Enter the first name of the

‘Current Balance 44.75 Day(s)

Reason:

substitute.
4. Enter the last name of the
. Start Date: Start Time:
SUbStItUte' 09/13/2019 07:00 AM
5. Enter any comments related to the
. 09/13/2019 04:00 PM
substitute. I
In Dayls) - p
6. If you want to enter comments only oo e

click on Add Comments only after
you have typed them in the
Comments section.

Comments

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

8. You can reject the request by
clicking on the Reject button.

Substitute Schedulad?

First Mame

9. To see other requests for this staff
person for the leave type that was Gt

specified in the request click on All [ s commensonwr | agorore | e |
XXX Leave Requests for User.

10.To see all requests for this specific date click on All Requests for Date(s)
Requested

11.To return to the View/Approve/Reject screen click on Close Window.
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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)

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.

View All Unprocessed Leave Requests for Staff

Employee  tast  Fs s eave  lewe  Susuws Subsun
Neadzd Information

You can filter the information on this screen by clicking on the Actions button.

All the displays on this screen can be downloaded as a csv or html.
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.

Scheduled Seheduled
Sub ub

Kevin

All the information on this screen can be downloaded as a csv, html or pdf.

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  «osk runctionaiity on/oFs)
scheduled for your building or district depending

on the role you have assigned in Kiosk_ AS an Select the Check Box{es) next to the KIOSK Function(s) that are to be available to your district users.
administrator you have the ability to decide —
what is turned on for your district. G Leave Export
Leave Approval AWF
Leave Analysis Parameters
1. Click on District Administrator. I8 Pay siips (UseS)
Pay Slips (PDF)
2. Click on Configure District Options. f“"““”“"*,““

mployee Times

B et
W-2 Wage and Tax Statements

3. In the Kiosk Functionality section click
Substitute Needed.

4. Click Apply Changes.
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5. You can also decide if you

want the Substitute Needed
box checked automatically for

Paosition with this Appointment Type,

classified or certified staff. If ...

you check the box next to Necoes
classified or certificated, Kiosk

Substitute

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.

Default Substitute Needed for Appointment Type

Select the Check Box(es) under "Default Substitute Needed?" If SUBSTITUTE NEEDED is ta be selected by default when requesting Leave for a

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.
; ; . Select Users Roles
2. Click on Update/Delete District Users. I T
3. Search for the staff person, once you have [ District Kiosk Administrator
found that person click on the IRN next to their District Link Administrator
name. HR Administrator
4. Click the check box next to the appropriate role. S mnmser s heapeni
. A A IPDP Committee Member
e Substitute Coordinator will allow the staff s
IPDP District Administrator
person to see requests and schedule B e e
substitutes for the entire district. R
IPDP Statewide Sub Committee Member
e Substitute Coordinator — View Only will allow  mgcave administrator
the staff person to qnly view substitute Leave Approval AWF
requests for the entire district. Bl Lcave Calendar - by Buikding
e Substitute Coordinator by Building will allow B Leave Calendar - by Department Code
the staff person to see requests and B Leave Calendar - by District Building
schedule substitutes for the building irn they [ Leave calendar - by Pay Group
are aSSiQHEd to in USPS. leave[alendar-forDistrictStaff
e Substitute Coordinator by Building — View 4 Leave Calendar - for Supervisor Staff
Only will allow the staff person to see Leave Export Administrator
requests for substitutes for the building irn Leave Export Administrator w/Notification
they are assigned to in USPS. B3 substitute Coordinator
« Substitute Coordinator by Department Code A Substitute Coordinator - View Only
will allow the staff person to filter requests B substitute Coordinator by Buikding
for substitutes based on the department Subst|tute Coordinator by Building - View Only
code that is used within USPS. Substitute Coordinator by Department Code
. . . Substitute Coordinator by Pay Group
e Substitute Coordinator by Pay Group will -
. reasurer
allow the staff person to filter requests for
substitutes based on the pay group that is used within USPS.
5. Click Apply Changes.
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Viewing Substitute Requests

To view requests that have the Substitute Needed box checked.

. . . 8 substitute Coordinator Leave . ~
1. Click on Substitute Coordinator Leave Reports.

2. Coordinate Substitute(s) Needed. ER Coordinate Substitute{s} Needed

B view All Request]s) for District

The top section, District Leave Requests Requiring a Substitute, will display leave
requests where the Substitute Needed box was checked for future dates. Any
comments that the employee put on the request about the substitute will be displayed.
You can sort on any column that the column heading is blue

s page will reload in 03:54

. . [ oo e | =
Leave Approval Reguest Details
1;‘;::;2019 09:20 AM
When scheduling a substitute you can now filter i
leave requests by clicking on the Actions button.
Sick Leave
Current Balance 44.75 Day(s)
1. To schedule a substitute click on Details.
2. Click on the checkbox next to Substitute
09/13/2019 07:00 AM
Scheduled.
09/13/2019 04:00 PM
3. Enter the substitute information. (vt 5555508
1.000
The information typed in will be displayed for the
employee and supervisor. Anytime the
substitute information is updated the employee
will receive and email notification.
Subsmutesmadu\ad?n
o

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

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.

District Leave Requests requiring a Substitute - Past Dates

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 the substitute has already been scheduled. The substitute

information that was entered on the request will be displayed. To display the
substitutes scheduled you will need to enter a date range and click Go.

Filter by Date Range

District Leave Requests with 2 Substitute Scheduled

To see more details of the request or make additional comments click on Details.

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

B Substitute Coordinator Leave _ ~
e Unprocessed Requests

e Approved & Exported Requests £5 Coordinate Substitutes) Nesded

e Cancelled & Rejected Requests B View All Requestis) for District

B3 \iaw,Print District Unprocessed R_.

Wi
B} \iawPrint District Approved & Ex_
Vi

TewyPrint District Cancedled 8; Rej..
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View/Print District Unprocessed Request(s)

The requests in this section will be requests that are somewhere within the approval
process.

View All Unprocessed Leave Requests for District

Sehaclulzd

08/28/2019 0207

PRINT Unprocessed Filtered Requests | Email Notification for Fitered Requests

You can now filter leave requests by clicking on the Actions button.

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.

View All Approved & Exported Leave Requests for District

Approved Mo 5 = 08/12/2018 1027 A

You can now filter leave requests by clicking on the Actions button.

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.

View All Cancelled & Rejected Leave Requests for District

b

PRINT Cancellec/Rejected Flterec Requests | - Emadl Norification for Filtered Requests
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CALENDARS

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.
Click on Update/Delete District Users.

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 Leave 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 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

Select Users Roles
Announcement Board Administrator
District Kiosk Administrator

District Link Adrministrator

HR Administrator

IPDP Committee Chairperson

IPDP Committee Member

IPDP District Administrator

IPDP Statewide Sub Committee Chairperson

IPDP Statewide Sub Committee Member
Leave Administrator

Leave Approval AWF
Leave Calendar - by Building
Leave Calendar - by Department Code
Leave Calendar - by District Building
Leave Calendar - by Pay Group
Leave Calendar - for District Staff
Leave Calendar - for Supervisor Staff

Leave Export Administrator

Leave Export Administrator w/Notification
Substitute Coordinator
Substitute Coordinator - View Only
Substitute Coordinator by Building
Substitute Coordinator by Building - View Only
Substitute Coordinator by Department Code
Substitute Coordinator by Pay Group
Treasurer

the supervisor to see leave for the staff they supervise by selecting one or
multiple staff. This calendar must be assigned for Supervisory Functions to

display under Leave Requests.
5. Click Apply Changes
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My Calendar

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

My Building Leave Calendar

e Leavein Red is R Y
still waiting to be i

approved. August 2019

e Leave in Green
has been
completely
approved.

. Leave in Black is ]
leave that has A
been approved =
and exported to USPS.

Leave Calendar by Building

Will display leave requests for o
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.

EI IR EI

August 2019

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 o

completely approved or exported. ' R (et (s e

1. Select the building you want to
view.

[T

August 2019

2. Click on the > arrow pointing to
the right. S [ —

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

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

Depariment Code Building Leave Calendar

1. Select the department you

IO
want to view. :

Filter Calendar by Department Codefs):

2. Click on the > arrow E—
pOinting tO the right. August 2019

3. Click Apply Selected
Buildings to filter.

Leave Calendar by District Staff

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

1. Select the staff person
you want to view.

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

3. Click Apply Selected e
Emp|0yee(s) to filter. August 2019

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

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

I I
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.
=

Leave Calendar by Supervisor Staff

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

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

2. Select the work flow you
want to view. B

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

S
4. If you want to view a specific
staff, select the staff person
you want to view.
5. Click on the > arrow pointing 1

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

Supervisor Staff Leave Calendar
[ T

August 2019 - September 2019

27 Tuessay 22 Waeinesday

12am
1am
2am
3am
aam
5am
6am
7am
8am
9am
10am
11am
12pm
1pm

s e
EEEEIEESE3E

August 30, 2019
[@ Comera G20220)

wam
tam
tam
Gam
Tam
Sam
sam
twam

If you want to print the calendar click on the Print Calendar button.

R
[ Lo [ oo Lo [ |

August 2019

Sayol Gaca 151

Sort alendar by Employee Name.

