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LOGGING IN

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

screen on the right will display.

You will be required to enter the
following:

gz‘:"
<

1. Either an employee id or
social security number

2. Select the county where
your district is located

3. Select your district

4. Enter your email address
that is on your payroll
record. You may need to
check with your payroll
department to verify the
email address on file,
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A notification will be sent to the email address you supplied with the password to use

for accessing the Kijosk.

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 —
MIPLOYEE, KIOSK DOCUMENTATIO!

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.
En% il
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The LCOECH Emplogae Kioskis a spedal proj=ct . The sofwaie is o 0] member schoals of 2 paricipzling [TC.

KIOSK ANNOUNCEMENT BOARD

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

KIOSK Announcement Board '.L

Payroll Update *

Clicking the (=) symbol will close the announcement.
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f Thera has been a problem with pracessing emall nolificaiions for direct deposit You dired daposit has bean fransmittad to the bank but you may not recieve your email notiflcation g
5 by Friday
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| OTHER LINKS B

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

EI%IO" i !

2\ 2Employee Kiosk '\ Other Links NIPee N\

SUSAN@NCOCCKIZO0RG | Logout
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| PROFILE

The profile page gives the user the personal information drawn from

School Payroll .
System). i

USPS (Uniform

—

Employee Prolile |-
| Request Profile Data Change(sﬂ
Employee I0: GRADDO100  State Certification ID:
Hlame:
First Hame: Emily Hliddte Hame: ES Last Hame: Teacher Sufiie:
Lenal FAirst Hame; Legal Middle Hame: Legal Last Hame: Legal Sufic
Contact information:
#ddress 1: 633 Submarine Drive Phone: (434) 4444444
Sireel Address 2: Disfrict Phone: District Extension:
City: Otherlown  State: OH  Zip Code: 44437
Emall Address{es) estea:.h‘l@ncn:c.ldznhAus,sbaughman@neun.cum
Odher information:
Gender; Female  Ethnicity: Marital Stafus: Manied
0501 District Code: SubDays;  Spouse’s First Hame:
EducationDuafificadons:
Degree Type: Bachelors  ECE Qualification:
Semester Hours: 0 Other Cratenfials:
Employes Dates:
Dale of Birlh: 081091955  Last Evaluation: LastPaid: D2127/2009 Contracl Renewal:  Limited Conlract Exp:
Hire Dale: 08/2172000 Hext Evaltalion: ODHS Hevs Hire: 09/2112000
Experience:
Tolal Years: 0 Dislrict: 0.00 Retirement System: 0.00  Dhio Public: 0.00  Mon Ohio Public: 0.00  Military: 0.00
Authorized Years: 0 Accredited District: 0.00 Purchased: 0.00 Chio Prizale: 0.00 tonOlioPrivate: 0.00  Trade: 0.00
Building: 0.00

If the information is in error you may Request Profile Data changes by clicking on the

link in the top right hand

corner. You can then enter your change in the white box

next to that field that needs the correction and then click Submit Change Request. A
request is sent to the payroll staff and they will manually update the payroll system.

r[ Employee Profile }—

MName:
First Hame: Emily

2/7/2011

Employee ID: GRAOQD100  State Certifi
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| POSITION DETAILS - |
This is a brief view of your —(cimres
contract information. (| e =
f-\; Eemamaqsznnlﬁamar 091212001 Tnm_l-@
4 Exporito CEV

If you have multiple
positions you can select : e e

the position from under the } Pasiten bata

Current Positions section fobilumer 1
and the contract b s

Jab Tivlz Blamentary School Teacher 5lan Dat= 0532172001 Jabs Staus

information for that o Pt o
posjtion will d|5p[ay bE|OW. Contract Amount $30,000.00 Daily O1 Bourly Dally £y Or Houriy Rate 5273.224

Hours In¥ari Dy T Poy Per Pered §1,92300
Sk Days i Contret 123 Colzniar St Dt 032172001
Salary Scheduls Stap [ Salarp Seliedea Cdumn 0

A,

g
¢
‘:::.

Elginl2 for Sick Leava Yes

Biglbla for Persenal Lev= Yes

Eigltte far Yacathan Leava No

Suparisor lame Harda ES Pdndpal Supzriser Emal eSPRIN@NCOCCK120HUS

:}}/—"&fﬂg__,_—\‘.{}s‘m__ P "\{\'_\’ﬂ"?\

.

