Je Add New Employee

Before adding an employee to WebSmart check the TRAQS site to see if they are a TRS
member. Enter the name in WebSmart as listed with TRAQS.

- To Add a New Employee

Finance > HR > Staff Manager

Staff Manager @dd!ﬁnd@
Page Size: 10 « Filter: Active Staff -
Local ID | SSN Name Employment Status | Facility | Actions |
005476 X00-00-5476  Aamodt, Catrina 1379 - Contractual Facility 2 F__}
000181 ¥00-00-0181 Ambuehl, Howard 1385 - Non-contractual Facility 10 F__j
000097 X00-00-0097 Anastasia, Oretha 1379 - Contractual Facility 2 F__j
000113 ¥00-00-0113 Arabian, Shondra 1379 - Contractual Facility 2 F__j
000186 XK00-00-0186  Artinger, Ailene 1378 - Probationary Facility 10 FJ
009438 X00-00-9438 Auten, Benedict 1380 - Substitute/temporary Facility 4 F__}
008624 X00-00-8624 Averhart, Michel 1380 - Substitute/temporary Facility 2 F__j
009404 ¥00-00-9404 Avino, Maira 1378 - Probaticnary Facility 1 F__j
000233 X00-00-0233 Azoulay, Cristopher 1385 - Non-contractual Facility 10 E:‘
008997 ¥00-00-8997 Bahde, Justa 1379 - Contractual Facility 1 F__}
‘Reourds: 215 @ o Page 1 of 22 « 0 0

Select €& Add/Find Staff

Complete Search Criteria (one or more of the following)

»Name - First Middle Last

»SSN/State ID - Enter the Social Security Number of the Employee

»Birthdate - Enter the Birthdate of the Employee
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Find Staff

Search Criteria

First Middle Last
Name | | | | |

Click = Search

If there are no employees to match your criteria click € Create New Staff

Search Results c t; Create New Staff >

e —

MNo Staff Match This Criteria

*This screen contains demographic data used in State PEIMS reporting

-
New Staff

New Staff!!

Demographics

First Middle Last Suffix
Name | | |

preferredName [

Gender® Sglect a gender...

None -

Ethnicity®  sSelect an ethnicity...

Race® [ agian [0 Black African American | American Indian/Alaskan Native [ Native Hawaiian/Pacific Islander [C] white

Employment Status®  select a status...

-

Primary Facility®  select a facility...

[ H Create ] [ OCanceI ]

»Name - First Middle Last. Use Drop Down box for Suffix

»Preferred Name - Enter any perferred name of employee (example maiden name or
nickname)

»State ID/SSN - Will already be entered if used in the search criteria.
»Birthdate — Enter birthdate in MM/DD/YYYY format
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»Gender — Select the gender of the employee from drop down box
»Ethnicity - Select the appropriate ethncity of the employee from drop down box

»Race - Select all applicable boxes for Race. At least one box must be checked, multiple
boxes are permitted.

»Employment Status — Select the employment status of the employee from the drop down box.

»Primary Facility — Select the employees primary facility from the drop down box.

Select 4 Create

Demcgraphics | | Payroll HER Info Laave Rcles Cortast Infe Cartificaticns Reports
Black, John W [ Return to list

This view allows you te edit the core demographic information related to an employee. Thes data is used for all reperting and throughout the
system to identify the employes.

Demographics ( 5/ Edit Demmrmhkh
™ -

Mame® John W Black

SSN® 123-45-6T80
State UTD*® Mot Assigmed
Local ID* 000783
Date of Birth® 17171570
Gender® M - Male
Ethnicity™ 0 - Mot Hspanss/Labing

Race® W - White r

Demo Release® Authonized to release demographic information

- Edit Demographics

Click & Edit Demogrpahics
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Demagraphics . »

Furst Pl Last Suffir
Hamee [1ohn W Black [Hane |

Preferred Name pohe

55M* (123.a5-5789

e p

Local ID* [ap0ran

Date of Birth®  [3y/1670 s

Gender [m . Male | Thiz field does not appear

Ethnicity® [ g - jok Mespanic/Latng % until after the demographic
o - . screen is created. It will
Race”™ 7] spwn [] Black dfrican dmerican [ American [ndian/alaskan default to NOT Authorized.
e L L thorized to release demographic information | Edit to change
MOT authonzed to release demographes mformation
Wseve | | Ocancel
L 11 | - -

Edit all the demographic fields that need to be edited.

»Demo Release — Select from the drop down box if the employee has authorized or declined the
release of their demographic information.

Select & Save

Payroll - Add Contracts

The contract contains service record and contract information used in payroll processing and
printing service records. All employees must have a contract to be included in the payroll
process. The contract replaces the Service Record

- Adding Contracts

Finance > HR > Staff Manager > Select Employee > Payroll Tab
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m Demographics ‘ ‘ Payroll ‘ ‘ HR Info ‘ ‘ Leave | | Roles | | Contact Info ‘ ‘ Cartifications. | | Documents | | Reports |

Black, John W

u Return to list

Employment Contracts

(O add contrad)

Page Size: 10 « Period: Current Period

~ District:  All Districts ~ Filter: Active Contracts

System ID ‘ Period | District | Contract Dates

-

‘ Days | % of Day | Positions ‘ Actions |

No Configurations Found

Records: 0

00 Page Lof 1 = 00

Click [+] Add Contract

Employment Contract

Contract Begin

Contract End

Contract Days*

Contract Type® FTE -
District*  select a district..... -
Instructional Period® Select a period..... -
Contract Terms
Contract Type* 10 MONTH -

E—
f—]
g —

Payment Attributes

Pay Step®
Local Experience*

Prof. Experience*

Status™  * _ Active -
Contract Attributes
Primary Role* Select a position type..... -
Percent Of Day™ -

]
]
]

Statutory Tax Status®
FUTA Exempt*
SUTA Exempt®

Overtime Exempt*

State Retirement and Medicare Eligible -
False - FUTA Taxes apply to this employee
False - SUTA Taxes apply to this employee

False - Employee is eligible for overtime -

[ Eisave l [ ®cancel ]

»Contract Type - Select the appropriate contract type from the drop down box. FTE —
Employee or Contractor
»District — Select the district the emloyee is associated with from the drop down box.
»Instructional Period — Select the instructional period from the drop down box
»Contract Type — Select the contract type from the drop down box. This indicates the number
of days or months the employee’s contract contains.