Then click Print Report.

Print Staff Leave Calendar - Microsoft Edge = (m] X

£ | hitps://kiosk.managementcouncil.org/apex/f?p=185:96:13806801 14936::RP 96:8.c5=37 1tzz 1refi7BeSM2aQIREss DI3PGVRsqT)_-LigROaikxodN chHIgzk

Print Report -

Supervisor Staff Leave Calendar

August 2019

Monday Tussday Wednesday

Payrall, Graze 11 - 51}

Fayrol, Grace 15 - PR Payrell, Grace (1 - PR Fayroll, Grace (1 - 2R
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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 Sa Leave Administrator
and be able to analyze those requests. The reports you
have access tO are: n View/Approve/Reject District Reqgu...
E.. View Processed/Exported District R...
e View/Approve/Reject District Request(s) R ViewPrint District Request(s)
e View Processed/Exported District Request(s) R Sew/Bont Dot Homoressed.
. . . . @3"-;‘" n/Print Listrict Approv i
e View/Print District Request(s) S

. . B ?:1 View,/Print District Cancelled & ..
e District Staff Leave Request Analysis
3 District Staff Leave Request Analysis

° Leave Expense Report £= District Staff Leave Request Analysi..,
B Export Approved District Reguest(s..,

s Exported Leave History (View/Rever..

3 Maintain Leave Approval Blackout ...

E5 Leave Expense Report

The Leave Administrator role can be assigned to staff and o i e &
multiple people can be assigned this role. B i i

District Link Administrator

HR Administrator

Click on District Administrator. IPOP Committee Chairperson

IPDP Committee Member
Click on Update/Delete District Users. IPDP District Administrator

IPDP Statewide Sub Committee Chairperson
Search for the staff person, once you have found that IPDP Statewide Sub Comrmittee Member

person click on the IRN next to their name. A
4. Click the check box next to the Leave Administrator. e e

Leave Calendar - by Department Code
Leave Calendar - by District Building
Leave Calendar - by Pay Group
Leave Calendar - for District Staff

Leave Calendar - for Supervisor Staff

5. Click Apply Changes.

Leave Export Administrator

Leave Export Administrator wy/Notification
Substitute Coordinator
Substitute Coordinator - View Only
Substitute Coordinator by Building
Substitute Coordinator by Building - View Only
Substitute Coordinator by Department Code
Substitute Coordinator by Pay Group
Treasurer
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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.

Leave Request(s) Awaiting Administrative Approval

Qv Go | Adions™
sost Show Leave
Approval Substitute  Last  First Job Type sub Leave
[m] Bow Q $ Status Needed ~ Name Name  Full Name Description  Requested ~ Category  Requested Reason Initiated Start Date End Date
Grace € 1.000 or 09/13/2019
Details ke - hedul Payroll  Gra Payroll Clerk Sick Leav
a =} Escalated  Scheduled  Payrol e ayroll Cler ick Leave it s st

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.

Leave Request(s) Awaiting Approval District Wide

Qv Go | Adionsv
Show
Approval Substitute Last First Leave Type Leave
Flow Q@ -3 Status Needed Name  Name Full Name Job Description Requested Sub Category ~ Requested Reason Await Approval From
Details = - - Escalated Scheduled Payroll Grace Grace C Payroll Payroll Clerk Sick Leave I‘]:}f\; 08/30/2019 09:20AM
Details = z [z o it No Payroll  Grace  Grace CPayrall  Payroll Clerk SickLeave - 2 sick Kevin Treasurer 08/29/2019 08:45AM
Levell Dayls}
Details = Fiom inthatrat No Payroll  Grace  Grace CPayroll  Payroll Clerk Sick Leave el sick Kevin Treasurer 08/23/2019 10:54AM
Level 1 Dayls)
Details ] Fosetey No Payroll  Grace  Grace CPayroll  Payroll Clerk Sick Leave = 2500 sick Kevin Treasurer 917:04AM
Levell Dayl(s}
Details = Flow In-progess. Mo Payroll Grace Grace C Payroll Payroll Clerk Sick Leave - é:y"‘; sick. Adam K Superintendent 08/22, 09:27AM
?
The next section will include approved request(s) waiting to be exported into USPS.
Approved Leave Request(s) Awaiting Export
Qv Go | Adions v
Show
Approval - Last First Leave Type Leave
Flow @ $ Status Substitute Needed Name Name Full Name Job Description Requested Sub Category Requested Reason Start Date End Date Trans Date | Employeeid
Details - - . Approved No Payroll Grace Grace C Payroll Payrall Clerk Sick Leave - [\];.;C[; sick 08/16/2019 DB:00AM 08/16/2019 04:00PM 08/12/2018 10:27AM HEDO0O100
Details i=] - - Approved Yes Payroll Grace Grace C Payroll Payroll Clerk Sick Leave = ;;ﬁ;] test 08/15/2017 08:00AM 08/15/2017 03:00PM 08/12/2019 10:27AM HEDO0100

You can now filter leave requests by clicking on the Actions button
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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.

Processed Leave Request(s)

Qv Go | Adions v
Show
Approval Substitute Last First Leave Type Leave
Flow ? $ Status Needed Name Name Full Name Job Description Requested Sub Category Requested Reason Start Date End Date Trans Date
Details ] © Rejected No payroil Grace Grace C Payrall Payroll Clerk Sick Leave Q;ﬁ; ek 08/28/2019 02:08PM
000
Details 2 - - Cancelled No Payroll  Grace Grace C Payrall Payroll Clerk Sick Leave ;a_m sick 08/13/2019 08:14AM
y
Details B - Approved Yes Payrofl Grace Grace C Payroll Payrall Clerk Sick Leave - ;;j; test 08/15/2017 08:00AM 08/15/2017 03:00PM 08/12/2019 10:27AM
Details =] - - Approved No Payroll  Grace Grace C Payrall Payroll Clerk Sick Leave - I;a\sj sick
y
Details 5] - cancelled No Payrofl Grace Grace C Payroll Payrall Clerk Sick Leave - ;;fo‘; sick day
1-5 >
* Denates that the Leave Request is NOT available for Export.
Exported Leave Request(s)
Qv Go | Acions v
Show
Approval Substitute Last First Leave Type Leave
Flow D $ Status Needed Name Name Full Name Job Description Requested Sub Category Requested Reason Start Date End Date Trans Date
Details = S 5 Exported No Payrall Grace Grace C Payroll Payroll Clerk Sick Leave ;;y:; sick. 08/07/2019 08:00AM 08/07/2019 04:00PM 08/30/2019 08:33AM

The next section will include request(s) that have been exported to USPS. You can
click on details to see the complete request.

You can now filter leave requests by clicking on the Actions button

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

When you first click on the View/Print District Request(s) 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)
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View/Print District Unprocessed Request(s)
Unprocessed requests will include requests that are somewhere within the approval
p rO CeSS . View All Unprocessed Leave Requests for District 2

Qv Go  Acions™
nopeot mooyee | Lt Est sw o leme  lowe sots  Stute  Swstue | Sl SbAM i Avproa ames
Fow | Q0§ D Name MName Name leaelype  Category Desc  StatDate | EndDate  Requested  Unit Restied” || iformstion T ks Actvity and Dates
Srace Payroll 08/30/2019 09/02/2019 Pow 08/29/2019
Faan
B 8 $ 0100 . | o Fayroll 08202019 08222009 _ Pl in. 08/27/2019 .
P e
Srace Payrall 08/06/2019 08/06/2019 Siom b 08/27/2019
etails <) - 000100 ayrol race ick Le: pins ool 000 ayls) rocess. o - - - e (evin Treasurer 08/27/20
w8 e | R | e | £ | e Ga o oo Bl | P | T | (eI 09212010

1-3
PRINT Unprocessed Filtered Requests | Email Notification for Filtered Requests

You can now filter leave requests by clicking on the Actions button

View All Unprocessed Leave Requests for District

Once you filter the requests, =
you have the option to send e
an email notification to those :
employees attached to the -
filtered requests. You can
also export to a .csv file or -
printed.

Send Notification
Subject:
KIOSK Notification:

Message

The email message willinclude individuslized information about the request for each Employee.

Cancel Send Notification

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 click on the Actions button and
filter on a different date.

View All Approved & Exported Leave Requests for District ~
Q- Go  Adions v
. Start Date is in the last 1 months
Show Scheduled  Scheduled  Dateof
Approval Employes  Last  Fist  Ful Job e Sub Leve  Leave Substitute  Substitute Sub Sub Last
Aow Q% DT Name Name MName  Desc  Type  Calegory  StatDate  EndDate | Requested  Unit  Status Needed Information  LastName  FirstName  Activity Approval Names and Dates
Detats - . uEDcooio0 Pl e o Payol  Sik 08072018 OBOT/019 oo S [ . - . . 08/30/2019  Kevin Treasurer 08/12/2019
s 8 it " payon ek Leave 08:00 AM 04:00 PM 000 i P 0B33AM  Adam K Superintendent 08/12/2019
Grace
Payrall  Sick 08AGR019 081672018 081122019 Kevin Treasurer 06/12/2019
5 B = 2 00070C - 00 i - - -
Bl = HECOOVION: | Fawell | |Gace ;aym" Clerk.  Leave 08:00 AM ozoopm 0 DAl | Aupowd: | (N 1027 AN Adam K Superintendent 08/12/2018

PRINT Approved/Exported Fittered Requests | Email Notification for Filtered Requests
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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.