.\"\:‘.'J,\_A;,tl;.k\-” RS AN ,-’\;7""\_ S A gr;ﬂw\‘ﬁ_: AN AT Pgpin

PERFORMANCE REVIEWS

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

My Perfermance Fl.e\,l'ieui'wsjJ

Current Next - Documents i
Bvaluation Date  Fwaluation Date | Attached ‘

(e | 10M31999 | -

1
1-1

({ Performance Review Infu_]—

Employee Name | Bvaluation Date  Next Fvaluation Date
SANDRAS BULLOCK | 101311898 |-

r[ilssuc_iatedpferfor_mance Review Filiz?]— ™
Fleld  Filename  Description Created By Created Datetime A
Sandra
g | Bullock Performance 10/06/2009 04:18
;d:mr\.-%rlﬂoa_d: 2008 Review 2009 KIOSKDEMO@MCOECN.ORG P
Gt review.docx
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| PAYSLIP

There are now 2 options for viewing payslips.  {paysiip Rl |

Q

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

View USPS Payslip

Viany LJSP‘S.F*-'*J:- ligy
View/Print Pay Slip {PDF} : o

YiewiPrint Pay Slip (FOFT

T A E e el e e

actual year-to-date totals.

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

1. When you first select - —
the USPS Payslip OptiOﬂ Load Paysiips for Daie Range |
you are prompted with a Startmalate 1 mep010 o
starting and ending
date. pamdbavies
2. The default is the last 3 Eadeks, Paniia (v
months of pay. Humber of Rows Displayed' 5600 ~
3. You can click on the calendar icon to change the date range.
4. Once you have your date range entered you can click Load Payslips.
5. You then are presented with a list of payslips. Click view icon to see the payslip
detail. A Pay Ship Summary |— i
6. The data may be 15
ClielfoViews  Payment  Check oi Sick  Vac  Pes Sk Wac P -
exported to a .csv ey Dok mm 9 Nt Dt ek va Ve B | Bal B 3
; (ED)  |o2272003]500383 [51923.08]5146089] ¥ lo 0 a 2o |3 'H
file (SDFE_a.dShee'C): H,’i@ 02/12/2009500357 [$1,923.08[51.46058] Y |0 0 0 12750 |3 |
not requiring you to (| @D |ozmoconsfsaszs [s1,138496) sesado] Y Jo o o [zmle |3 )
contact payroll to get 02116/2004|500304 [$1,138.46] sasgto| Y o 0 0 250 |3 1
i : @) |o1re3i2004|500279 [51,138.46] Se9940] v o |0 [0 |ems o |3
this information. (WET) (0092004500254 |s1,13846] Ssgeie] Y [0 [0 o |4 Jo
@)  [12262003{500229 [§1,13845) Sseat0| Y [0 Jo [0 4 o |a
7. The number of (W) |12122003|500204 [51,138.46 $809.10] ¥ o 0 0 !

’ X (WED)  |11i26r2003(200178 |51,138.46] ssema] v [0 [a [0 |4 5 |3
payslips that are (UE)  [111am003fa00154 [s143645) sesedn] ¥ 6 Jo o 4 Jo T
displayed can be (@) [101312003(500129 [51,138.46] se2010] v o o 0 4 o s

: (GES)  |10r212003|500104 [5143846| s80910] v o 0 0 4 0 |3
changed by selecting (EL)  [10832003(500079 [s13846) 509810] ¥ v [0 o |4 o |
the dI‘Op down arrow (iEd),  [voriormons]son054 [s1138.45) sese0| v |o o 0 + o |3
and settin g the aoNs2003]500029 [51,138.46) seesd0] v o [ 0 4 o 3
display to another Export 10 £ <
number. <ade

Humhernlltnml)isptayed
2/7/2011 Page 7 of 20



l.' Viow | Pajnl Pay Siip |

The information displayed is the

same as that on the direct deposit v S e
email notification. o Pl

Fraan ¥tow fesm Wil
1293 prsTRasey L
YERIEIEED €3 a3

T=e ezz7eacy desizzaved ia su s N

Def=ait are crvdifed da Um o—vat of b4, 402.69

Turds 3re eesllalde L8 yoer am=cuctfa] an oF £39193232

¥ear salary kas beea depzaieed as felisun:
ox= Lanteapmyaz p=—==1
ety Desecr Begeaty = TR U]