Revised Feb. 2015
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»Contract Days - Enter the number of contract days of the employee’s contract: Examples:
«If an employee is on a 187 day contract and is working full time, enter 187 days in this
field.

« If an employee came in mid-year and is only working 90 days out of the 187 day contract,
enter 90 in this field.

»Contract Begin — Enter the contract begin date. This field should indicate the date of the
employees first day of the employee contract.

»Contract End — Enter the contract end date. This field should indicate the last date the
employee is working during the year.

»Status — Select the appropriate employment status from the drop down box.

»Primary Role — Select the primary position from the drop down box.

If the employee has a position that is exempt from PEIMS, select the position that indicates it
IS not a reportable position.

»Percent of Day — Enter the percent of day from the drop down box. This indicates the percent
of the day that the employee is working for the district.

»Pay Step — Enter the pay step of the employee (if applicable).

»Local Experience — Enter the number of years experience the employee has had at the district.

»Professional Experience — Enter the number of years experience the employee has had in all
school districts. (information comes from prior service records).

»Statutory Tax Status — Select the appropriate statutory taxes for the employee from the drop
down box.

o Ineligible for all statutory adjustments — H1B Visa employees

o Medicare eligible only — retired employees

> Fica and Medicare eligible — substitutes

o State retirement eligible only - Click here to view eligibility

o State retirement and Medicare eligible — the norm for most staff contributing to
TRS

o FICA, Medicare and State Retirement eligible — for schools districts that
participate in FICA and TRS options

»FUTA Exempt — Select if the employee is FUTA eligible

o True — FUTA Taxes DO NOT apply to this employee
o False — FUTA Taxes apply to this employee
»SUTA Exempt — Select if the employee is SUTA eligible.
o False — SUTA Taxes apply to this employee — Applies to most employees
o True — SUTA Taxes DO NOT apply to this employee — some superintendents
may be considered SUTA Exempt
»Overtime Exempt — Select if the employee is eligible for overtime.

o True — Employee is NOT eligible for overtime —applies to exempt employees
o False — Employee is eligible for overtime — applies to nonexempt employees

Click & save
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‘ Edit Contracts

Demographics | | Payroll | ‘ HR Info | | Leave ‘ ‘ Roles ‘ | Contact Info | | Certifications | | Documents. ‘ | Reports |

Black, John W

u Return to list

Employment Contracts

) Add Contract

Page Size: 10 - Period: Current Period ~ District: All Districts » Filter: Active Contracts

System ID | Period District Contract Dates Days | % of Day ‘ Positions ‘ Actions |
1161 2014-2015 ILTexas (STAFF UPGRADE) - 057848 8/14/2014 - 6/5/2015 .‘_——— 187 / 187 100% 4 1 Position(s) @Q o

Records: 1

@o Pagalufl_v 00

Click / to edit the contract

Employment Contract

Contract Type® FTE
District™
Instructional Period* 2014-2015 School Year

Contract Terms

Contract Type® 10 MONTH

Contract Days™ 194

Contract Begin® [g/1/2014 &
Contract End* |[g/31/2015 &

Status®™ = . active

-
Contract Attributes
Primary Role® TEACHER -
Percent Of Day®™ 100 «
Local Experience® Ijl
Prof. Experience®
Payment Attributes
Statutory Tax Status™  sState Retirement and Medicare Eligible -
FUTA Exempt®  False - FUTA Taxes apply to this employee -

SUTA Exempt® True - SUTA Taxes DO NOT apply to this employes -

Overtime Exempt®  True - Employee 15 NOT eligible for overtime «

[ HSave ] [ OCanceI ]

Edit the fields that need to be changed

Select & Save

WebSmart by JR3
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Payroll - Add Postions

Finance > HR > Staff Manager

Click * Positions(s)

——
Black, John S [ Return to list

Employment Contracts 0 Add Contract

Page Size: 10 - Period: Current Period « District: All Districts

+ Filter: Active Contracts -
System ID | Period District Contract Dates | Days ‘ % of Day ‘ Positions ‘ Actions ‘
978 2014-2015 9/1/2014 - 8/31/2015 194 100% <4 0 Position(s) ) &) @
Records: 1

@ Q rFasciofl ~ @O

Select ~ to edit the position
Select £/ to edit the contract
Select ® to terminate the employee and calculate the payoff

Select @ to delete the position. The position can only be deleted if
it has not been linked to a payroll.

Positions

‘_4 0 Position(s)
Select L~

Click [+ Position

[ Bamegrachics | [ Pupesi | [ tnic | [ Laave | [ nolen | [ costact trin | [ cartfication | [ oonmants | [ Rapera |

Black, kohn W uwru-.nlﬂ-‘
Posiions ¢ [STAFF UPGRADE) 8, 142014 - 65/ 2015 = Return I Contract List
Ll el S Lo moddy the el with thel AE el d wagaa el b pro-valed by (AT 7 187 daya o LODIG

Foeitioes "

3 Add Positinn

Pege Suer 10 = Calenden & Calndes =
Sxxiem IR | Gabendar | Mame

M2 Poaitiora Foond

00 v - 00
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Use the pcreen ta moddy the postions ssscciated wth this contract. All tafsned wages will be pre-rated by 187 / 187 daya or 1.0000
Position Details

Payroll Calendar® | poqimiy
Hame® Teacher

Position Type® [T Tescher

Payroll Activity Code™ |85 . Base Salary
WC Category” | Evempt
Alscation® 100,50
Compensalion Typs ™ Salary b
Rate” 43,000.00 Enter Mor Frorated Vaue

Ewempt From Dock™ | fahe - Wages earmed from the postion sre used to caltulate dock rate %

Straight Time Mask™ |00 vl go 6112 wlioo vlooo wHr vHoo wlo vl oo vl 5use for 0T a3 we