View All Approved & Exported Leave Requests for District

G

-

Detaiz

nnnnnn

Send Notification

Subject:

KIOSK Motification:

Message

Cancel

Send Notification

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 you can click on the Actions
button and filter on a different date.

View All Cancelled & Rejected Leave Requests for District

Qv Go  Adions
- a Start Date is in the fast 1 months
Show
Approval Empioyeeld  Last First Full
Fow  ® Name  Name  Name
Detail = HEDODO100  Payroll  Grace <€
Payrall
Details 2 HEDOODT00  Payroll  Grace SHisE
Payrall

Job Leave Sub

Desc Type Category Start Date
Payroll Sick 08/02/2019
Clerk Leave 08:00 AM
Payroll Sick 08/12/2019
Clerk Leave 08:00 AM

End Date

08/02/2019
04:00 PM

08/12/2013
04:00 PM

[’
Scheduled  Scheduled Approval
Leave Leave Substitute  Substitute Date of Last Names and
Requested  Unit Status Needed  Information  LastName  FirstName Activity Dates
" 08/06/2019
1.000 Day(s) Cancelied Mo opiel

08/13/2013

1,000 08:14 AM

Day(s)  Cancelled  No

PRINT Cancelled/Rejected Filtered Requests | Email Notification for Filtered Requests

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.

View All Cancelled & Rejected Leave Requests for District

Q- Go | Adions v
show

Approval EmployeeD  Last First Full

Flow ¥ 5 = Name Name Name

Detail =] HEDOOD100  Payroll  Grace SRce
Payroll

Detail 2 HEDOODIOO  Payroll  Grace GuareC
Payroll

08/30/2019

Job Leave Sub
Desc Type  Category Start Date

Payroll Sick 2/

Clerk Leave

Payroll sick 08/12/2019

Clerk ea 08:00 AM

End Date

08/02/201%
04:00 PM

08/12/2019
04:00 PM

ol
Scheduled  Scheduled Approval
Leave Leave Substitute  Substitute Sub Sub Names
Requested  Unit Status Needed Information  LastName  First Name Dates
1000 Dayls)  Cancelled  No

1,000 Dayls)  Cancelled Mo

-2
PRINT Cancelled/Rejected Filtered Requests | - Email Notification for Fitered Requests
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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.

District Employees

Qv Go Rows 10 v | AcionsV See Al Leave for Selected

i

Sick Vacation Personal Personal

an Last First Middle Sick Sick Sicke Approved Vacation Vacation Vacation Approved Personal Beginning Personal Approved

O Empid Name Name Name Acerual Max Balance not Exported Accrual Max Balance not Exported Max Balance Balance not Exported unit
O secantesve Payrall Grace [= 125 2475 2 834 6838 0 300 300 Daily
O seennteave Principal Marcia Es 125 3975 20 3.0 Daily
O seeatleave Secretary Samantha Es 125 200,00 19075 0 1.00 12.00 600 0 300 300 1.00 0 Daily
O see Superintendent Adam K 125 20000 14375 0 1.67 s 300 300 Daily
O secanteave Teacher John Hs 125 13575 0 0.00 300 30 Daily
O seeniteave Treasurer Kevin . 125 20000 13875 0 125 1500 5.00 a 300 300 .00 0 Daily

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.

District Employee Leave Analysis

o~ Go [aamel 25~ | ‘Actiansv
Start End Requested Total Substitute Last Date
Employee ID Status Job Date Date Date Leave Reason Information Activity Exported
Flow Initiated - Payroll Clerk. 09/03/2012 08/25/2012 1 sick - 04/25/2014
Escalated 1 - Payroll Clerk. 09/13/2019 091372019 08/30/2019 1 DrAppaintment 08/30/2019
Flow Initiated 1 - Payroll Clerk. 0171472013 0171472013 01/12/2013 1 Wanted to see what happened when entered from my phone = 04252014
Flow Initiated 1-Payroll Clerk 01/25/2013 017252013 1 04/25/2014
Flow Initiated 1 -Payroll Clerk 01/24/2013 01/25/2013 1 04/25/2014
HEDOOD100 Flow Initiated 1-Payrall Clerk 0471572013 0471672013 04/12/2013 15 sick 04/25/2014
HEDOOD100 Approved 1-Payrall Clerk 087152017 08/15/2017 08/01/2017 1 test 08/12/2019
HE Flow In-Process - Payrall Clerk 08/31/2017 08/31/2017 08/31/2017 1 TESt
HE Flow In-Process 1 - Payroll Clerk 08/22/20 08/06/2019 25 PRofessional
Exported 1 - Payrall Clerk 08/08/2019 1 sick 03/30/2019
Flow In-Process 1 - Payroll Clerk 08/08/2019 25 pd
Approved 1 - Payrall Clerk 08/12/2019 1 sick
Flow In-Process 1 - Payrall Clerk 08/13/2019 25 vaation
Flow In-Process 1 - Payrall Clerk 08/22/2019 1 sick 2 08/27/2019
Flow In-Process 1-Payroll Clerk 08/22/2019 25 sick - 08/28/2019
Flow Initiated 1-Payrall Clerk 08/22/2019 25 sick . 08/22/2019
Flow Initiated 1 - Payroll Clerk 08/23/2019 1 sick = 08/23/2019
Flow Initiated 1 - Payroll Clerk 08/29/2019 2 sick 2 08/29/2019
Flow Initiated 1 - Payrall Clerk 02012 -5 reason . 04/25/2014

You have filter and download options by clicking on the Actions button.
District Staff Leave Request Analysis Paramertized

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

Leave Expense Details Report

Q~ Go Rows Al ¥ Acionsv

Last Name : Payroll, First Name : Grace, Name : Grace C Payroll

View  View/Print Sub sub Registration Other
Leave  Leave Employee  Job Job Leave Total  Leave Start End Last First Fees Lodging ~ Meals  Expenses Mileag
Detail Form [ No. Desc Type Leave  Unit Date Date Name Name Amount Registration Acct # Amount  Amount  Amount Lodging Acct # Amour
Q a o Payroll i S0 | camimas b = d
Q Q HED00O100 | o Professional 1 Dayll 08312007  08/31/2017 5 s000 - s000 52500 s000 - 5350
Q Q HEDD0O100 1 ?:‘rf" Prafessional 25  Dayl) 092472019 09/26/2019 - s10000 - 520000  §50.00 5000 - s42.0
Q a 0100 Payroll i 5 | Gana 5 = = 4
Q Q HED00100 | o Professional 25 Dayl) 08202018  0822/2019 5 510000 - $100.00  $50.00 5000 - 420

Last Name : Secretary, First Name : Samantha, Name : Samantha Es Secretary

View  View/Print Sub Sub Registration Other

Leave Leave Employes  Job Job Leave Total  Leave Start End Last First Fees lodging ~ Meals  Expenses Mileag

Detail Form D No. Desc Type Leave  Unit Date Date Name Name Amount Registration Acct # Amount  Amount  Amount Lodging Acct # Amour

Q Q DOWE00100 1 Hemenfay b ofeceional 5 Dayfs) 04/20/2003  04/20/2009 = 5000 - $0.00 30.00 so00 - s12.0
Secretary

Last Name : Teacher, First Name : Hammer, Name : Hammer Es Teacher

View  View/Print Sub Sub Registration Other
Leave  Leave Employee  Job Job Leave Total  Leave start End tast First Fees Lodging ~ Meals  Expenses Mileag
Detail Form [} No. Desc Type Leave  Unit Date Date Name Name Amount Registration Acct # Amount  Amount  Amount Lodging Acct # Amour
N Elementary
Q 2, PHICOD100 1 School Frofessional 1 Daylg  09/14/2013  09/14/2013 - 5000 - $10000 52500 5000 - s40.0
Teacher
_ ~ Elementary
Q Q FHIDO0100 1 School Frofessional 2 Dyl 09212012 S0.00  XREF12 50.00 50.00 HREF12 s0.0
Teacher
9 - Elementary
Q Q PHICOD100 1 School Professional 4 Dayl) 09142012 091192012 - - s600 - $0.00 50.00 s000 - s0.0

Clicking on magnifying glass will display the actual leave request.

You have filter and download options by clicking on the Actions button.
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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.