Bidv 0 aT=aTy ef ySar pay €ST e pesdtd ety S50TRiEind

View/Print Pay Slip {PDF}

1. When you first select the View/Print Pay Slip {PDF} option you can
o View and/or Print Payslip
o Download & Save Payslip

R T ™ W Wy [ ey Y W

= e s
Ears fally  Easure Bace  jomes =D ooy Fee ek, MWD oo
EL DEATH -RET 02,842 SM02.0% m: e P SR LR fana
EL ERTY 3T 0,490 ~29R.D6 = na AR ENoEr pies =@
i mors e A owmicsE DL 2.0
: b B (P iR
£33 Amm=e 1,930
ASasmd Gmaay 17T
Wigreas ¥-3-2 B, 403,52
* Tedicalen BRAED RiTSTIT
** ¥e3r Yo Rato torals ahtm ca tala de=mest are as of 1142373009
Sick Zeove \boamzca G ==l fexs Zesmes Sap
Krefalarze fzzsBalaz=e Car/Sazazey S
1021 2 180 €00 F B2 1 2 amsy ®wre
| Felazal Faegtlzoas Masziel 81 ook Exfomlora: 61,03
Jeate Esesplizeyy €1 Dzpzaic 9330343 o = 8 Nt] = 7
= r-,-‘-.-r.‘-_.gh""---'e‘_,_n._ s _‘EAA_A:,_.’..;{JE‘ U N g o R~ i =

§-1

. :
'» e Download
Viewandior PAntPaystip oo poyogp  PArDate | Check Kumber

i

| B [owson | 588630

1-1

({ List of Availahle Payslips—}— —

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

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

Note: The PDF payslip will include year-to-date totals.
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| VIEW/PRINT W-2

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

\ Employee Kiosk

Other Links

N\

KIOSKEMPLOY

;Emp[nyee KKlosk
Documenlallon

Prafile
Paositlon Detalls

Performance
Revlews

Payslip
View/Print W-2
Leave Balances
Leave Request

Subslilute
Coordinataor Leave
Repaorts

View Building Leave
Calendar(s)

Change Password

\ IPI;P _\_ é:he_liule;

List of Avallable W-2 Wage and Tax Slatr.-rnem?,L

Viw anio Prin W2 Dowiioad & SmsWa | Tacvesr” Corol

,[\_‘_ﬁ(

7

| |7 | 2007 |

1-1

Number |

1-1

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

2/7/2011

Coj o Be Vit
FEDERAL Tax Refam flss
S g
w?a'i:-. P 3542,36 '
227-22-2283 TEma oA T = 1
S B ey T b=ty
¥ Urd it mopn) el Ty TR ST T ey T Ueatmsuieioan i
oo 631.04 Q40333333 41302.20 651,01 {
e [T e T s
STMELE CTSY SCROCLS SDELY Gy Sceoars <
123 WEST CRAZEY huua 123 WEST CHALFE POAD
CERIYIOR GY 44441 CRAZYTOWH CH 41444 i
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e VERART
0000082 030082 o
& Sy Ao e, e TP e e = ey !
CARLTTH J ZILLMAN 2 CARLYQY J ZLLLMGH |
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ANEIGY, O 66223 AWYTORN, OR €6223
" L
TRoivasT 5= EI=="HE > = SCrre =TT !a‘\z-;:ua:_n [EX ==t ==y
T = VoA o 13 1] i m g BB ‘
& 11h0.89 G 1100.30
B -T [y =Tt N = oem
VERTCLE 135,00 AN wER.Te VEATCLE 12500 a wre.7a | 3
EElwrrArun ROy (R ews s T Gt
X - X 1
MRy B3 Coed Tardsany A pf =40 1 1
€ [54-533355 33450.10 728 = Is:~s_::_:ss_:a FITEIRT] ETEEET 1
13 3= Erchpes cxn e 17 Semeccetu 15 Somy Syt et A, ', Sxaa 1
S e e 4
44302, 2 enom A4902.28

e W Vizge 9 51 S [ o

o Vot 3 L Sl

23 2 & 53‘\{‘1_'-!1?1?\"'1 Vet nzrna
92-3313333 Ai302.9n 2

B51.04

e

€ B e e L T e
STHFLE CEITY, Somcts
123 MEST CRAZEE.FCAD
CRAZYTOWN O 44ddd

Pl B
Tony C For ENPLOYEES RECORUS T K i
1520 Nolice To Employos) = - 2007 R SESRRThEmumteme
o VG ® Sl I e i s
35430,10 ax,36 ;_-“‘_!;..:........(m..
YR EE=> %

T

0000082
B
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D408 WILLIXNS 'CT¢ P X
ARYTGRM, O 66223

=
Ry

et

PR e g

L i s e e b i
R ey

Py

e T

e e
R R i

Page 9 of 20



| LEAVE BALANCES

-

At this screen the user can see the types of leave they have and a quick balance of

each. This balance reflects just the leave requests that have been exported into USPS.