»Payroll Calendar — Select the appropriate payroll calendar from the drop down box.
»Name — Enter the name of the position of the employee.
»Position Type — Select the appropriate position type from the drop down box.
»Payroll Activity Code — All wage or salary amounts for normal positions are code 80. Please
refer to the PEIMS Code Table — Payroll Activity Code.Click here to view code tables
»WC Category — Select the appropriate Workman’s comp category for the employee’s position
from the drop down box.
»Allocation — Enter the allocation
« Salary Employees — For PEIMS reporting purposes the percent of the salary is entered into
this field.
« Hourly/Daily Employees — Enter 100 in the field.
»Compensation Type — Select the appropriate compensation type for the employee.
»Rate — Enter the rate of pay of the employee.
« Salary — Enter the employees annual salary
« Daily — Enter the employees daily rate
« Hourly — Enter the employees hourly rate
»Non — Prorated Value — Select this option if you need to add a stipend of an employee’s pay
but do not want it to prorate based on the main contract.
»Exempt from Dock — Select if this position is exempt from being docked.
o False — Wages earned from the position are used to calculate dock rate
o True — Wages earned from the position are NOT used to calculate dock rate
»Straight Time Mask — Enter the payroll code for this position. (Click here to view FASRG)
Module 1 for ISD Module 11 for Charters

# . . . .
> %f‘ the box if you choose to use the straight time mask as the overtime code as well
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Scheduled Paymants
Scheduled Payroll Period Pay Date Post Cate Scheduled Amownt | Actual Amsount
Batch 21211 09 0L/200 40030/ 2014 —— ARy 2014 WII014 Wt Pad
Batch #1226 LOYOL/2014-10/31/2014 Pay pariods hrzons  10/3172018 Hat Paid
Babch #1245  LL/01/2014-11/36/2014 alrsady paidfor  prames  11/3072018 Het Paid
the vear prierto This wil
Y L2/00/2014- 127302014 - . hiaons 123172018 Hot Paid
Batch £1260 amnployass his ! “ replace the "
Bobch #1273 OL/0L/2015-01/31/2015 dats 2005 /3L2015 calculated Mot Paid
Babeh #4384 0200 2005-02/28/2015 IBNE 3282015 amount with Kot Paid
03/0L/200 5-00/34/2015 332045 WILI0LE thF actual
. paid amount.
O5/04/200 S-05/ 342015 - 534245 S/3L2015 Used only in
O4/01/201 5-04/ 30/ 2015 | 045 4P30/2015 conyersion
Pay paricds
0601201 506/30/ 2015 | remainingfpr, 45 esams
07/01/2015-07/31/2015 r tha year that W15 IS
amplowvasa is
O8/0L/2015-00/ 3012015 alisib]a f2015  &r3L20LS
| — =
[[Mfsave | [ @<ancel |

»Promote Position — Use drop down box to select if this position should promote to the next
school year. For example, you may elect not to promote a stipend or extracurricular position.

> N/'J Check the pay periods in which the employee will receive their pay. If an employee is
hired mid-year, you will not be able to select those payroll batches that have already been
paid to be included in their payment schedule.
The available payments will calculate once the payment scehdule has been saved. To see the
payment schedule, you will have to exit this screen and click back on it to review.

Scheduled Payments ———> Do not promote this position -
[] Sscheduled Payroll Period Pay Date ‘ Post Date ‘ [7] Scheduled Amount | Actual Amount
Batch #1211 09/01/2014-09/30/2014 9/30/2014 9/30/2014 Not Paid
Batch £1229  10/01/2014-10/31/2014 10/31/2014  10/31/2014 Not Paid
Batch #1249 11/01/2014-11/30/2014 11/30/2014 11/30/2014 Not Paid
Batch #1260  12/01/2014-12/31/2014 12/31/2014  12/31/2014 Not Paid
Batch #1273 01/01/2015-01/31/2015 1/31/2015 1/31/2015 Not Paid
Batch £1277  02/01/2015-02/28/2015 2/28/2015 2/28/2015 Not Paid
Batch £1279  03/01/2015-03/31/2015 3/31/2015 3/31/2015 [calculated on save] Not Paid
05/01/2015-05/31/2015 5/31/2015 5/31/2015 [calculated on save]
04/01/2015-04/30/2015 4/30/2015 4/30/2015 [calculated on save]
06/01/2015-06/30/2015 6/30/2015 6/30/2015 [calculated on save]
07/01/2015-07/31/2015 7/31/2015 7/31/2015 [calculated on =ave]
08/01/2015-08/31/2015 8/31/2015 8/31/2015 [calculated on =ave]
’ HSave ] ’ @Cancel ]
WebSmart by JR3 Revised Feb. 2015
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Click & save

Black, John

u Return to list

=| Return to Contract List

Positions

€2 Add Position

Page Size: 10 -+ Calendar: all Calendars =

System ID | calend. Name | PAC/DE| Coding

Calculation

| Actions |

948 Monthly Payroll Test Teacher 80/ N 420-12-6119.02-101-7-11-0-00

Records: 1

100.00% @ 50,000.00 per year

¥ o
@o Pagelof1 » 00

If an employee has more than one position click €9 Add Position and fill
positions for this employee’s contract.

Click = Return to Contract List

Payroll - Add HR Info

in information for all

Finance > HR > Staff Manager

‘ Edit HR Info

Demographics | | payroll | | HR Info ‘ ‘ Leave | | Roles | | Contact Info | | Certifications | | Documents | | Reports ‘

u Return to list

This view allows authorized users to administer HR related information.

