Kiosk Enhancement Release ME2-2021
Technical Document Process

CALENDAR ENHANCEMENTS

1. Calendar Date Range Option Added To Kiosk Calendars ME2-9
Description:
o Filters added to Calendars for start/end date at bottom of the screen
e Alphanumeric sorting is enabled

Location of the enhancement:
» Click on My Leave Calendar
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> Click on Clear Dates to reset the filter

View a Date Range
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Kiosk Enhancement Release ME2-2021
Technical Document Process

2. Filter by leave type will be added to all leave calendars ME2-18

Description:
o |eave type filter added to the Filter Request screen for all calendars

Location of the enhancement:
» Click on My Calendar or as an admin click on Leave Calendars

The calendar will filter by the leave type you have selected and/or including the dates selected in the
filters

Dapps? Dlinksv R ADAMS@MCOECN.ORG ¥
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Kiosk Enhancement Release ME2-2021
Technical Document Process

» Select the leave type to apply the filter
» Click on submit

» And based on the dates criteria the results will show on your screen:

View a Date Range

. =

Leave Calendar Range

OCTOBER 2021
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Kiosk Enhancement Release ME2-2021
Technical Document Process

LEAVE REQUEST ENHANCEMENTS

3. Leave Request date button default ME2-10
Description:
e End date is defaulted to the same date as the start date

Location of the enhancement:
Click on Leave Request

Click on new leave request
enter leave type

enter reason

enter/select start date

YVVYVY
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> Once the date is selected the ‘end date’ is defaulted as well to the same day

“: Employee
pat Kiosk

Employee Kiosk Documentation
New Leave Request
Profile

Position Details

Leave requests FYTD

16 D
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Kiosk Enhancement Release ME2-2021
Technical Document Process

4. District configuration % of staff leave threshold updated to accept threshold by building
ME2-11
e Each building can be configured to have a % threshold for leave requests
e Once the percentage of the amount of active employees threshold is set up by building, then the
Create Leave request option will have the control in place.

e The supervisor approval page will now show the Threshold Exceeded message once the threshold
has been crossed.

Location of the enhancement:

Click on District Administrator

Click on District Options

» Scroll to the Absence Warning Threshold Section

787

S rmoioyes Kiosk Documentation

Hign-volume upaates KIOSK Functionality (ON/OFF)

Load Pasitions for All Registered Users Select the Check Box(es) next ta the KIOSK Functionts) that are fo be available to your district users.

POSITION information for all registered employees. Loading the
or the entire District will populate the

Job No, Building IRN(s), Department Code(s) and Pay Group(s)

fields used when creating/modifying a Leave Approval Automated Work Flow for the District

Laad Positions far ANl Registered Users. with District IRN = 46276

Mass Email Update Gota
Apply Changes
Load and Update District Email Changes
Employee Prafile Sections (ON/OFF)
Employee ID/Usemame update | o |
Select the Check Bax{es) next ta the Employee Profile Sectionis) that are to be avallable to your district users.
Option for updating employes usemame, empleyee 10
or both,
Page notifications m oyee Dates - Other
Manage custom notifications per Kiosk page.
Aoply Changes

» To configure each building, the District Administrator will need to perform the 4 steps below.

» The edit button (1) is used to update the staff percentage once you click on the staff percentage for 1
building

» The add button (2) is used to add a building for which you want to include a percentage threshold. You

will need to add a row, select a building, and enter the threshold percentage
» The save button (3) is used to save the information that was just entered for that building

T lcompensatary Time.
. Clbock
Motification message (max. 4000 characters) Cliury Duty
Cliury Du
ClMiitary
O [ £ Meeting o e v
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Dpect
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N Civticary
Absence Warning Threshold 0o o Em=
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x
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Lymchbu ) v
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AESOP Integration Ll 5
<~
Enaie AESCP ntegrtion
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Current AESOP Status
Disabled
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o
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The contextual menu (4) contains the delete

Absence warning threshold per Building 4
3
QV Search: All Text Calumns Go Actions v Edit m Add Row E Reset
= Building * Control T2 Staff percentage
~ ntary Scho Threshold pct 10
L, Single Row View
2 School Threshold pct 1
F Add Row N
[Ty Duplicate Row
1 fov Total 2
S Refresh Row
3
= i
This is what the message will look like before the Supervisor approves the leave.
@0 Employee Kiosk Documentation
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i e Suts Subste | ot | | gy T R
[Be View/Print W-2 - L
How ittt 1000 1000 0.00 st 2r29201
E3 Leave Calendar(s)
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Kiosk Enhancement Release ME2-2021
Technical Document Process

5. Advanced Used and Advanced Max fields to the leave balances in the Kiosk ME2-12

Description:
e These are fields that are in the USPS software. If the balance is 0 or null, it will display 0 on the
screen.

e They will only be displayed on the Leave Balances screen if they are configured to do so.