({ Leave Balances ]7

i Wortitw | m . 2
pon | Wt VR | patanne
Personal Leave Ni& | Daily 300 | 300 3.08
Siclk Leave 128 | Daily | 20000 A 127%
Yacation Leave 400 | Daity 0.0y N 000
1-3
NOTICE: Displayed Leave Balances may not reflect current aclivity due lo 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.

21712011

( Fulter Detanl Leave Activity )

Categggg_r_ﬁ‘ JobMo TransType e [
{i‘____}}\ll [i" Al B art B S L lEE
Endbate|
A Detail Leave Activity )
tumber of Rows Displayed | 100
| Job | ymns  lemath |
SBick D Aceumedaion 125 | Dally | 021012004
Sicle L Accumulation 1.25 | Daily | 07012004
Sick f Aceumulafon 125 | Daily | 120°02003
Sick L] Accumuolation 1.25 | Daily | 14012003
Sick ] Accumulation 125 | Daily | 100142003
Sick 0 Accurnulatinn 12% | Daily | 090142003
Bick o Accomutation 125 | Daily | 08142003 | |
Personat 0 Accumulation 3 | Dally | Q7012003 | |
Sick 0 Agcumulafinn 4 | Dally | 070152003 |
|
Export detail activity to CAV ‘
1-9

Page 10 of 20



| LEAVE REQUEST ]

There are 4 areas under Leave Request: [Coave Request | [
U Create New Reguest T - — i

‘C:reaie r\'!-é_w Request
O My Request(s) in Process - o
U My Processed Request(s)

My Requesi{s}in Process

. . . fdy Frocessed Requesi{s)
U Set Leave Starting & Ending Time Preferences | N ) )
bjgt ';‘?'5}"5 Startirg & Ending Time Preferences
{
Create New Leave Request.
1. Make sure your job
that is eligible for ﬂﬂew Leave Request )
leave is selected. Er|
Jeb | Acfive - Elem y Schoal Teacher [& m‘
2. ‘Select your leave o | e Ebesentry B T[]
o A 195VET¥DElPersnna[Leave ] 2|
type. If your district ;
requires an additional Balance bfore request 300 Dayls) | See your Personl Leaus Reguests )
reason for a specific
leave type (sub-
category) another box Reason
will display to select e
—_— 11
additional reasons for .
the leave request. ) S 51
Once you have — pnapate] |5 (use MMDDNYY formaty EndVime a1 [F]}{ oo [&] [ ] F—"
selected your leave R se formal{s, &, a3, swases)] B |
type a balam;e of that . .
leave type will display ""&‘:E‘..“;“E‘;.;’;’EM%Z% | 7 {] ru sotticasion [ 8i
and you will have an Relating to This Request — =
icon to click on to see s
additional leave P ——
requests that have fo his L eave Request g
been requested but N o
not Subtrac’ced from Euermename{s:mmmmminrmmﬁnnjame,{orany
the balance for that possilic Substtels)yousoud e to have calid below.
leave type. Subsfitute leeded? [ ] -
. 10| | |
3. You will need to enter ;i S bl trabg AT L et o S A : '
a reason for the Supenisor’s Mame: Marcia ES Principal Supeivisor's Email: eSPRIN@NCACC KT2.0HUS .
request. Some Rt et ki) :
districts require a —_— = - EEESERRe |

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

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

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

21772011 Page 11 of 20



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

the past by clicking submit.

et Ve, T G L R Ty

e, _AERLAR,
& L N

P I
vy

Balanca before request 153.00 Hour(s) | Seeyour Sick Leave Requests |

Reason

0ot 1000

Holica: you have 2nlered a Dale that exists in the past

StartTime 08 v:00 ~
End Time 04 v:00 v

StartDate ' 0171212011 |3 fuse MRIDDANYY format) AN

End Date {ns2 LIDDAYY formay)
L
i Sap ety use formal (&, 6, 0.0, SRLERT

In Hour{s)
.‘,_\. r_.‘ﬁ‘--!\_‘:&xmwa‘, N - 7}3—,-,_‘-1‘#?—\_-3#-,--..-.‘_ _,.-_,_,‘.._...Ar-k‘.\._\'_c_e-\...v\-\,- _“_""\_,-.*