HR Info Editors

) General HR Attributes %) Leave Policy Elections [ None ]

E Federal Withholding Elections [ None ] 2.7 Benefit Program Elections [ None ]

E.J State Withholding Elections [ Mone ] E-:i Additional Allowance Elections [ None ]

5:7 Payment Elections [ Live Check ]

Click Y General HR Attributes

WebSmart by JR3
Add New Employee
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HR Information #| Return to HR Information Menu

oOther Settings / Values E Edit Attributes / Values

Primary Facility®
Employment Status® AWE - At-Will Employment (Exempt)

Degree Type*
Original Hire Date® None

Retirement Date None

Click Y Edit Attributes/Values

Black, John u Return to list

HR Information #| Return to HR Information Menu

General HR information

Other Settings / Values

Primary Facility* . - |L]
Employment Status® 1379 - Contractual -
Degree Type® 0 - No Degree -

Eligible For Rehire®  Eligible for re-hire -

Original Hire Date* l:l ez
Retirement Date l:l "‘ﬁl

»Primary Facility and Employment Status are pre-filled however can be edited.

»Degree Type — Select the highest degree the employee has received from the drop down box.

»Eligible for Rehire — Upon termination select if the employee is eligible for rehire with the
district.

»Original Hire Date — Enter the actual hire date of the employee MMDDYYYY

»Retirement Date — Enter the retirement date of the employee if applicable MMDDYYYY

Click &4 save

WebSmart by JR3 Revised Feb. 2015
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Black, John

“ Return to list

HR Information

#| Return to HR Information Menu

General HR information

Other Settings / Values

./ Edit Attributes / Values

Primary Facility™
Employment Status®* 1379 - Contractual
Degree Type® 2 - Masters Degree
Eligible For Rehire* Eligible for re-hire
Original Hire Date* 1/1/2000

Retirement Date MNone

Click = Return to HR Information Menu

F HR Info Editors - 1
%) General HR Attributes S/ Leave Policy Elections [ None ]
@I withheolding Elemiu@g Benefit Program Elections [ Mone ]
| J |
y State Withholding Elections [ None ] E:J Additional Allowance Elections [ None ]
%) Payment Elections [ Live Check ]
| | | |
Click Federal Withholding Elections
_!Iul:lr., John S “- Roeturn to list
HR Information

o+ Return to HR Information Menu

Federal “I‘H’lhpulng Elections

Page Size: 10 -~ Filter: Active & Future Elections -

System 1D Effective Date | Filing Status

(@ rarge ceciet)

| Additional withholding | Actions |

Mo Federal Withholding Elections Found

Records: 0

ﬂu Fagelof 1 = ﬂm

WebSmart by JR3
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Click &/ Change Election

HR Information #| Return to HR Information Menu

Federal Withheolding Elections

Filing Status® single

Additional Withholding® Naone -

Effective Date* l:l ==:|
[ Esave ] ’ ®cancel l

»Filing Status — Use drop down box to select which tax table (Single or Married) the employee
has elected. (http://www.irs.gov/publications/p15)

»Allowances — Enter the number allowance the employee has elected on W-4

»Additional Withholding — Use the drop down box to select if employee has requested an
additional amount to be deducted for withholding. **If this is selected an additional field
will appear on the screen.

HR Information #| Return to HR Information Menu

Federal Withholding Elections

Filing Status® single

Additional Withhelding®  Fixed Amount -
Additional Rate* |:| B ——

Effective Date* I:I sy
’ §Asave ] [ ®cancel l

»Additional Rate — Enter the amount or the percentage the employee has requested from their
W-4,
»Effective Date — Enter the effective date of the withholding election.

Click B save

WebSmart by JR3 Revised Feb. 2015
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HR Information

= Return to HR Information Menu

Federal Withholding Elections

%) Change Election

Page Size: 10 « Filter: Active & Future Elections

System 1D | Effective Date | Filing Status | Additional Withholding | Actions |
483 2/1f2015 Single - 0 allowance(s) $100.00 dollar(s) E;‘ 0
Records: 1

@o Page1of1 « ﬂ@

Click =/ Return to HR Information Menu

HR Info Editors

%) General HR Attributes

%) State withholding Elections [ MNone ]

E‘J Payment Elections [ Live Check ]

S‘J Federal Withholding Elections [ None ]

%) Leave Policy Elections [ None ]

y

Benefit Program Elections [ NMone ]

%) Additional Allowance Elections [ None ]

Click & State Withholding Elections (There is currently no state tax in Texas)

HR Information

= Return to HR Information Menu

State Withholding Elections

E;‘ Change Election

Page Size: 10 - State: TX « Filter:

System ID Effective Date

Active & Future Elections «

Filing Status | Additional Withhelding | Actions |

No State Withholding Elections Found

Records: 0

@o Page 1 of 1 = o@

Click & Change Election

WebSmart by JR3
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HR Information #| Return to HR Information Menu

Federal Withholding Elections

Filing Status® single

Additional Withholding® pgpe -

Effective Date* l:l il
[ Eisave ] ’ ®cancel ]

»Filing Status — Use drop down box to select which tax table the employee has elected.

»Allowances — Enter the number allowance the employee has elected on W-4

»Additional Withholding — Use the drop down box to select if employee has requested an
additional amount to be deducted for withholding. **If this is selected an additional field
will appear on the screen.

HR Information #| Return to HR Information Menu

Federal Withholding Elections

Filing Status® single -

Additional Withhelding®  Fjxed Amount -

Additional Rate* |:| S
Effective Date* I:l ey
[ EAsave ] [ ®cancel ]

»Additional Rate — Enter the amount or the percentage the employee has requested from their
W-4.
»Effective Date — Enter the effective date of the withholding election.