Select Users Roles
. AnnouncementBoardAdministrator
There are two roles that can be assigned to staff for =
exporting leave requests. As an administrator you can [ HR Administrator
assign the roles to staff. IPDP Committee Chairperson

IPDP Committee Member

IPDP Diistrict Administrator

C||Ck on D|Str|ct Adm|n|strator_ IPDP Statewide Sub Committee Chairperson
IPDP Statewide Sub Committee Member
Click on Update/Delete District Users. [ Leave Administrator

Leave Approval AWF

Search for the staff person, once you have found that g cave caiendar - by Buiging

person click on the IRN next to their name. 4 Leave Calendar - by Department Code
X . Leave Calendar - by District Building
4. Click the check box next to the appropriate role. 23 Leave Calendar - by Pay Group

Leave Export Administrator - This is the person that i
will export approved leave from the kiosk into payroll. L Casat o

Leave Export Administrator

o Leave Export Administrator with Notification - Thig 8 e fwor Aamimstatorwotiction
. . Substitute Coordinator
is usually the backup person that will export approved

Substitute Coordinator - View Only

leave from the kiosk into payroll when the Leave Export G e
Administrator is unavailable. Receives notification when Substitute Coardinater by Building - View Only
there iS Ieave ready to be exported_ Substitute Coordinator by Department Code
Substitute Coordinator by Pay Group
5. Click Apply Changes. Treasurer

S Leave Administrator

To export requests click on Export Approved District Vil R D
i . View Processed/Exported District R...
Request(s) for Postin B, View Processed/Exported District R
ER View/Print District Request(s)
o District Staff Leave Request Analysis
5
ES District Staff Leave Regquest Analysi...
E—?":' Export Approved District Request(s...
{2 Exported Leave History [View/Rever..|
71 Maintain Leave Approval Blackout ...

ES3 Leave Expense Report
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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.

8.
9.
10.Click Export Select Items.

11. You will be prompted to save the

file a name that you can remember from: hitps:// dw.d3a2.esuk12.0h.us
and can easily locate it. What should Firefox do with this file?
*) Openwith | Notepad (default) -
12.Use your FTP software to transfer the & SaveFile
.csv file from your computer to the [l Doibistitommticeliy fostlehkethis fiom na on:

ASCII format.

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

» Logout ALL District Users from USPS (RPC Session) to release File Locks

Filter by Date Range.

by clicking on S = :
the calendar = . =
icon. You may

a
choose to T
change this date “ [ e
to match your

pay period. )

You can specify a
specific building
for your leave
requests.

You can export for a specific employee id.

You can export for a specific employee name.

You can specify a leave type or export all leave types.
You can specify a pay group or all pay groups.

You can specify an appointment type or all types.

Click the boxes next to the leave request to export them or click select all.

5 3
Opening 161195672 _Leave_Export.csv &J

You have chosen to open
7| 161195672 | eave_Export.csv

.csv file on your computer. Give the ks e

USPS software. When you FTP the
file make sure you transfer it in

ok || cancel
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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
ATTERR.TXT file. If you

. CSV import file 090310_LEAVE_EXPORT.CSV
need further assistance  error output file: ATTERR. TXT
with this load p|ease What does 'Location code' represent? I
contact your ITC. Processing Options:
Post to UPDCAL Current, Future, None: E
Pay account to charge: D Certified object: _ Classified object: _
Import attendance transactions 1 of
(Re) Execute F10 Reset !
F7 Help F11 Save/Recall
F8 Exit
F9 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 again. You need to be careful about
re-exporting 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.

Exported Leave History

Q Go  Acions
Number
Export View Date/ Time Export Requests Exported By Date/Time of Employes ID
Agair Details Start Date End Date Exported Control No Exported Employee ID. Exported By Last Export Last Export Last Exported By
Exp 08/07/2019 08/07/2019 08/30,2019 / 08:33:48 AM 334805305 1 HED00O100 PAYROLL@NCOCC K12.0HUS 08/30/2019 / 08:33:50 AM HED000100 PAYROLL@NCOCC.K12.0H.US

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.

1. Click on Revert
Leave to Approved
on the date that has = =
the exported leave
request in it.

nnnnnnnnn

2. Once the leave requests are displayed, check the box for the leave request that
needs an approved status.

3. Click Remove Exported Status Flag from Selected Records.

Exported Leave Requests Detail
Return to Exported Leave History

Sortby 1= Select

Start Date / All start End Date / End Leave Leave Pay  Appointment
Request D [m] Startdate Time  DetallleaveDate  Time  EmployeelD  EmployesName  Job Desc Type Requested Date Exported Group Type
20190807 005395296 |m] 08/07/2019  OB:00AM | 08/07/2019 04:00PM | HEDOCO100 Grace C Payroll Payroll Clerk  Sick Leave  1.000Day(s) ~ 30-AUG-19 08.3348.953952AM  CL Classified

-1

Remove Exported Status Flag from Selected Records
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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.

To logout users click on Administrative Leave Reports.
Click on Export Approved District Request(s) for Posting.
Click on arrow to open window.

» Logout ALL District Users from USPS (RPC Session) to release File Locks

4. Click on Logout All District Users from USPS.

v Logout ALL District Users from USPS (RPC Session) to release File Locks

Logout ALL District Users from USPS

Maintain Leave Approval Blackout Dates B4 Leave Administrator
If your district has a policy that leave cannot be taken before a
holiday or 2 weeks before schools ends then Blackout Dates
will help maintain those policies. Your staff will still be able to
create a request for a blackout date but the sta ff person will
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.

En View/Approve/Reject District Requ...

View Processed/Exported District R...
y View/Print District Request(s]
o District Staff Leave Request Analysis
x District Staff Leave Request Analysi...
port Approved District Request(s...
y Exported Leave History [V Rever.
BT Maintain Leave Approval Blackout ...

E=3 Leave Expense Report

When you select maintain

Blackout Dates for District: 926 Create
leave approval blackout dates =
|f you have ente red blacko ut Label Enabled  Escalate  StartDate EndDate  EmployeeD  Job Number  BuildingIRN  Pay Group Leave Type Department Code
d t H |I H k & Day Before Christmas Break. Yes No 12/19/2014 12/19/2014 ‘ - L] (a8 » -

a es you Wl see a qUIC & 2015 Thanksgiving break Yes No 11/25/2015 11/25/2015 g e 2 * Personal Leave
summary of those blackout o | emgiet | | e | viese | s
d t [ Day After Spring Break Yes Ho 04/25/2011 | 04/25/2011
a es. . & Day Before Spring Break Yes Yes 04/15/2011 04/15/2011
If you need tO edlt a blaCkOUt & Friday Before Memorial Day  Yes No Personal Leave
date C”Ck On the penC” icon {Z  Friday Before Labor Day Yes Ho Personal Le
' &  Memorial Day Yes Yes
&  laborDay Yes No
@ President's Day tes Ho
& February 21 Yes Yes 02/21/2014 02/21/2014 - - - - Persanal Leave

To create a new blackout date
click on Create.

08/30/2019 Page 61 of 89



1. Give your blackout date a label. For example you could enter End of Year. This
would allow you to enter
a date range for the last
two weeks of school.

Create/Edit Leave Blackout Date

2. Select yes if you want
the blackout date to be Vo Yl = :
enabled. e @n

3. Select yes if you want
the request to be *
escalated t o the leave
admin. By selecting no, : 6
when the employee Building IRN Dept Code
creates the request it will e
go through the normal 002923 - Eapewnod Eementan Senool i oo £
approval process. oy Group Leave ype
Selecting yes will have -
the request go directly to 9 Bl | 10
the leave admin for
approval. e

Enter a start and end date for you blackout.
Enter a specific employee id for this blackout or use the * for all employees.
Enter a specific job number for this blackout or use the * for all jobs.

N o un Ak

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

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.

Blackout Date Motice

This leave request falls on or includes the following day(sk

If they continue with the request, the supervisor will see that the request is on a
blackout date on the supervisor summary screen.
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If you do not want any requests Leave Types (ON/OFF)
to go through for blackout dates |

you can select Disallow Blackout 2 o b
Dates on the District Chck S(e) e e Lesie Type) st (o e ialable L your gt usrs ’
Configuration under Leave Types. p, Do pm, G, B0 ke

When an employee creates a

request on a blackout date they

Holiday

will not be able to submit the B ooy

request. They will receive an

error message. — monteng
B sick Leave

Uninown

Vacation Leave
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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.

KIOSK Functionality (ON/OFF)

1. Click on District Administrator.

Select the Check Boxfes) next to the KIOSK Function(s) that are to be available to your district users.

. " . . . Announcement Board
2. Click on Configure District Options. oy
Leave Approval AWF
Leave Analysis Parameters

3. In the Kiosk Functionality section click sy
Leave Approval AWF. A

Substitute Needed

4. Click Apply Changes.

ge and Tax Statements

Once you have activated the functionality you will need to Select Users Roles
decide who will be assigned the role of e
District Link Administrator
e Leave Approval AWF [ HR Administrator
This is the person that maintains the work flow of :EEEE:: ;":
the requeSts for the dIStrICt' IPDP District Administrator
IPDP Statewide Sub Committee Chairperson
These roles can be ass|gned to multlple people. .IPDPStatewide Sub Committee Member
bl Leave Administrator
1. Click on District Administrator. & Leave Approval AWF
i . i leave Calendar - by Building
2. C“Ck On Update/Delete DIStFICt USGI‘S. leaveCaIendar-byDepartmentCode

Leave Calendar - by District Building

3. Search for the employee and click the IRN next to the g cue coiendar- by pay Group

employee name. [ Leave Calendar - for District Staff
i . Leave Calendar - for Supervisor 5taff
Click the check box next to the appropriate role. 3 Leave Export Administrator

Leave Export Administrator w/Notification
5. C|ICk Apply Changes. Substitute Coordinator
Substitute Coordinator - View Only
Substitute Coordinator by Building
Substitute Coordinator by Building - View Only
Substitute Coordinator by Department Code
Substitute Coordinator by Pay Group

Treasurer
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Creating a Work Group

[ Employee Kiosk Documentation

1. Click on Maintain Leave Approval Automated Work Flows.

A Profile

2. When you enter this section for the first time you will need to 5 ostion Deids
create Approval Work Groups. The Work Groups will be made [l
up of staff within the district that will be responsible for
approving or receiving notification of a request that needs

s |eave Balances

B Leave Request

approval. 2 i ot
. P2 Leave Administrator
3. To start a new Work Group click on Create New Approval
G R Substitute Coordinator Leav...
rou p ' ¥ Maintain Leave Approval Autom..
Define Approval Groupls) for District IRN: 926 %] Kiosk District Announcement Bo...
9 Distri nistrator
2 Correspondence
Q- Go Rows 5 s Actions ™
View
Edit Hierarchy Group Name Group Type Members
4 OH HS - Principal OR 2
rd OH Schoal - Superintendent OR 1
i OH School - Treasurer OR 1
A OH MS - Principal OR 2
& OH ES - Principal oR 2

4. Enter the name of your Group. This could be any name 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
6. Click on the .
drop down custodans D)
arrow to select -
a Group Type.
Your options are
AND /OR Return to Leave Approval Automated Work Flows ﬂ
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7. Click Add Create Group Members.