Location of the enhancement:

To Configure the Advanced Used & Advanced Max display fields
Click on Kiosk Administrator

Click on Edit/Update District

Scroll to the Leave Balances Section

Appsy Dlnksy R ADAMS@MCOFCN.ORG ¥

RS Agreement Acceptance
ACCEPTED
Leave Balancs Detal ON/OFP)
Leave Sub Category Maintenance s
ok
e
b P——— Require
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J
District Date Codes
> To see the Advanced Used & Advanced Max amounts
> Click on Leave Balances
[0 Employee Kiosk Documentation
Leave Balances
L Profile
&3 Position Details Monthly Accum Begin Advance Advance
Accrual Unit Max Bal Used Max Used Balance
Payslip
P I
L:f/‘:”a N/A  Daily 3000 3.000 | - s 0.0 1.000
ila Leave Balances
S 1.250  Dail 200.000 N/A | 0.000 0.000 0.0 59.750
[R View/Print W-2 Leave " A ; & : ' ; P2
Leave Request ‘L’:j:"” 1250  Daily  35.000 NA | - - 0.0 19.750
E3 Leave Calendar(s) 1 3
96 Leave Administrator NOTICE: Displayed Leave Balances may not refiect current activity due to delayed posting.
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Kiosk Enhancement Release ME2-2021
Technical Document Process

6. Modifying Leave Requests for a Calamity Day ME2-13
Note: This feature will be available for “KIOSK only” districts
Description:

e Only can cancel days that are unprocessed

e If the day has been exported; then the employee needs to create a negative request to get the day
back.

Location of the enhancement:
» Click on Leave Admin
» Click on View/Print District Requests dropdown
» Click on View/Print District Cancelled & Rejected Request(s)

[0 Employee Kiosk Documentation
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Kiosk Enhancement Release ME2-2021
Technical Document Process

» At the top of the page, click on ‘Calamity options’
» Click on the day you wish to mark as a calamity day

Employee

Bipe Dihe |

Startdate Enddate

» Verify the date you selected and the staff affected are correct (#1 & #2)

» You may change the Subject line #3

» Enter a message for the notification #4

» Click on “Process Calamity Day” #5

&
o £ Clearcaamity day seection
Filtered Leave Requests e
T Employeeld Name Jobno  Jobdesc  leavetype  Reason Startdate Enddate Detal Leave Date  Detail Leave Time  Leave Unit Status

send Notification

» After it's processed; it will show cancelled for the employee.

» Click on View/Print District Requests dropdown

> Click on View/Print District Cancelled & Rejected Request(s) for a report

Emgloyee e o R HosaLL -

0 Fmps
Profile

=

ol e Sb
Do | Tpps | Cotmgory | Siwileie | EndDuin Approvel Nomes =

PRINT Cancelled/Rejected Fiered Requests | Eansi Notification for Fitered Requests
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Kiosk Enhancement Release ME2-2021
Technical Document Process

7. Leave Request sub caller or an administrator taking the call off ME2-14

Description:

o Allow a leave request to be entered for staff member by another staff member (sub caller or admin
taking the call off). The users had this in AESOP, but want it in Kiosk instead. It is to include a notes
section for who called in the request

e Only available for districts that are NOT integrated with Aesop

e Anyone with the following role would be allowed to do this:

o Leave Administrator
o Note: Functionality is NOT available to ITC staff

Location of the enhancement:
» Click on Leave Administrator dropdown
» Click on Employee Leave Request

View Processed/Exported District
= Employee Impersonation (as Sub Caller)
Request(s)
Eﬁ' ViewyPrint District Request(s)
F'@ District Staff Leave Request Analysis User
Export Approved District Request(s) for
B Filter Users Y
Posting
Exported Leave History Users
Q.
(View/Revert/Re-Export)
Export other District Request(s) for Select the user to impersanate
r
Posting
Maintain Leave Approval Blackout