Click & save

Click = Return to HR Information Menu

WebSmart by JR3 Revised Feb. 2015
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HR Info Editors

%) General HR Attributes
E.] Federal Withholding Elections [ None ]

./ State withholding Elections [ None ]

Payment Elections [ Live Check ]

i

S/ Leave Policy Elections [ None ]
E.] Benefit Program Elections [ None ]

E} Additional Allowance Elections [ None ]

Click &/ Payment Elections

HE Information

= Retwrn to HR Information Henu

Payment Elections

%/ Change Election

Fage Size: 10 = Filter:
System 1D

Active & Future Elections -

| Effective Dats | Election

[ Email lulhurl;;l:lnn? 1 .l.:'tll_)nl ]

Mo Paymant Elections Found - Lve Checks will be [ssued

Records: O

QD0 Fogeiofl - QD

Click & Change Election

HR Information

#| Return to HR Information Menu

Payment Elections

Election Type* [ive Chack -

Effective Date* l:l -
’ HSave ] [_QCancel ]

»Election Type — Select the election type from the drop down box **If direct deposit is selected

additional fields will appear on the screen — see below)
»Notification — Select if a notification (check stub) is sent via email to the employee
»Effective Date — Enter the effective date of the payment election

WebSmart by JR3
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HR Information #| Return to HR Information Menu

Payment Elections

Election Type® Direct Deposit ~ <«

Notification® Do not perform any notification -
Effective Date* l:l ]
Distributions €3 Add Distribution
# | Distribution Type | Bank Account Number | Checking? | Rate |

[ Eisave ] [ O cancel ]

Click € Add Distribution (only applicable if Election Type is Direct Deposit)

HR Information #| Return to HR Information Menu

Payment Elections

Election Type® pirect Deposit »

Notification® Do not perform any notification -
Effective Date™ |go/p1/2015 | ™)
Distributions ﬁ Add Distribution
# | Distribution Type | Bank ‘ Account Number | Checking? | Rate |
1 Percentage « Select a bank.... - MNOT a Savings Account e

»Distribution Type - Select the distribution type from the drop down box
»Bank - Select the employee’s bank from the drop down box.
»Account Number - Enter the employee’s account number for the direct deposit
»Checking? - Select if the account is/is not a savings account.
»Rate - Enter the rate.
« If distribution type is a percentage then the rate is a percentage. The percentage HAS to
equal 100%.
« If distribution type is a flat amount then the rate is a dollar amount.

WebSmart by JR3 Revised Feb. 2015
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HR Information #| Return to HR Information Menu

Payment Elections

Election Type* Direct Deposit
Notification® Do not perform any notification -

Effective Date® |5/1/2015 ""1

Distributions e Add Distribution

# | Distribution Type | Bank | Account Number | Checking? | Rate |

1 Percentage - 063000047 - BANK OF AMERICA - 063000047 123456 NOT a Savings Account - 100.00 0

[ EAsave ] l OCanceI ]

Click ¥ save

**|f employee elected to have a flat amount sent to one bank and the remainder sent to a separate
bank, see below:

HR Information #| Return to HR Information Menu

Payment Elections

Election Type® Direct Deposit

Notification® Do not perform any notification -

Effective Date® |3/1/2015 == |

Distributions

Flat amount

{2 Add Distribution

# | Distribution Type | Bank Account Number Checking? | Rate !
L Flat Amount 063000047 - BANK OF AMERICA - 063000047 - 123456 NOT a Savings Account 500.00 e
2 Percentage w 311989807 - 15T UNIVERSITY CREDIT UNION - 234567 Savings Account - 100.00 e

Use 100% for

remaining of the
check

Click = Return to HR Information Menu

WebSmart by JR3 Revised Feb. 2015
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HR Info Editors

%) General HR Attributes @ Palicy Elections [ @

E Federal Withholding Elections [ None ]

E Benefit Program Elections [ None ]

E State Withhalding Elections [ None ] g Additional Allowance Elections [ None ]

&) Payment Elections [ Live Check ]

Click & Leave Policy Elections

mnwml_ mmemmLmUmUcmm“mmhmul
Black, John W

Bl Return to list

HR Information # Return to HR Information Menu

mmmmwmmﬂmwmmmmmmmwm
effective the date you provide.

IMPORTANT NOTE: If you “back date® a status change It will delete any elections subsequent to that effective date,
mmmmmmwmmmmmw The first available change date is 8/16/2014

Leave Policy Elections

( El:han!lel:'lecﬁnn!
Page Size: | 10 | Filtar: | Active & Future Elections v |

System 1D | Effective pate | policy

| Actions |

Mo Leave Policy Elections Found

Click & Change Election

WebSmart by JR3
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Cemagraphics | Payrell | HR Info i |cnmact1ﬂni Cumnmmllnm|

Black, John W [N Retun to Bst

HR Information # Return to HR Information Menu

Use this editor to change the status of an employes's leave policy elections. Change status will update the election
effective the date you provide.

IMPORTANT NOTE: If you "back date™ a status change it will delete any elections subsequent to to that effecuve date,

Alsa, you may not make make changes prior 1o the [ast posted payrall, The first available change date is 8/16/2014

Leave Policy Elections | Select a palicy...
teave potcy

Effective Date® (og/16/2014 | "'l
) | ©cancel |

»Leave Policy — Select the appropriate leave policy from the drop down box
»Effective Date — Enter the effective date of the leave policy

Click & save

W Return to list

HR Information = Return to HRE Information Menu

Use this editor to change the status of an employes's leave policy slediions, Change status will update the election

TMPORTANT NOTE: If you “back date” a status change it
Also, you may nat make make changes prior to the last pos

Leave Policy Elections
Page Size: | 10 ~ | Filter: | Active & Future Elections |
System ID  Effective Date | Policy been used, it will
b locked
Bf1%/2013 Standard

pecos: 1 QO iv00

Select to change

Click = Return to HR Information Menu
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HR Info Editors

£/ General HR Attributes

$/ State withholding Elections [ None ]

&) Payment Elections [ Live Check ]

@ Federal Withholding Elections [ Mone @ Program Eleﬁuns@

%/ Leave Policy Elections [ None ]

E‘ Additional Allowance Elections [ None ]

Click %/ Benefit Program Elections

s baneln

“'ﬂu-“h—d- =y

Benelil Program Electisns

ﬂl‘:&- Mﬁ—lﬁh -r“-_th'ﬂhh lh.._

Skt bo Ak

Page Lam -;-qp_-_:_[uw | Fteey | dctea B Puture Blections |

System 10| Calondar | Benedit Proaram

TR Searulird

S0 BYTH Massthausl
C13%-Ackwwlany Health : 123 ACIHD ED
C13%-Dendal ;: 3041 EQ
C135-¥isma : .71 €0

bL 2]
]
mr
%8
e
Records:

| treduction aa 0f 57872008 | Comtribution An 08 5/1/7015 | Dube Range

i b #aSsr to chasmge the wbston of s emplcyes s Beredd progrem slscton.
el
mﬂm l'm‘:fﬂ’!?-hd—nl Eqbatw sy wiachons oy