LAAWF Group

Group Name
Custodians

Group Type
OR

Return to Leave Approval Automated Work Flows m Apply Changes

Group Members

Leave Flows Assigned To w/ Unprocessed Leave Requests

8. 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 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.

LAAWF Group Members: Custodians

Group Member

Cancel/Return m Add Member fo Group

|s Member an Approver?

9. 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 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.
10. Click Add Member to Group
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11.

12.

13.

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
will not be approving requests but
will be able to view them and be
notified about requests. So you
would add that secretary as
another member to the group.

Once you have added all the
members you can click Return to
Leave Approval Automated Work
Flows.

LAAWF Group

Group Name

Custodians

Group Type

OR x |®

Return ta Leave Approval Automated Work Flows Apply Changes

Group Members

Edit Member id Member Name 7= Approver Approver Type
Z Supevisar supervisar ¥ Approver

1-1

You will see your new group in the list

of work groups.

Creating a Work Flow

Create New Approval Group

Qv Go  Rows Actions
View

Eait Hierarchy Group Type Members
21 or

@ or 1
“ OR 1
© or 2
4 OoR 2
@ or 1
“ O - Assistant Treasurer or 1
2 OH -Fayrol or 1
@ OH -Faod Senice or 1
@ OH -Transportation or 1
© Abstract or

“ Custodians or 1
z Supenvisor .13

@ Test or

4 Supenisor 2 OR

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

Leave Approval Automated Work Flows for District IRN: 926

sequence
+3
¥
LA
+3¥
+4
+3
+3
+3
+4
3y
+4
+4¥

Priority Edit Def
Seq n 1t it Leave Fiow Name
1 @ =] Test
2 & B :=}] OH HS Teacher - Professional
3 & G 8 OH ES Teacher - Frofessional
1 & G -5} OH MS Teaeher - Professional
5 “ ] g OH HS Teacher
3 & [ B OH ES Custodian
@ E =} OHES Teacher
8 @ B OH Ms Teacher
9 & G 3 OH MS Custodian
10 4 G B OH HS Cook.
1 @& ) = OHMS Cook
12 @ [ ==} OH Bus Driver

s

08/30/2019

Create New Flow.

Employee Job Building Department Pay Leave Employees
D No. IRN(s) Codels) Group(s) Type(s) Matching
3 AD Sick Leave Q
02923 T Professional
000081 T Professional Ho Match Found
004069 ¥ Professional Mo Maten Found
002923 T Q
000091 ) Mo Match Found
000081 8 No Mateh Found
00406 T Na Maten Found
004069 ; No Mateh Found
002923 c No Match Found
00406 c No Match Found
- B Na Maten Found

Page 67 of 89



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 Create/Edit Leave Approval Automated Work Flow
work flow is for HS
professional leave you may
call it HS - Professional. Just  ..courim s
make sure that whatever you #
name the work flow that it Lo e tore
makes sense to you.

Cancel/Return

3. If this work flow is going to be
for a specific employee click Job Ho
the drop down arrow to select 4]
that employee’s name. Ifitis  =uener
for a group of employees
6
8

leave the * for this field. it

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

Pay Group(s)

5. Click on a specific building or  wwenes
use the * for all buildings.
You can hold the ctrl key
down to select multiple (9 |

buildings. G o | creoe |
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.

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.

Leave Approval Automated Work Flows for District IRN: 926

Priority Edit Define See Employee Job Building Department Pay Leave ees
Sequence Seq [ it Leave Flow Name D No IRN(s) Codel(s) Group(s) Typels) Matching

R =

+y 1

an 2 24 r=

Not Defined Custodians “ - - 003

1 1 . CI |Ck Ad d NeXt Level . Define LEVEL(s) of the Work Flow: Custodians

Return to Leave Approval Automated Work Flows m Add Next Level

Click Add Next Level Button to Add 1st level of the Approval Work Flow.

Save re-ordering of Work Flow Level(s)
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12.Click on the Group ID drop down menu e e G

and select the group that will be the
flrst approvers |n thlS Wor-k flOW. Click Addl Next Level Button to Add 15t level of the Approval Work Flow
.
13.Click Add Level.
CancelReturn

Leave Flow Level

1

Group Id

14.To add another level for this
work flow Add Next Level.

Define LEVEL(s) of the Work Flow: Custodians

. Return to Leave Approval Automated Work Flows Add Next Level
For example the first level ==
you Just added may be the Down/Up Edit Leave Flow Level View Group Hierarchy Group Name Delete Level
supervisor for the leave :: f ' - 2

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

Assign GROUP to the Flow Level

supervisor has approved the
request it will go to the
SLI pe rl nte n d e nt n eXt Unprocessed Leave Reguests Assigned to this Leave Approval AWF

Thare ar no Unprocessed Lesve Requests assigned 1o the Leave Approval Automated Waork Flow

You will see in the example above what it would look like if you added the
superintendent as the next level.

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 Approval Automated Work Flows for District IRN: 926

Employee Job Building Department Pay Leave Employees
[ No. Codet: Matchi

Z
.
2

Sequence SE: it \\I Leave Flow Name
P 1 @ j: i cuitodans

3

43

s .

+3 5

Test

OF HS Teacher - Professional

OH ES Teacher - Professional Prafessional No Match Found

65 & & & 43

o
T Professional Mo Match Found
T
T

T R @ S

OH MS Teacher - Professional # * 004069 Professional No Match Found
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16.0nce you have moved the work flow click update priority sequence to keep the

change.

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.

Leave Approval Automated Work Flows for District IRN: 926

003

+3 1 & G 2 Custodians
+¥ 74 5 <] Test
+3 3 2 G 5] OH HS Teacher - Professional E * 002023
+3 4 @ C g OH ES Teacher - Professional . . 000091
+ 4 5 rig [ (=3 OH MS Teacher - Professional * * 004069
Kiosk will give you a list of employees.
Qv Go Rows 15 v~  Adionsv
Editing Work Groups
1' If you need to edlt a Define Approval Group(s} for District IRN: 926
work group click on
the pencil icon next
to the group you o = ..
want to change. e
Edit Hierarchy Group Name
@ OH HS - Principal
=z OH School - Superintendent
4 OH School - Treasurer
#Z OH M5 - Principal
£ OH ES - Principal
“ OH - Maintenance Supervisar
2. Click on the pencil s
icon to select another ot
employee.
3. A list of all employee requests Group Members
are affected by this work group ——
be displayed. G s smena

08/30/2019

Department
Codets)

Sick Leave

Actions ¥

Pay Leave

Groupis) Typels)

AD Sick Leave
7 Professional
T Professional
T Frofessional |
Last Name
Teacher
Teacher
Teacher
Teacher
Teacher

Create New Flow

Empioyees
Matching

# Q
Mo Match Found
Mo Match Found

Mo Match Found

Jahn
Jahn
John
Jahn

Jonn

Create New Approval Group

Group Type
orR
oR
orR
oR
oR

oR

Members

that
will

Add Group Members
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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 agaln' If that Adding a LEVEL to this Leave Approval Automated Work

iS required you W||| receive the fO”OWing FIn‘.'-'ELAA';‘\-F',".'.'il\requirethattheap!:rn\-ali.ln‘.'.'s.nf?ll.“
Unprocessed Leave Reguests associated with this LAAWF

message . be Re-Initiated

Are you sure you want to ADD this LEVEL to the Leave
Flow?

Cancel m

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 total of 9 leave requests that need to be "Re-Initiated” due to Leave Approval Automated Work Flow (LAAWF)
modifications.

Please click HERE to address these requests at your earliest convenience.

These requests may prove to be problematic to the district supervisors/approvers and/or the users requesting them if not re-

initiated.

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.