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

Hew Leave Reguest —
. (Concel ) GLnn)
6. Enter amount of time m
you are request[ng off. Joh | Aclive - Elementary Schonl Teacher [5]] L—
If your district uses teaseTipe [Pesomi oo (] [
hours you will enter Boimscs betors requect 308 Daytsy (IS 3
your time in hours. If
your district uses days &5
you will enter your Reason EIL
request in increments of
25‘ 0ot 1000
Start Date (7] (use BUEDDAYYY formaly  Start Time (01 [} 00 (][0t [5] 5

7. Your phone number will —  Fnapate 7] (use MMDDIYYY format) — End Time [01 S} 00 [
be populated from your Leﬂ“‘*"”ﬂ'}m‘; use[umal{#,#ﬁ,#ﬂ,mm}@
Profile information. R :

rrepcached [qay a4easda | jfunnnmmun ol 8|

8. Place a check mark in Relating to This Request —— —
the box if you want to =
receive an email every i ik
time action is taken on tathis Leaue Reguest
your request. If you do - R
not piace a check mark Enter the name{s) and contact information, if available, for any
in this box you will possiblo Subsfitiels)you woud ke to have calledbelow.
receive an email Subsfitute Heeded? [] {’—
message when the 1(7)! |
request is initiated and — 1
When it has rece]ved Supenisor's Wame: Mareia ES Principal Supervisor's Emalk eSPRIN@NCOCC K12.0HUS
¥ Status: Initi
final approval. e

9. Enter any comments

SR

-

.

TR

L
v

you want your supervisor to be aware of.

10. If you need a substitute you will need to check the box and then the comment
box will be available for you to type a comment in. This information will then be
displayed to anyone who has access to view your request,

21712011

Page 12 of 20




NOTE: Some districts may have configured Substitute Needed box to already
be checked for you when you create a request. If the box is checked to show
you need a substitute then you will be able to click in the comment box to type

your comment for this request.

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

A File(s) to Attach |

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

11i [ select File(s) to ttach |

5 ) Selecl Fliz]s) to Attach
12. Click browse to find the —— ’ 2} _
attachment that is e "'-ﬂm i
d -B!m €l H
located on your PC. A o=
Atizchment 9 Broose 'Dﬁtl‘iﬂﬁum
13. Once you have located Atachmant [oomse. | Deseription:
the file click open. ) ) o ) (e L
T me U ——
14.Type in a description for OB » S e 2]
your file and click Select L e Sl E- e
F“e(s) . 457 Fm—}ﬁ[!s *  Mame Sze lamtype é
B Déskiap ) KIOSK PAYSLIP 12KB  Adoheferohat (<] |
& Downlazds | oldstzdmarcespart 268K Mimosclt Word®
15.When your request has T8 Recent Places 7| E) Approve Cancellation 44KB  Wiemsolt Word
2 &) pinning 12KE  Mienosoft Sxcell
been filled out 4% Libraties [#] template 1KE CSYFle
b [ Documents [&) Medifypegayelchent G €Y File
Comp]_etew press the b gt Music [@] ModityaccountReska SKE CS¥File
submit bUttOﬂ. P& Pictures & Districts to Help with Yirtual.. 10K Microzaft Excel\
» Bl Videos BN resulis-survey51477-3 KB Mizrosaft Excel §
J File namea:
r{ Professional Leave Detalls 1 E }
If you choose Professional Leave
EventL (Add 1) Vendor Location (Add 2}
from the drop down menu, another ; 2 [1] - fon (hodeess) 124

form appears with the needed
information for a professional

Sbte  ZipCode Sle  ZipCede

leave.