LEE B S TR PR TR
r-.*u:u--; Al Camndars
Syrstem 10 | Cabondir | Goneti Prooram
1T Hasthly  TRS Shesdard
oty
Hanthiy

3
I

SAME) ROTH HassMetusl
C3TE-hotvrlarn Healh | 135 AL s B0

Click (+] Add Election

et 1o PR Erdsemabeon
Benefit Programs now kv il - - M=
Once & banalit program is expined,
o wnll i bonger Sai o im tha
Actve & Fulure Eleclions.

o iy charigee pror o by last posted payroll

£ Bad Plection

12FLFBI13 = Presant %)
1AL = Present b
WL - Preseni v
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HR Information #| Return to HR Information Menu

Benefit Program Elections

Benefit Program®  select a program..... -

Calendar® select a calendar..... -

Effective Date* l:l =]
Expiration Date l:l [-=:]

»Benefit Program — Select a benefit program from the drop down box
»Calendar — Select a calendar for the benefit program.

»Effective Date — Enter the effective date of the benefit program.

»Expiration Date — Enter the expiration date of the benfit program if applicable.

HR Information #| Return to HR Information Menu

Benefit Program Elections

Benefit Program®  Employee Stipends hd

Calendar®  monthly Payrall -
Effective Date™ [gz/01/2015 | 2
Expiration Date I:l =z

Click & save (see below for more benefit plan setting options)

HR Information #| Return to HR Information Menu

Benefit Program Elections {3 Add Election

Page Size: 10 « Calendar: All Calendars « Filter: Active & Future Elections -

System ID | Calendar Benefit Program Deduction As Of 2/10/2015 | Contribution As Of 2/10/2015 ‘ Date Range | Actions |
1387 Monthly Payroll Employee Stipends Multiple deductions MNone 2/1/2015 - Present }\_-,-‘ e
Records: 1 @ Q Fciofl - QQ

***|f the benefit program was set up with a calculation method of subscription based, offering,

or election based, the screen will appear as below:
*Flat Amount or Percentage
o Calculation Method - Select if the benefit program is a flat amount or % of

earnings
o Rate — Enter the rate or the percentage.
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HR Information #| Return to HR Information Menu

Benefit Program Elections

Benefit Program™  UNCOLLECTED TRS-CARE CONTRIBUTION 3/7 & 3/24/14 . -

Calendar® select a calendar..... »

Effective Date™ l:l ==z |
Expiration Date l:l -

Deduction Calculations

Calculation Method™  Flat Amount =

»Benefit Program — Select the benefit program from the drop down box

»Calendar — Select a calendar for the benefit program.

»Effective Date — Enter the effective date of the benefit program.

»Expiration Date — Enter the expiration date of the benefit program if applicable.
»Calculation Method - Select if the benefit progam is a flat amount or % of earnings
»Rate — Enter the rate or the percentage .

*Offering

HR Information #| Return to HR Information Menu

Benefit Program Elections

Benefit Program®  14/15-SCOTT & WHITE (C125) -

Calendar® select 3 calendar..... -

Effective Date* l:l ==z
Expiration Date l:l =i

Offering Selection

offering®™  saw-E/C

[ EAsave ] [ ®cancel ]

»Benefit Program — Select the benefit program from the drop down box
»Calendar — Select a calendar for the benefit program.

»Effective Date — Enter the effective date of the benefit program.

»Expiration Date — Enter the expiration date of the benfit program if applicable.
»Offering — Select the appropriate offering for the employee.
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Click = Return to HR Information Menu

HR Info Editors

%) General HR Attributes
E Federal Withholding Elections [ None ]
3./ State withholding Elections [ None ]

Payment Elections [ Live Check ]

L

L) Leave Policy Elections [ None ]

E Benefit Program Elections [ NMone ]

E.j Additional Allowance Elections [ None ]

Click &/ Additional Allowance Elections

.ll Informatian

= Betwrn to HR Information Menu

lefage Size: 10 - Calendar: Al Calendars
System 1D | Calendar | Additional Allgwance

= Filter:  Aztive & Future Electens -

--"J
Calculation As O :.unﬂms| mlawl .A-cucm|

ho Addissnal Allrwenoe Eleiteng Found

Besandi: O
L

00 v - 100

Click [+ Add Election

HR Information

+| Return to HR Information Menu

additional Allowance Elections

Allowance®  select a program.....

Select a calendar..... ~
Effective Date* l:l =
Expiration Date l:l =

MSave QCanoel

Calendar*
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»Allowance - Select the allowance from the drop down box. These are preset allowances that
were set up in WebSmart at Finance > Payroll > Add'l Allowances

»Calendar — Select a calendar for the additional allowance.

»Effective Date — Enter the effective date of the additional allowance

»Expiration Date — Enter the expiration date of the additional allowance if applicable.

[Eemewasies | [ | [ oo | [cowe | [ | [ oot e | [ coteni  [sweems

[ metum 2 1t
Hetwn bo 110 infermation Meau

Hit Infnrmation

]
=

Ui e ot {0 change e sktstu of sn 1 3dddmnal ok

IHPFORTANT MO TE: i yoo ad dets” » ilite change A S it Tht it duln. &wo, you Sy (ol make make tange prar b e ek poded paryroll. The fal.
whﬁhmu : :

Allomance”  Call Frors Agmanos
Calendar®  sigeably
Effectien Date® Batza1y | ™=

Fupiranss Dals B

[ s | | Bpcancal

Click ¥ save

[ matars ve st

= Return to H&t Information Menu

Use tha ediier to change the stwfus of an empleyee’s addional Mlgwiece slectoes.

wmuﬂhury.w-%wuﬁ@mmwnmmmmm may et ke

additicnal Allowance Ebections

Allowance* | Ceil phone alowance w|

Calendar® |Manthly |

EHective Date® |paigpraons -

Expiration Date ;na.-a L2015 | M

Click = Return to HR Information Menu
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Payroll - Add Leave

Finance > HR > Staff Manager
The leave bank represents the selected instructional period's balances by leave type. If you

need to manually adjust balances, simply edit the leave type in question and create an
adjusting entry.