Leave Reguests to be Re-Initiated

Re-Initiate listed Leave Reguests

See Leave Substitute Transaction Rebuild
Id it Employee 1D Mame Job Description Type Start Date End Date Status Meeded Date Mecessary
3343507 2  HEDoODTOOD Grate C Payroll Payroll Clerk Professional 08/31/2017 DB/31/2017 :::::;-pme;; Mo 08/27/2019 Yes

Flow In-Process

5393036 = HEDOO0100 Grace C Payroll Payrall Clerk Professional 08/20,/2019 08/22,/2019 Lever2 Mo 18/27/2019 Yes
5395300 2  HEDoooT00 Grate C Payroll Payroll Clerk Professional 09/24/2019  09/26/2019 :::'[';’Pmess o 08/27/2019 Yes
5398942 2 HEDOOO100 Grace C Payroll Payroll Clerk Vacation Leave 09/23/2019 | 0%/25/2019 :::‘;';'Pr“e“ Mo 08/27/2019 Yes

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.

Leave Approval Automated Work Flows for District IRN: 926

Priority Edit Defi see Employee Job Buildin Department Pay Leave Employees
Sequence Seq it it it Leave Flow Name D N IRN(s) Code(s) Group(s) Typets) Matching

+¥ 1 © [ =] Custodians : 5 . 003

+*¥ 4 G -] Test D Sick Le:

+d 3 g [P ==} OH Hs Teacher - Professional * % 002923 * 1 Professiona I Ne Match Found

*y z [iPS ==} OHES Teacher - 000091 T Professional Ne Mateh Found

+9 s @ B t2 OF MS Teacher - Professiana 004065 T Frofessional No Match Found
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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. Se District Administrator

":" Configure District Options

You can also Update/Delete District Users. This would be
the place where you can assign roles to your staff, reset A, Update/Delete District Users
their password, or delete their account.

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)

Search for User

You can also sort the list of employees by clicking on the underlined column headings.

Rows 100 v | Adions™ PRINT Filtered User Login Report

IRN Employee ID User Login Admin Privs User Last Name User First Name User Full Name. Last Activity Date

District Link Administrator
HR Administrator
Leave Administrator

al AWF
Leave Calendar - by Building
Leave Calendar - by Department Code
Leave Calendar - by District Building

926 HEDO00100 payroll@ncocckiZ.oh.us Liara Ealéndat . tyok Cand Payroll Grace Grace C Payroll 08/30/2019
Leave Calend, ' District Staff
r Supervisor Staff
Lea or
ul
i
926 MARDDO100 treasurer@ncacckiZ.oh.us Treasurer K Kevin Treasurer 8 1

District Kiosk Administrator

HR Administrator
Y0UG0D100 supt@ncocck12oh.us Leone Allawitratoy superintendent Adam Adam K Superintendent 081272019
Leave Approval AWF
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Once you have located the employee, you can click on the IRN number next to their
name to display their roles.
You can click on the check boxes to assign roles to the staff person and then click
Apply Selected Roles.

—

Grace C Payroll

Update User Role(s) / Delete User

payroli@ncoccki2.oh.us

Assign / Unassign Kiosk User Roles below
Seict Users Roles
Announcement Board Administrator

Announcement Board Administratar A | District Link Administrator
Distrct Kiosk Administrator ® R Ad
District Link Administrator

IPDP Cc
IPDP Committee Member

1PDP District Administrator

Leave Calendar - by Department Code
Leave Calendar - by District Building
Leave Calendar - by Pay Group -

Leave Calendar - by Building

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

This will reset the employee’s password and the employee will receive an email

message with the new password.

CHANGE PASSWORD

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

Old/Temporary Password

You must enter your old password and
then type the neW One tWIce before MNew Password {must be at least 8 characters)
clicking on *Change Password’. ‘

Re-Enter New Password

Your password must be 8 characters in
Cancel Chal Password
length.

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

1. Click on District Administrator @ e

Require password to contain:

2. Click on Configure District
Options i
3. In the Password Securit By e :
Y

Requirements sections you can
set the following:
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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.

e 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

e 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

e 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.

SappsY  Dlinksv (B Contact Kiosk Admin 2, HSTEACHT@NCOCCK1ZOHUS ¥

When they click on Contact St = ek = e bk sl R SISO O
Kiosk Admin a message box

will display for them to type a
message that will be sent to Subject
the Kiosk Admin. They will

click Send when done typing
their message. -

Compose Message

Message

When you click on Correspondence you will see a o
list of the messages that have been sent. Q Change Password

E2 Cormespondence
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Click on the magnifying glass to see the message.

Correspondence
Status
v
Open
Opened |7 Subject Status Last Message
| think my
09/03/2019 ick : " 4 - T 5
Q 12‘/21‘{1,3PM ?Zlance - Pending My last slip showed | have 20 days of sick leave but Kiosk shows 15 days available. Why is there a difference between the Kiosk and my pay slip?
wrong

You will see a history of the i

correspondence and have
the ability to send a new
message.

Date : 05/03/2018 1221:33F 1
From : HSTEACHT@NCOCCKIZO!

My last slip showed | have 20 days of sick leave but Kiosk shows 15 days available. Why is there a difference between the Kiosk and my pay ship?

VIEW/PRINT ACKNOWLEDGED NWOCA/SSDT HR DATA RELEASE AGREEMENT

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

1 Employee Kiosk Documentation

Click on View/Print Acknowledged NWOCA/SSDT HR Data Release [l
Ag reement. Position Details
Payslip
Leave Balances
You will see a prompt to accept the license. View/Print W-2
Leavee Request
a Leave Calendar(s)
% Substitute Coordinator Leave ..
& Kiosk District Announcement Board

District Administrator

2 Change Password

Commespondence

2 View/Print Acknowledged MCOEC.
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Retum ez Prfile

MANAGEMENT COUNCIL -- GHIO
EDUCATION COMPUTER NETWORK
AGREEMENT FOR LIMITED INFORMATION PROCESSING SERVICES

This Agreement s hereby entered into by and between the MANAGEMENT COUNGIL -- OHIO EDUCATION COMPUTER NETWORK, hereinafter referred to 25 MCOECN or the Council, and the NCOCC TEST KIOSK hereinafter refermed to 25 BOARD. In censideration of tne following covenants, the parties agree 2s follows:

1. Terms of Agreement
This Agreemant s effective for all services covered herein from July 1, 2007 until terminated in writing by one or both parties. This Agreement may be terminated by eitner party upon 60 days written notice to the other party.

2. Services Provided
MCOECN agrees to fumish and BOARD agrees to tiize information 0 the terms and n this Agreement. The services to be furnished are those defined herein. These services are offered to BOARD subject to availability (to be determined by capacity imitations, prior sale, other use, and the combined
requirements of all customers served by MCOECN). MCOECN will notify BOARD of the Gays and hours during which indivigual services are normally available.

i jices. As part of this ill provide HR and reiated data ices to BOARD. BOARD will be responsible for controlli 1o the application ity roles and passwords. Data access will be made available to BOARD and its employees via a secure
socket layer (S5L) web-based connection. This service requires that BOARD utilzes the Iatest version of the USPS software and the USPSweb software available through the State Software Development Team (SSDT), and impiemented and managed by the regional Information Technalogy Center (ITC) utilized by BOARD.

Separately and apart from this Agreemem BOARD agrees to obtainatits own expense the addiional services) and equipmert.or deuice(s) necessary for transmission or recept of computer service(s t ts location{s), exclucing thase speciicaly suppied herein these referenced addtional services nd tems inclde, bt are not imited to,
or other applicable data uding

3. Service To Be Billed
8y having access to the services described herein, BOARD agrees o abide with all applicable laws and any rules or processes speciied by MOOECN. There are no fees directly payable by BOARD for services escribed herein.

4, User Access and Security
‘access to its computing system(s). MCOECN will safeguard BOARD data placed in computer storage units to the same extent that MCOECN safeguards similar stored data of its onn.

If appropriate, MCOECN will assign BOARD identification codes, account numbers, and any other mandatory access featurels) required o g;

MCOECN is not responsiole for the loss of BOARD Gata. Under this Agreement BOARD shiould maintain the primary (master] copy of al data, and provide only a copy of the data to MCOECN. Howeve, 1o provide protection against the loss of service to BOARD, MCOECN will nomally store a current on-fine file for a reasonable period in an off-iine

storage location.
BOARD may use such opticnal entry or application passwords or oter codes and/or sequences as are permitted by the system. However, BOARD i por their use. MCOECN igation to furnish information about them or to reconstruct files or data as a result of such use.

'BOARD viil be responsiole for all usage incurred on its identification codes andifor account numbers, according to the logging method in use for the service(s) provided.