1. You can enter the location of
the event.

If your district requires you
to enter the vendor
information in the instance

Purpose of Leave | Leave Description

El

e
Ao

0 1500

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

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

21772011

Estimated Costs

Registration fees:

fe.. {3,423.34{1,002) {3456.76)) o
Lodging Amount:
{20.£3,123.34){1.002) {2456.76))
Lieals Amoimt: i 2

feg.43,123.34) {1,002} (3356.78))
Other Experses Amount:
(e9.43,123.34){1,002) {3356.75))

Elzage Rale: 0.510 X of Diles ; D
(e.9.{1.000) {1450 {52) {5}

Mieage Amomnt —————
(o122 30 {002 pyanze | - 0

Totalleave Amount:
[e.5.43,123.24) {1,002} 3456.78))

TG




purchase order should be made out to for registration or if you are sharing

expenses with a co-worker,

Enter your expenses. Enter the miles of the proposed trip and the tool will

calculate the mileage amount to be reimbursed based on the district entered

rate.

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,)

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

Erofessionnl Lenva Request Form
fodsy'n Date: 13/A3F1E53
Nz Enlly By Sqachar

Atark Dakar fiyestae 35,
Batos/Ticas:

¥l babe:yenshor 100 3440 ¥1mar 09sd0 ay

Total Leuva requedtad; I Tay{s)

hengen erem ,,
Tanva Paquant:

Locattea of 3
Profaszicral Lanva Evanksralusbir, ©F 42

Furpsrq of Heakiagitiesing

Visdor Leeation: 901
c=henes, ©3 {33

Fosstiony 2losnacazy Sokos] Yasehas

N At B o A T ey

Trareds L50 miien 24,320 per =iing
Sttt e e
Othar Tapenagx Asjupy: 3,06 é"
Totsl Ewpuaian Resuneg 3500 734
e, o RO W e e s s s O
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.
&aue Reguest Im‘ormati@—
| StartDate  Start®me  EndDate | EndTime | Total | eave Day(s)
[ 2072008 [ 0730 | 121112009 | 03:00PM | 5
Verify Leave Detail Day(s) and Click ACCEPT LEAVE DETAILS button to ADD the request.
Week Doe }
[ Sunday,  Monday, | Tuestay, Wednesday, | Twrstay,  Fday, | Sabmi,
| December 05, 2009 | Degerher 07, 2009 | DecemberB, 2008 December9, 2008 | Nepember 70, 2009 | December 14, 2088 | December 12, 2009
L 1 ] [ || b _J|E [ [ 11|

[Acce,u_t Leave Deta‘ﬂ[_c_aqgi]

2/7/2011
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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.

({ Lenve Reguest(s) s Process | N
1-1
i . . View ! Job Leave Type Substiule Ny o, o
| fpdete APl 7 Despopion  Remestsd Sas  Cjeoges | aslAchilyDale Startiaie Endbate
Details | Updale [Efj { - | Blementary Printipal | SicklLeave L rvell 1 Yes ’ 0210372011 03:39PM | Q12772011 O7VA0A | D1/27/2011 Q4:00PK
Export to .C5Y
1-1
Number of Rowis Displeyed 5 J

o

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.

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

Cancel the Request

Make Comments

Add Attachment

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

GAWN

,-{ Lenvs Heg Delail }—

Erl-:salnt.etngm... i

=

Stntus: How Inginted

Laat Actvlly: 02/03/2011 6333 P2l

Joh: Elementary Prindpal
Leave Type: SlcklLeaya

Start Datec Q172772011 Siast Tome: 07:00 AU
End Date: 012772011 EndTime: 0300 PM

Leave Requesied

InDayls): 1.000 Phone: {111) 111-1111

) (Camont Reauest]| 2

3 Japply ©

ONLY

: Transackon

Dain

|

Full Hotificatio N

Comments:

£lin(s) 1o Attach

Click buttan helow fo selectfle(s)to be altached loths Leave Requast. 3

Marda ES
Prindpal

Flaw Inltated

02032011
D3:30PM

MardaES
Prndgal

Subshilile
Needed

020322011
Q330PL

Eaped jo.CSY

liumber of Roves Displayed 5

-

Further to the right you will see the approval process.