‘ Initialize Leave Balance/Edit Leave Balance

M Retum s list

I The lesve bank represents the selected metructional penod’s balances by leawe type. If you need to marually adjust balences, umply edit the

leave type in guestion and create an adjusting enbry

Leave for| 2014-2005 School Year /] C{_} Initialize Luuh'l-ru;)
Category/Type | Carried Forward | Acerued | Used | Dack (Grace/Reduced Full) | Available | Actions

Click (4] Initialize Leave Balance

Payrell | | HR Infa

[ Return to list

If you need to create a carry forward balance for & new employee, make sure you are initislizing the balance for the PRIOR school year.
Initialize Leave Balance
”~ T

Leave Type™ [Seats Personal »| i i
Balance® | ]

asave I Ocunce |

»Leave - Select the leave that is being adjusted.
»Balance — Leave the balance blank
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Bl Return to list

Leave for | 2014-2015 School Year V|

The leave bank represents the selected instructional period’s balances by leave type. If you need to manually adjust
balances, simply edit the leave type in question and create an adjusting entry.

€3 Initialize Leave Balance

Category/Type

Carried Forward | A:mu‘ll um| Dock (Grace/Reduced/Full) | Available | Actions

State Personal 0.00

0.00 0.00 0.00 0.00

0.00 0.00 QJ)

A Return ko list

Leave Datail for State Personal

# Return to Leave Balances

Some descrption here
Leave Transaction

Comameents " | Hnmal Sconasl
Units Accrved
Umits Used* | .00

Dock Relsted Dalances

Click & save

***Continue the same process for all the leave that needs to be initialized. For instance, if
an employee is eligible for local leave, vacation, etc you will intialize those leave types

now.

- Adjusment to Leave

» Toadd an adjustment to correct leave, you can enter a correction through a leave form, or
you can add the adjustment on the Leave tab

» Select Add Adjustment
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Demographics Rolas Contact Info Cartifications

[l Return to list

Leave Detail for State Personal #| Return to Leave Balances

Some description here

(—0 Add Adjustment

Page Size:

System ID| Txn Type | Comments | Accrued | Used | Graced | Reduced Dock | Full I:lockl Actlnnsl

5125 Adjustment  Initial Accrual  5.00 0.00 0.00 0.00 0.00 % |

Recordes QO [r:: |00

» Comments — enter any comments to help you identify the leave

» Units Used — enter a negative leave amount to adjust the leave. In this example, we
chose to reimburse 1 day of leave.

» Save

Demographics I | Payroll I MR Info | Leave Roles | Contact Info | Certifications F.-Ipulbl

Bl Return to list

Leave Detail for State Personal #| Return to Leave Balances

Some description here
Leave Transaction

Comments® |peimburse Leave 02/23
Units Accried”
Units Used”

Dock Related Balances

Graced”®

Units Reduced”

Units Full” D-DU|

| Hsame] | Ocannel |

Employee Leave report — after entering the leave adjustment, you will be able to see it on the
Employee Leave report
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ontract: 08/21/2014 - 06/05/2015
State Personal

2014-2015 Leave
Reimburse Leave 02/23

b State Personal Balance

‘ Leave — Service Record Adjustment

o Select the previous year. In this example, 2013-2014
o Select edit

| Demographics | | Payroll | | R 1nfo | | Leave | | Roles | | contact 1nfo | | cartifications | | Reparts |

A Return to list

presents the selected instructional penod’s balances by leave type. If you need to manually adjust balances,
I 2014-2015 School Year d create an adjusting entry.

2015-2016 School Year
2013-2014 School Year

U12=20 SChoo! Year

Category/| 2011-2012 School Year  ried Forward 1 Accrued | Used I Dock (Grace/Reduced/Full) I Available | Actions

2010-2011 School ¥
State Pors| 30092010 Schoel Yeor 0.00 500 0.00  0.00 000 000 5.00 @

{3 Initialize Leave Balance

Select Add Adjustment

| Demegraphics | J Payroll | I HR. Infa | | Leave [ | Rales | [ Contact Info | l Certifications I | Reports I

u Retumn to list

Leave Detail for State Personal #| Return to Leave Balances

Some description here
6 Add Adjustment )

e

o Enter Comments
o Units Accrued — enter the amount from the employee’s service record

o Save
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Damographics | | Payrell HR Info Leave Rolas Contact Info | Cartifications Reports

[l Return to list

Leave Detail for State Personal #| Return to Leave Balances

Some description here
Leave Transaction

Comments® (Dallas 1SD - Service Record )

Units Accrued”

Units Used*

Dock Related Balances

Graced™

Units Reduced*

Units Full*

» To verify the Carry Forward amount:
o Select Return to Leave Balances
o Select the Current Year

I Demaographics | | Payroll | | HR Info | | Leave | | Roles | | Contact ]rlfu-l | Certifications | | Reports |

H Return to list

The leave bank represents the selected instructional period's balances by leave type. If you need to manually adjust balances,
simply edit the leave type in question and create an adjusting entry.

Leave [2014-2015 Scheol ‘l’ear 0 Initialize Leave Balance

Category/Type ruedl Used \ Dock (Grace/Reduced/Full) | Available [ Actions

State Personal K S.DD} 5.00 -1.00 0.00 0.00 0.00 11.00 y

Payroll - Roles

& &

Finance > HR > Staff Manager > Roles
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» Roles are used to identify the campus and responsibilities of staff for PEIMS
reporting purposes and access to Gradebook.
> Teaching Campuses - Use this editor to authorize and restrict an employee's
ability to be selected as a teacher on a given campus
> Responsibilities — Use this editor to assign responsibilities for staff, which creates
090 records (Staff Data Responsibilities) for PEIMS reporting in the Fall PEIMS
file.

Demeographics l I Payrell I I HR. Info I I Leave | | Roles | | Conkact Info I I Certifications l I Reports I

“ Return to list

This view allows authorized users to administer employee role related information.