Dates

23 | eave Fxpense Report

[ Audit Report

§§= Leave requests detail days
<

Iﬁ' Employee Leave Request o
Impersonate User (as Sub Caller) {}

(& Leave Approval Automated Wo
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Kiosk Enhancement Release ME2-2021
Technical Document Process

» Once you select a staff member, you get the below message, then click on the ‘Impersonate User (as
Sub Caller)’ button:

.Employee

Kiosk

View Processed/Exported District
Employee Impersonation (as Sub Caller)

v
Request(s)

[ER View/Print District Request(s)

F@ District Staff Leave Request Analysis User
Export Approved District Request(s) for
Filter Users V
Posting
Exported Leave History Users
Q
(View/Revert/Re-Export)
Export other District Request(s) for o

&
Posting

Maintain Leave Approval Blackout

Dates

o Exreai Ee——

P Audit Report

88 Leave requests detail days

6 Employee Leave Request

You will be logged out of your current session
(@ Leave Approval Automated Wo and will enter Kiosk as the selected user, just for Leave request
related processes

%] Kiosk Announcement Board Be aware that all the activity will be logged.

ol A Please close the Sub Caller session once you finish.

Impersonate User (as Sub Caller) {)
Change Password

Correspondence

» As the Leave Administrator, you will see a notice at the top of the screen indicating that you are
impersonating the user.

< C @& kioskdev.managementcouncil.org/ords/f?p=185:3:1198523

Q B % &

BAppsy Dlnksy L DAVISEMCOECNORG ¥

Q1 Employee Kiosk Documentation ADAMS@MCOECN.ORG logged as DAVIS@MCOECN.ORG

R Pprofile Employee Profile
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Kiosk Enhancement Release ME2-2021
Technical Document Process

» Click on Leave Request

» Click on Create New Leave Request
@ Employee Profile x + w = X
<« C @ kioskdev.managementcouncil.org/ords/f?p=185:3:1198523878 a ® fr &

@AppsY Dlinks¥ L DAISEMCDECH.O

Employee
iosk
Employee Profile
Request Profile Data Change(s)
Employee ID:
Name

Contact Inform:

Other Informati

Employee Date:

https//idoskdev.managementcouncilorg/ords/Pp=185:311985238788756:
111380 —

» Enter all pertinent information for the leave
» Click on submit

Employee Kiosk Documentation ADAMS@MCOECN.ORG logged as DAVIS@MCOECN.ORG

Profile New Leave Request

Position Details
Job
Leave Balances Active - Senior Technical Analyst

View/Print W-2
Leave Request

[EF Create New Request

E3 My Requests) in Process
My Processed Request(s)
Set Leave Starting & En

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

Supervisory Functions & Reports
18 of 1000

Leave Approval Automated Wor

00 AM

Correspondence

ER View/Print Acknowledged MCOECN

Le: ted In Day(s)

Verify start time, end time, and total leave before submitting request.

Phan Can be Reached
Full Notification
Comments pertaining to this Leave Requ

testing MEZ-14
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Kiosk Enhancement Release ME2-2021

\;

Employee Kiosk Documentation

Profile

Position Details

Leave Balances

View/Print W-2

Leave Request

Leave Approval Automated Wor

Correspondence

View/Print Acknowledged MCOECN|

Technical Document Process

Click on the Accept Leave Details Button

Leave Request Information

Start Date  Start Time End Date End Time  Total Leave Day(s)

12/06/2021 08:00 AM 12/10/2021 05:00 AM 5

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

Week One

Friday,

Tuesday, Y,
December 10, 2021

Sunday, Y,
December 07, 2021

Y. Monday,
December 05, 2021

¥, Wednesday,
December 06, 2021

December 08, 2021

Thursday,
December 09, 2021

ADAMS@MCOECN.ORG logged as DAVIS®MCOECN.ORG

Saturday,
December 11, 2021

0 | [ | [ | [ | [ | [

| [o

Employee
Kiosh

Kiosk Documentation

ADAMS @MCOECN.ORG Ingged as DAVIS®MCOECN.ORG

New Leave Request

>
>
>

Employee
Kiosk

Employee Kiosk Documentation
{  Profile

Position Details

Payslip

Leave Balances

View/Print W-2

Leave Request

Leave Calendar(s)

Leave Administrator

Leave Approval Automated Wor

Kiosk Announcement Board

Rows 50 v Actions v
Kiosk Administrator Statu Last Activity S T
Initiated 12/14/2021 03:08 PM News Action  Comments o0 g
Change Password
E or JE
Absences FYTE Initiat 47
Correspondence 2 Dayt)

View/Print Acknowledged MCOECN

Leave Request(s) in Process

Leave Request Detail

The request will show “initiated” in the users account.
Click on details to see the Transaction History
This is where you will see who entered the Leave Request for Jeff Davis

& Apps ¥

Go
View Approval . Leave Type Sub- Substitute .