21712011

Page 15 of 20




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.

r{ Leave Reguesi(s] In Process |

1-1

R T DS N W SRR - B o R AT e e
! © hhe U e fomesss  SE0S GO (atAchivbste | Sttosls L
Details | Ugdale - | Elementary Principal | SickLeave | S Yes | 02032011 0339PK | 01272011 07:00AM | 0427/2011 04:00PM
Exporito £5V

P 1-1
Humber of Rows Displayed 5 - J
({ Update Lezve Reguest | <

[Lehnla Leave Request{s) in Prm:ess] [Appir Ilalgns—] A

Imitiated: 02/03/2011 03:39 PM.
Joh: Adive - Elemenizry Principal
Leave Type: Sickleave
Balanee belora reguest 5975 Dayis)

Flu

Reason

2ori000

StartDate 1270071 | iuse MUDDYNYY format)  StartTime 07 ~:00 ~ AM ~
EndDate 01272011 =) (use HEUDDAKYY formal) EndTime 04 +:00 ~ FM
o Rﬂ&:i‘; -] wse format (¥, S, S0, LR

1
ol e x.‘-\-{ AN A b i, | BN ff“u':r--\--,‘ﬂﬂ__pug. I

When you click on the =2 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.

¢ CLeave Request Stalus Tree }— =3 %"
‘g (Expand ah | cottapse Al ) Retusn 10 Leave Requestiiat] | 4°
; .
{msrmﬁuwmsom«mrmmmsnmmm 042812000 19:00 A g
Sétaavenppmnmmwmnm- OH ES Teacher- Professional &
<L vel1 =
13
‘,lf G-DM ES - Principal {OR] APPROYED ;
> arda ES Principal {eSPRINGNCOCC K12 0H US) (Approver) 4
EL L Status: 2gpwovet an €5212008 at 6143 £ ] ::
‘;, Samantha ES S {essec@noocckt2 ah.us) {View) Y
5 : x
€] | &-0n schoor- supermmendent jor) ppROvED 5
.’ ©-Attam K Superintendent {sup @NCOCC K12 OHUS) Epprover) i
%,\[ L status: sppeeved on 052N st 0102 B
£]
E‘ C-0B - Assistant Treasurer {OR] #
N @blandy Assistant Treasurer fassikeas@NCOCCKAZOHUS) hpprover) :
{[ Lstatics initiated on 01912009 at 10:19 AM |
: 2 4
L C-ON - Pryrall{OR} f
1 L Grace € Papull fpayoll @NCOCC K12.0HUS) fpprover] {z
™ " : =, M
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My Processed Request(s)

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

e You can filter these requests based on
o Start/End Date

o Leave Type

e Status

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

Filter by Date Range }
' e
Leave Type All

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
{App d L Exp Leave ﬂi

rmw(s)1-5af19 ~ MNed £

S VB Subsfifiia Lasg Talal Crzate
wﬂéﬂ,_,;g Teed A leave  Cancefinfion
ﬂlulm:l Job Slatmy o Achily Dite Star{ Dain End Dalr
= " | Elementary Schaol T 08312010 a07E0l0 | 07A7mo0 | 7.000 &
Detalls ~ | Taacher SkkLemny Exprnted | Yes 03:33PK 07:00AL4 0R00PH | Houtsy) I
Elzmentary Schaal ! | 0BR12010 05152010 0EM9Z00 | 8000
Detls | ) | - | e SickLears Exquunet | Vs 03330 07:0044 030U | Hows) | 96
) Elementary Schaol C o 1 UBHAZ2010 0BHZ010 vanazolo | 2000
et | B | - | yicher Time Syt | bo 03:31PM 03:00PK 0500PK | Haus)
B Sehool G 08137010 0872372010 owZn010 | oo
Dewals | ) | - | pam Time Agproued | Ho 0331PN 03:00PK 06:00P1 Haur{s)
Flamentary Sthool 09212010 08R080TG 08212010 | 16000
Details = | Teacher Sick Leave Syl | Schaduled 124 07:00511 03:00FR Fours)
Exportln O
=) 1-5418 ~ N
Humber of Rovrs Disptayed [ M ﬁ
PRINT Filterad Requests

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

&
When you click on the 'E—I icon from the My Leave Request(s) in Process screen you
will see the approval tree and where the request lies in that tree, The tree is set up by
the admin.

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

Approved & Exported Leave Request{s) |—

|powls) 1-50f19 v Ned 7

CoView | : . { sk ) <k £
Bl | | b Descripiio Leava Type Sian Substitute Lot tarttale End Dal Tolal  Cient
lps.‘pnl:gl ¢ JubDeserption Eeauested Stalys Heeded Actify Date StariUale End Dale Leave  Cancallaton
- Elemenlary School 08312010 0772010 070772010 7.000
,Ml = | Teacher SickLeave Exported | Yes 03:33PH 07.00A 03:00PH Hour(s) b 4
Elementary School : 0013172010 0511972010 05H9/2010 8.000
E: - SickLeave Exportad | Yes i : 5 4
NP S N B O S =1 P == WP P W =Y B W

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

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

You may choose how many rows to view by

clicking on the drop down arrow next to Number

of Rows Displayed.