MODECN agrees not to disclose any materials, information, or other data relating to the operation of BOARD, to other individuals, districts, or ies, without prior consent s required by a lawful court order or to report inappropriate or flegal activiies to law enforcement officials.
Al stored data shall remain the property of BOARD per ORC 149.011 [G] and OAC 3301-3-06 [AL In the event th MCOECN to retum all to BOARD or to destray it within toretum it

5. Standard of Service
10 B00AM, and every Sunday from 10:00AM to 600PM. Maintenance windows are not utiized every week, and an announcement will be piaced on the zpplication portal when

TP services v uncer 1S Sgreament i SCNeCU 10 b 2V 6ie 24 nours e 0y, 7 035 per e 2 every :
maintanznce windows are expected to cause The services provided the tions of any 1 Technology Center (TTC) wtiized by BOARD for the hosting of USPS and USPSweb znd related data.
In order o offer the best senvice possible toal ts customers, MCOECN may, from time to time, make changes in the rules of operation, languages, schedues, devices, equipment, storage facites, Identification codes and procedures, and ather ich are invoived i d

6. Force Majeure

the first partylls E ftation any act of God, inclement westher, falure or

Neither party shall be liabie to the other for any loss or damage which may be suffered by the other party, or for any failure to perform s obiigations under the Agreement to the extent that such damage or falure is due to any
e in manufacture, production or supply

shortage of power supplies, flood, drought, ightning or fire, strike, lock-out, trade dispute of labor disturbance, the act or oMmission of Goverment, highway authorities, public telecommunications operators or other competent autnority, war, terrorist activties, milltary operations, or riof, difficuity, delay or
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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.

1. Login to USPSWeb
2. Click the + next to Date Codes — —
3. Click on New e
4. Enter Date Code ‘: g:;ugg;ne:ndes | Accept ‘ | Cancel ‘
= New
5. Enter Description Ty, =
@ Aftendance i DateCodeAdd |
6. C|ICk OI"] Accept : EGEC'AL :|DaleCode DL ‘Deacription Driver's License|
oy
i# Help
=l Logout

7. Click on the + next
to Employee J Home | Logout

8. Click on Query S—
S Eraae Employee Query

9. Enter employee’s

1=l New | Search ] |Hear |
name = Query
. [# Deduction Codes Id:
10.Click Search # Date Codes SSN.
# Attendance )
¥ UPDCAL Last Name: Teacher
B M First Name:
+ Utilities :
@ Admin Show Concealed Employees: | |
# Help In order to search by first name a last name must
= Logout also be entered.
J Home. \ Logout
G
R , o New | search || clear |
11.Click on the employee’s name o |
f‘ Date Codes SSN
- Z“:SS:HLCE Last Name: [Teacted]
t E First Name:
= i:‘l:‘:‘s Show Concealed Employees: |
* Help In order to search by first name a last name must
=l Logout also be entered.
Employee Search 0] ame +First Name = Middle + Suffix $

David MS
Emily ES
Ginger MS
Hammer  |ES
John HS
Kasey ES
Kathieen  HS
Ken Ms
Lisa HS
Liz HS
Sarah HS
Tamm ES
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12.Click on the + next
to Employee Dates

13.Click New

Home Portal | Logout

= Home | ExpandAll || Collapse Al

' Emhfﬂee Employee Details

= Query E Id Last Name First Name Middle Suffix
Jobs = #4 J ¥ GRA000100 Teacher  Emily ES

Deduction Codes

Employee Deductions

Date Codes Last Paid Date

Employee Dates 024272009

= New -
1= Query = * Employee Deduction Information
Attendance |

UPDCAL

U E B

]

I

14.Enter the date the item was completed
15.Select what date code this employee date is associated with.

USPS - Sample City Scl

Home Portal | Logout

= Home

= Employee
= New \M‘ | cancel ‘
= Query

* Jobs

+ Deduction Codes
# Employee Deductions Id Number Last Name First Name Middle Suffix

B Date Codes GRAQ00100 Teacher  Emily ES |

= Employes Dates Employee Date Add |

: g::w Date | 06/04/2012 &||Date Code/Description ‘zl |Comments. Date Wave Flag| No  ~ |
+ Aftendance | |Date u/|Date CodelDescripﬁon‘ BCI-BCI |Commenls Date Wave Flag| No
S Date ~4|[Date CodelDescription | DL-Drivar's License [comments Date Wave Flag| No -
+ Benefit SCl-State Certificate ID 4
+ EMIS |[Date i/ [Date Cod iption | TB-TB Test I Date Wave Flag | No  ~
# Utiliies
& Admin Date u||Date Code/Description + [Comments. Date Wave Flag| o » |
* Help ||Date. =||Date Code/Description ~ [Comments. Date Wave Flag | No -
= Logout
Date =4]|Date Code/Description - [Comments Date Wave Flag| o - |
Employee Search ||Date t||Date Code/Description ~ [Comments. Date Wave Flag | No =
Date u||Date Code/Description + |Comments. Date Wave Flag| N0 ~ |
Date ~i|[Date Code/Description + [Comments Date Wave Flag| No -

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
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 District Maintenance button

District Date Codes

Perform District Date Code Maintenance

Expiration Number of Days

Date T= Date Code Term Prior to Expiration

Code Description In Days to Notify Notification Message Status

BECIl BCl 30 30 Please have background check completed. Thank you. Active

DL Driver's License - - - Active

5CI State Certificate D - - - Active

TB TEB Test - - - Active
1-4

Perform District Date Code Maintenance

5. Enter the expiration term in days. This is the number 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.

District Date Code Maintenance

Returm to District Configuration Cancel/Refresh  [EEEIUTWELRTY

Number of Days
i atic

Expiration Term Prior to Expiration
Date Code Date Code Description In Days to Notity Notification Message Status Last Updated By Last Updated Datetime
Please have background check completed. Thank you
5 sa 20 0| Adve | TREASURER@NCOCC.KI2.0H.US 08/30/2012 0208:21, 101585000 PM
T TB Test Adve - TREASURER@NCOCC.KIZ.OHUS 08/30/2019 02108:21,107729000 PM
scl State Certificate ID 1 Active TREASURER@NCOCCK12.0HUS 08/30/2019 02:08:21,105710000 PM
oL Driver's L Adie TREASURER@NCOCCKIZ.OH.US 06/30/2012 02:08:21.103755000 PM
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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.

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.

High-Volume Updates

2. Click on Configure District

Load Positions for All Registered Users

Options.
Click the button below to load the POSITION information for all registered employees. Loading the employee POSITION
information for the entire District will populate the
3 . Cl ick On Loa d Positions fo r Al I Job No, Building IRN(s), Department Code(s) and Pay Group(s)
Reg iste red U Se rs b utto n fields used when creating/modifying a Leave Approval Automated Work Flow for the District.
.

Load Positions for All Registered Users with District IRN = 926

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.

1- C||Ck on DlStrICt User Account Expiration
Administrator.
Automatically delete user accounts that have had no login activity after:
- - Mever s
2. Click on Configure never |
District Options. s

270 Days

3. Select the numbers of déyé 'Wdfir;gréé:tivity.

4. Click Apply Changes.

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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Actions  adions >
Select Columns

i
W Filter
B Rows PerPage >

‘6{\, Format 4

H Save Report

[& Reset

®

J Help

Download

[«

Select Columns

Select Columns will allow Saablaias

you to which columns are _
Do Mot Dizplay

displayed in your report. Aesop Conf
Building Name
Leave Flow Name

The columns that are
currently not being
displayed on the report are
displayed on the left.

Moving them to the right
allows that column to be
displayed and filtered on.

Filter

Filter will allow you to take the Fiter
columns that you see in the report  «ew
and narrow your results based on

Display in Report
=

5 | Lol T
B | Show Approval Flow
o «span class="fa fa fa-paperclip” ttle="Attachments™=«/span= G
=span class="fa fa fa-dollar” width="20" length="20" title="Expense? =</span=
> Employee ID +
Last Name
+
< First Name i
¢ |Full Name
| Job Desc
| Leave Type
Sub Category
Start Date W
Cancel Apply
x
@ coumn O Row

[Leave Type
those columns.

Under column you choose what
you want to filter on, such as start

date, end date, leave type, substitute needed, etc.

Based on the column filter you use you then will be prompted to select an operator like

=, >, <, etc...

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.

08/30/2019

To remove a filter you can click
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View All Approved & Exported Leave Requests for District

Qv Go | Adions ¥

Leave Type = ‘Sick Leave
Status = ‘Approved'

show
Approval Empioyeeld  Last First Full Leave  Sub Leave
Fow Q¢ 1= Name Name Name JobDesc  Type  Category  StartDate  EndDate  Requested
samantha 7
01/13/2¢ 01132014
Details =] - - DOWDODIOO Secrefary  Samantha  Es Elemeribag: | Sk - 130, | IR0 | oy
Searetary  Leave OT00AM  03:00PM
Secretary
Elementay .,
Emily Es Sick 04/3072014 047302014
Details ta - - GRADDDIOD  Teach Emih School = ¢ . 7.000
o et Bl I cnantill Bined i Teacner o0 Leave 0BOOAM  0300PM
Elementayy . e
. = || = | camoonms Emily Es sik oS/252011 0262011 oo
ousts 13 R0 e ey OOE st (L RS EE
. - N i GraceC  Payrall sick 08/152017  08/152017 i
Deish e HEDODOTON: | Femred e Payroll Clerk Leave om00aM  o3o0em 0
. i . 0 GraceC  Payrall Sik 00
Details 2] HEDODDTOD  Payrall Grace s pis e 1.00

<

Rows Per Page

Select Columns will allow you to select the number of rows that are

displayed on the current report you are viewing.