Updat Job Descripti Stat Last Activity Dat Start Dat:
sesomer Status . Requested Category zizss Needed A Y T ofibcrind

Default enior Technical

4 A Sther Initiated No

Approval Analyst

> Sther Initiated No

R Links v

R DAVIS@MCOECN.ORG '

Total

End Date
Leave

Transaction History

approval from
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Kiosk Enhancement Release ME2-2021
Technical Document Process

8. Leave requests FYTD ME2-24
Description:
e Change the title of the display from “Absences FYTD” - “Leave Requests FYTD”
e NOTE: only shows this information if the employee actually has Leave Requests for the current
Fiscal Year

Location of the enhancement:
» Click on Leave Request drop down
» Click on Create New Request

Employee
Kiosk
Employee Kiosk Documentation

New Leave Request
Profile

Position Details Leave requests FYTD /

BRLIL (O m—

Eod  Payslip
Job

Feave Balstices Active - Professional Tech Support Speciali;t

View/Print W-2
Leave Type

Leave Request -- Select Leave Type --

E—;'. Create New Request Reason

[5:‘—'&' My Request(s) in Process
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Kiosk Enhancement Release ME2-2021
Technical Document Process

9. Prevent a leave request from going through if there is insufficient leave balance to cover
the request ME2-26
Description:
e Prevent a leave request from being entered if there is not enough leave to cover the number of days
being requested.
e Important: Must configure the restriction under leave request section for each leave type.
e Kiosk Administrator Role can configure this option.

To Configure restriction for each leave type:
» Click on Edit/Update District
» Scroll down to the Leave Types Configuration Box
» If you wish to enable the Leave Balance Control; click on the box for each Leave Type (Make sure to
count to the correct row since the boxes don’t align correctly)

Bemr Gikr R ADUGEMOMONOR Y

Leave Types (ON/OFF)

Select Check Box(es) under "Reason Required?” If a REASON is reguired when reguesting this Leave Type. Select Check Box(es) under
"Default Substitute Needed?" If SUBSTITUTE MNEEDED is to be selected by default when reguesting this Leave Type. Select Chack Box(es)
under "Capture Expense?” for Leave Types that require associated expenses to be captured when reguesting 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 Cancellation Leave
Available Reason Substitute Capture Category Blackout Reason? balances control?
Leave Types Required? Needed? Expense? Required? Date?

[
Calamity
Compensatory Time

u Dock
Holiday

u Jury Duty

B Military

Other
u Personal Leave ] O (] O 1

Professional
u Sick Leave
Unknown
u Vacation Leave

O
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Kiosk Enhancement Release ME2-2021
Technical Document Process

» When an employee enters an absence and it goes over the number of days left in their balance; they
will receive an error message. Example is listed below:

< T B pd = o

c

B Apps M Gmail BB VouTube @ Maps @ NewTab Student Search

& kiosktest managementcouncil.org/erds/wwy_flow.accept

kiosktest managementcouncil.org says

Total Leave requested of 3 Day(s) exceeds your Personal Leave balance I
of 1 including angeing LRs. For your current district configuration you
Employee Kiosk Document: can not go aver the balance for Persanal Leave, please ADJUST this
request or talk to your District Admin.

Profile ot 000

Cancel

on Details Start Date [MM/DDAYFY)
02/02/2022

Start Time

8 IR

Payslip

end Dt (MDD VYY) enc e
L Bal; v ~ v
cove Baances 02/04/2022 8 0 M
View/Print W-

Leave Rex In Day(s)

3 m 000

Leave Request

Verify start time, end time, and total leave before submitting request.