2/7/2011

.‘|Hewhiiweli g t }

Job Adfive - Elemenlary School Teacher
Leave Typa SickLeave

Balance befor2 requesl 1275 Hour{s) | See your Sidk | pave B sts )

Hegative regussc to reveras/cancal Ieave tims
previcusly Exporced and Feaced to USPS. Original
Leave Bequesn§:211023

Reason

136011000
StartDate 071072010 StartTime 07:00 AM
End Date 07/07/2010  End Time 03:00PM

Leave Requested —— ——

MHour(sy - ' 7 Qoo -
Phone Where You
b L x
Forucstions (4114414 i ltcation (]
Relaling to This Request

Comments periaining

1o this Leave Reguest
kY,
Oor4000
Supenvisor's Neme: Marcia ES Prindpal Supervisor's Email* esprin@ncocek12ohus
Request Status: Inllaled

»{llmrn“dl.mnmﬂ Leave Haguast{ ,} ;
R TNI SNI IE. |

- Miew o ke || [ NSk &k

stafin] | L ORISR ey T N e |

peans | B | - .f.‘:;;:;‘:"" Beiot SickLeze w,

Elamentary School ¢

Detlls | () " | Teachey StekLeave Exponied £

Ci

Detats | {H) | qeacher Time WE

) a El 100l r %

Delaits. " | Teacher = Time m_;[;

Dehils = [ty sl SickLeave - g

it {o L5V é
NumherofRowaDispined 5 v == {

PRINT Filtered Requests g

T R S QS S SN
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Set Leave Starting & Ending Time Preference

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

r[ Set Default "Start Time” and "End Time” for Leave Reguests |,

Setec v tme 57 5 00 5]
Sellect Ending Time [01 [ 00 [ A [5]

| _Set DEFANT Starfing & Faling Time Preferences )

3
!
. = = i
| _Clear DERSIN T Starfing & Ending Time Preferences ) ]
, S y hl"
el A e e s S s T T e e L e — e :’:sv—vf-w-ekr*rr»‘*-&—w-‘=‘-'.’-‘...-fjw.«-ﬂ--- 1'a
1. Enter a starting time
2. Enter a ending time
3. Click Set Default Starting & Ending Time Preferences
CHANGE PASSWORD ]
‘-f"'v- Dt e e T = "J"""_:""’"’"ﬁ".;—"'-,,;-----r"' T L A e EX —-rf"ﬂ AT T
This feature will allow 3 OldPasswierd |
5
you to change your 1 NewPassword| | tmustbo atteasts characters)
passwo.rd onc.e you are g" ﬂeﬂterﬁewl’asswardL_ N ] [ change Fasswont | Cancel |
logged into Kiosk. by Please enter old and new passwards. '
You must enter your old = st Mﬁﬂmﬂkmx&gmﬁfﬁm*ﬁ%“*mﬂ—hﬁﬂj ot

password and then type the new one twice before clicking on *Change Password".

Your password must be 8 characters in length.

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

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

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

software.

Empﬂo ] Ef‘.} - ﬁ ESFRIN@NDDECHZDHUSIME!MM[M
~—wie Klosk -5 S .

AL R RN ; - Ay

When you click on Contact Kiosk r[l::emnose:m me |— —

Admin a message box will i

display for you to type a m:ﬁ;f

message that will be sent to the

Kiosk Admin for your district.

Click Send with done typing your

message. Send

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

([ !:orrespnhwem:ﬂ—

Status Open -
Dpened V Subject Stalus  Last Message 1
D2M07I2011 02:3327PH | SickLeave Accroal | Pending | My sick leavs accrual amount does not ok comrect. ‘
1-1
To view the correspondence {Compoae Hessage )—
between you and the Kiosk S e sk
Admin click on the magnifying Message |
glass. You will see a history of
the correspondence and have
m:gzgggy to send a new e — |
History
Date : (2072011 02:33:27PM
From 1 PAYROLL @NCOCCK12.0H.US
| Dwill douhle checkwitts the signad confract 2ut | thinkit is comect.
,. Dafe : (210712011 02:33:27P)
| From:ESPRINENCOCC KI20HUS
hly sick eave accrual amount does not laok correct
1-2
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