The rows per page preference is not saved when you exit the report. :

Format Options

Sort

Leave
Unit Status

Dayls)  Approved

=

s Approved

1

s Approved

Dayls)  Approved

Daylsh  Approved

Scheduled  Scheduled
Sub Sub Date of
Substitute  Substitute Last First ast
Needed  Information Name Name Activity Approval Names and Dz

02/26/2014  Marcia ES Principal 02/21/20

L 0415 PM  Adam K Superintendent 0277

02/2672014  Adam K Superintendent 02/

e 04:15PM  Grace C Payroll 02/21/2014

0771472017
01:34 PM

ves Grace C Payroll 07/14/2017

Ves

08/12/2019
10:27 AM

No

PRINT Approved/Exported Filtered Requests | Email Notification for Filtered Requests

Adtions ¥

[ Select Columns

W Filter
5
Format >
@, Forma :
@ Flashback @ 10 '
[ Save Report 15
[E Reset 20 t
@ Help % i
1
50 )
&, pownioad
100 §
B2 Subsaiption ]
w00
Al
. &r (
oll Grace = i |

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

section and sort your results.

You can have multiple sorts on the information.

Control Break

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

08/30/2019

Control Break

Column

Status

1 [- Select Column -

| [Enabled .|

2 [- Select Column -

| [Enabled .|

3 [- Select Column -

] [Enabled |

4 |- Select Column -

<] [Enabled |

5 |- Select Column -

| [Enabled

6 [- Select Column -

| [Enabled |

fanl m
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View All Approved & Exported Leave Requests for District <

Q- Go | Adions ¥

Leave Type : Compensatory Time

Show Date of
Approval Employee D Last First Ful Sub Leave Leave Substitute  Substitute Scheduled Sub Scheduled Sub Last
Fow ® § ] Name Name Name JobDesc  Caegory StartDate  EndDate  Requested  Unit Status Needed Information Last Name First Name Activity Approval N
Elementary - . . Grace C Payroll
- o Emily E5 08/13/2010  08/13/2010 5 08/13/2010
Details tg - GRADOTOO  Teacher  Emily v Sehool E s | e | 200 Hourls)  Approved  No = 2 s osaipw  AdamKSuperir
Teacher Marcia ES Princ
Elementary . Grace C Fayrall
, = i Emily E5 08/23/2010  08/23/2010 " 08/13/2010
Details =] - GRAOTOO  Teacher  Emily el Scnool - ot | o | oo Hourls)  Approved  No - - - o33ipw  AdamKSuperir
Teacher Marcia ES Princ
Leave Type : Personal Leave
Show Date of
Approval Last First Full Sub Leave Leave Substitute  Substitute Scheduled Sub Scheduled Sub Last
Flow $  Employeeld  Name Name Name JobDesc  Category  StartDate  EndDate  Requested  Unit Status Needed Information Last Name First Name Activity Approval N
Adam K Superir
MarcaEs  Elementary 06/04/2013  06/06/2013 12/03/2015
tg B 000100 . 500 <nobrsSmith</nebr>  <nobrsJim</nabr>
Details =} ABLOCOT Principal  Martia Princoal  Principal e | Dione | 1S Dayis)  Approved  Scheduled nobr- Smith</nobr: nobr-sim</nabr- TUENE Adam Ksuperir
Adam K Superir
Elementary Approved .
Defautt . Emily E5 Q2172014 027222014 § 051872015
Detalls ot - GRADOT0O  Teacher  Emily Tenifien Scnoal = Sooss | oxonpe Hourfs)  (Blackout Mo : - Ti3ian  Grace CPayroll
Teacher Date]
. Elementary o p— Approved R
Dt DU  cmowin  Texher  Emy  EME SRV owlsaot IR0 gon ey eed e - : : WS e

Highlight

Highlight will allow you to take the display that you see in the employee leave analysis
section and highlight the specific N .
data. You can select the

background and text color and ﬁl:l

whether or not you want a row or
cell highlighted. For example if el — NE——-
you want to highlight all the sick O el ) el lrange] o)

leave you would select the column e

of sick leave and use the operator R =1 S| I
of = and the expression of sick

leave. All the sick leave would be care

highlighted with the colors you chose.

View All Approved & Exported Leave Requests for District 2

Qv Go | Acions™

tatus = ‘Approved

Leave Type = ‘Compensatory Time

Leave Type : Compensatory Time

show Date of
Approva Employee D Last st Fu sun Lewve  lewe Substiute  substitte  Scheduted Sub Scheduied sub Last
Fow Q0§ Name Name Name JobDesc  Category  StatDate  EndDate  Reguested Uit Status Needed Information Last Name First Name Activity Approval N
Eementary Grace C poyrol
) - Enity s oB130010 08132010 o/1372010
Detais 2 - - GRooi0  Techer  Emy  DOES s - I Hours)  Approved o - - - /100 Sdom K superc
Teacher Marcia €5 Princ
ementary Grace C payol
” Emity £5 06p3R010 082372010 o8/13/2010
Details 2 - - GRA0DO100 Teacher Emily Tebeher School - 03:00 PM 06:00 PM 3.000 Hours) ~ Approved Mo 03:31 PM Adam K Superir
Teacher Merci €5 Princ
Leave Type : Personal Leave
show Date of
Approval Last st Fui su Leve  Leove Substiute  Substtte  Scheduted Sub Scheduied Sub Last
Fow © § Employeed  Name Name Name JobDesc  Category  StatDate  EndDate  Reguested Uit Status Needed Information Last Name. First Name Activity Approval N
Marcia Es Elementary. 06/04/2013  06/06/2013. TeifaGys: | K sumeny
Detls B . . ABLOOOIOD  Pincpal Maca  MardREs  ement oM | OIS | i Dayi  Approved  Scheduled <nobeSmith<nobrs  <obrsimenobr AZ/20S pdom K Supeic
Adam K Superc
Eementary 0 Approved w5
Defaut i e | Emiyes  Eeme B T outs  Gacrodt Mo sass
Detsts DML Guaoooi00  Teecher  Emy  EOVE oo ROV | A | o Hour)  (Backout N SIS Grace Cpayrol
Teacher Datel
ementary Approved ”
Detaut Emiy £ . oayisaon oaiszon osrisra0rs
Detais S - GRAOI0 Teener  Em sool 2 s000 Houly  {Backout N Grace C Pyl
Approvel L CHOOAM  0300PM i | e T2 AM ”

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

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

and computed columns to your report.

Compute

Format Mask

Show Approval Flow 7 lal 5] =

A
B

C. Leave Flow Name R ERE
D. Empioyee D

E

Full Name

F. LastName

Aggregate
Aggregate will allow you to take the display
that you see in the employee leave analysis Aggregate x
section and select specific functions such as
count, sum, average, etc. You can use the .
aggregate multiple times with the same e <]
information. Once you choose your function,
your information will be displayed on the last concel [
line. See example below where a count was
done on Total Leave.
Chart
Chart will allow you to take the display chan x
that you see in the employee leave o B, 0}y] O 5 O
analysis section and see that data as a i —

. Lsbel  [~Select Column - O] AxsTletorlabel [
chart. The available chart types are e [Smmcom- g N
horizontal bar, vertical bar, pie or line. = e P
Group By
Group by will all you to
group the data on your s :
report by a specific column R <
and then create a sum, e
average, median, maximum, e — o | Il =i
or count on that data.

08/30/2019
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Pivot

Pivot reports transpose rows
into columns to generate results
in a crosstab format.

Select pivot columns and rows

and then provide the functions 1 S ] (-5 ao- 5 Il O
to be represented in the pivot

report el S
Flashback

Flashback will allow you to view data as

it existed at a previous point in time. PRl -

Enter the time in minutes and you will
see the data as It appeared at that A flashback query allows you to view the data as it existed at a previous point in time.

p0|nt- Ag cfl:lminutee ago.
Cancel m

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.

Save Report %

Name | My Report

Description | |

Cance] m

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

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

Download

Download will allow you to save the report as a csv, html, Download x
email, or PDF. These options vary based on the report you

are V|eW|ng. Choose report download format:

E B =

HTML Email

Cancel
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SUMMARY OF ROLES AND RESPONSIBILITIES

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

Announcement Board Administrator (Page 7)

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 73)

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 10)
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 50)
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.
e 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 64)
e This is the person who will create and maintain the automated work flows for leave approval.

Leave Export Administrator (Page 57)
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 57)
e This is usually the backup person that will export approved leave from the kiosk into payroll
when the Leave Export Administrator is unavailable.
e Receives notification when there is leave ready to be exported.

Leave Calendar — by Building (Page 46)
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 47)
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 46)
o 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 48)
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 47)
e This calendar lists all district personnel in alphabetical order.
¢ Individual employees can be selected.

Leave Calendar — for Supervisor Staff (Page 48)
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 40)
e This is the person or persons that will assign substitutes as needed.
¢ Receives notification when a leave has been cancelled.

Substitute Coordinator — View Only (Page 40)
e This is a person who needs access to the Substitute Coordinator information but will not be
assigning substitutes.

Substitute Coordinator by Building (Page 40)
e This is the person or persons that will assign substitutes as needed by building.
¢ Receives notification when a leave has been cancelled.

08/30/2019 Page 88 of 89



Substitute Coordinator by Building — View Only (Page 40)

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 40)
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 40)
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.
¢ Receives notification when a leave has been cancelled.

Treasurer (Page 76)

o 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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