» If the district does not enforce this restriction, the user will get the following message:

<« c @ kiosktest.managementcouncil.org/ords/f?p=185:7:1600033525442:::P7_SUBSTITUTE_DEFAULT_SET,P7_SUB_CATEGORY:&cs=14B77DEF58A6553BCA2A7BES16EA45819

! Apps M Gmall B YouTube @ Meps @ NewTad Student Search -
kiosktest. managementcouncil.org says

Total Leave requested of 3 Dayis) exceeds your Personal Leave balance
of 1.000 minus 0 ongoing LRs. Click OK to accept and SUBMIT(because
your current district configuration allows you to it) or CANCEL to
ADJUST this request.

Employee Kiosk Documentation

Comments pertaining to this Leave Request

Cancel

Profile

Position Details

Payslip

Leave Balances

View/Print W-2

Leave Request

Leave Calendar(s) E::e:;:;::;nﬂ;{:; and contact information, if available, for any possible Substitute(s) you would
Also, enter any NOTES to the Substitute.

Leave Administrator

Supervisor's Name; Supervisor's Emai
Leave Approval Automated Wor MELISSA D BALBAUGH  balbaugh@mcoecn.org
Kiosk Announcement Board Reguest Status:
Kiosk Administrator Initiated
Change Password m
Correspondence Cancel Clear

18 rev: 5/3/2022

The
Management
LN Cqunc_il




Kiosk Enhancement Release ME2-2021
Technical Document Process

REPORTS/NOTIFICATIONS

10. New Report, Date Range on Multiple Day LR ME2-15
Description:
e |Leave Request Detail days run by the Leave Administrator can be run by the following option
“Break by LR ID and Employee Name
e This report will show each day of a multiple day request individually when filtering for a day within
the multi-day request.

Location of the enhancement:

» Leave Administrator
» Click on Leave Requests Detail Days
» Choose dates if you would like to limit the date range
» If you would like to filter for one staff member, select the correct person
» Click on search
B Apps¥ Blinks¥ S ADAMS@MCOECN.ORG ¥
™
Leave Request Detail Days \ .l
(4] o | P
» Each day is listed separately even if it was in a range of dates.
» Notice in the example below that the report for Mary shows 3 days listed, but 4 days of total leave, that is

because we selected the date range of November 1--December 31. The 4" day of the leave was in
October and not part of the date range filter.

Girpmy Dlinksy R ADAMSGMIONOA

Leave Request Detail Days
) Go 2 Breakby LR 1D and Employes name Actions
- el ol
LRID : 1824002632498937651. Nam
T R Middie N N - — o | Detalleave Dewilleave | otatleave | L Exported Sub
Employee 1D LastName fot M gy, Job vetype Startdate  Enddat g e initisted  Totalleave | L kol s
LR ID : 1824002632498937650, Name : MARY ADAMS
First Middie Detail Detail L Lesve  Exported Sub
mplayee ast Name Startdate otalleave
EmplayeelD  Lasthame  \ome  Name s » e | [ Tia | mowe || Toum Timestam; » tegory
LRID : 6516818, Name
First Middie Detail Leave Detail Leave Lesve  Exported Sub
Employee 1D LastName F  Middk Status Job leavetype  Startdate  Endda e e lnitiated  Totalleave o el Cigor
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Kiosk Enhancement Release ME2-2021
Technical Document Process

11. Customized Leave Request report for Auditors — ME2-19

Description:
e Only Leave Administrators can print the Audit Report.
e You can print a select group of people to go into the report
e For exported information about the employees, it also includes the transaction history name, action,
sub name, transdate

e Reports affected:

i. Employee Leaves

ii. Approved & Exported Leave Request(s)

iii. Employee Leaves-Audit Report

Location of the enhancement:
Leave Administrator

Click on Audit Report
Employee Leaves-Audit Report
Enter start/end dates

Click on search

VVVYYVYY

@ Apps¥  Dlinks¥ L ADAMS@MCOECH.ORG ¥

|| e Leave Type v G
4 December 2021 ~ or m
»

2 31 4 >
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» Select employees
» Click on the double arrow to move the list to the right side screen
» Then click on the Search button
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Kiosk Enhancement Release ME2-2021
Technical Document Process

12. Add notifications per district prior to Leave Request creation ME2-16

Description:

e Notification message (per district) to display prior to an employee creating a leave request
o Use the Interactive Grid found in Kiosk where you can assign a notification to any kiosk page

e Kiosk Admins can set this up for their districts

Location of the enhancement:
Click on Edit/Update District
Scroll down to Page Notifications
Click on the ‘Go to’ button
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» Enter the dates that the notification should be in effect.
» Enter the message in the ‘Notification Description’ column
» Click on save when finished
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