Role Editors

E)’ Teaching Campuses [ None ]

S‘_..J Responsibilities [ 0 ]

» Select Teaching Campuses
o Select Edit Attributes/Values to assign a staff member to a campus or multiple
campuses
o Assigning teachers to specific campuses will release the teacher to the scheduler
module

Demographics I ‘ Pa'grrnlll l HR Info | | LeweJ | Roles | | Contact Info I ‘ Certifications ‘ | Reports ‘

u Return to list

Campus Teaching Authorization #| Return to Roles Menu

Use this editor to authonze and restrict an employee’s ability to be selected as a teacher on a given campus

Authorization | Enrollment Campus G‘] Edit Attributes / \lalueb

Arlimgton Elem -

Arlington High School -

Arlington Middle School -
Garland Elem -

» Check the box for each campus to assign to the staff
» Select Save
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» Return to Roles Menu

| Demographics | | P'a'.rmlll | HR Info | | Leave | | Roles | | Contact ]nfﬂl | Certifications | | Reports |

Retumn to list

'1
Campus Teaching Authorization #| Return to Roles Menu
Use this editor to authonze and restrict an employee's ability to be selected as a teacher Eﬁ:nmws

Authorization | Enrollment Campus
L]

I arlington Elem -

» Responsibilities — Teacher responsibilities will be released from the schedule module
during the PEIMS process. You will need to add responsibilities for all other PEIMS

reportable staff. See the PEIMS Data Standards page for further clarification. Click Here
» Select Add Responsibilities

| Demographics I | Payrall | I HR Infa I I Leave | | Reles I | Contact Info I I Certifications I I Reports I

[l Return to list

Role Information #| Return to Roles Menu

Responsibilities...

Responsibilities { o Add Responsibility

Page Size: [Pl 05/21/2014-06/05/2015 |G
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Demographics | | Payrall | | HRlnful | Lea'u'll | Roles | |Cant.m:t 1n'Fu| | Certifications | | Dﬂ-mrntnb| I Reports |

A Return to list

Role Information #| Return to Roles Menu

Responsibilities...
Responsibiliies

Campus Number® |[F7F3S Supenntendent W

Role Type® |27 - Superintendent/Chief V|

State Service ID”
|55D130DD - General Administration

Instructional Setting” |80 - Regular Class vl

Population Served*® ||;|.1 - Regular Students

Class Type® |01 - Regular v

Minutes”

» Select to edit the role responsibility
» Select to delete the role responsibility

Roles | | Contact Info | | Certifications | | Documents | | Reports

Conger, Edward G [l Return to list

Role Information #| Return to Roles Menu

Responsibalities...
Responsibilities

Select to edit the
Page Sze: | 10 /| Contract: role

responsibility

380 057848701 027 - Superintendent/Chief Administrative Officer/Chief

Select to delete the
057845701 027 - Superintendent/Chief Administrative Officer/Chief g role responsibility

Payroll - Contact Info

Finance > HR > Staff Manager

- Enter Contact Info
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Demographics | | Payrall | | HR Info | | Leave | | Contact Info | | Certifications | | Documents | | Raports |

Black, John S

e’
u Return to list

This view allows you to edit contact information related to the employee.

Employee Contact Info

%) Edit Contact Info

Mailing Address
Home Phone None

Cell Phone None

Work Phone None

Primary Email None
Alternate Email None
Emergency Contact 1 None

Emergency Contact 2 None

Click L/ Edit Contact Info

Black, John S

o
u Return to list

This view allows you to edit contact information related to the employee.

Employee Contact Info

Mailing Address
Street Line 1

City/State/ZIP | | ™ ~ |

WorkPhone [ @

Primary Email

Alternate Email

Emergency Contact 1 | |,r’| |.-"|

Emergency Contact 2 | |f| |a"|

[ Eisave ] ’ ®cancel l

» Mailing Address — Enter the following:
oStreet Line 1

«City/State/Zip
Home Phone |
cell Phoane | Click on the radial button to indicate
L the primary contact source.

work Phone |

*Primary Email
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*Alernate Email
*Emergency Contact 1
*Emergency Contact 2

This view allows vou to edit contact information related to the employee.

Employee Contact Info

Mailing Address
Street Line 1 (17345 Street Name |

City/State/ZIP City Tx - [76710

Home Phone r554) 755.1902 | @
Cell Phone [554) 745-1112 | ©
Work Phone (554 7550003 | ©

Primary Email |jh|au:k@5u:hu:|-u:|-l.net |

Emergency Contact 1 |spouse |/ |(254) 759-2345 |/ | |

Alternate Email

Emergency Contact 2 | |f| |.|"| |

[ ESEIVE: ] [ QCancel ]

Click & save

This view allows you to edit contact information related to the employee.

Employee Contact Info E Edit Contact Info

Mailing Address 12345 Street Name City, TX 76710
Home Phone (254) 759-1902 *
Cell Phone (254) 745-1112
Work Phone (254) 759-0003
Primary Email jblack@=school.net
Alternate Email None

Emergency Contact 1 =spouse [/ (254) 753-2345

Emergency Contact 2 None
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Payroll - Certifications

The areas in which an employee is eligible to teach are based on the certification
source. The current list of specialization certifications listed on this screen are

preloaded SBOE?’s list of endorsements available to date.

Finance > HR > Staff Manager

‘ Adding Certifications

IDemugraphir_ﬁ | | Payrall | | HR Im‘u| | Leave| | Contact Info | ‘ Certifications | | Documents | | Reports. |

lack, John S

o
u Return to list

Certifications

€ Add Certification

Page Size: 10 ~ Filter: Active Certifications

System ID Specialization

| Highly Qualified | Actions|

No Certifications Found

Records: 0
!

@o Pagelof 1 « 00

Click (4] Add Certification

Certification

Specialization® select a specialization.....

- &
Primary Source Select a source

Highly Qualified?* Fzlze «

Effective Date* I:I -
[ tﬂSave ] [ OCanceI ]
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»Specialization — Select a specialization from the drop down menu. This will be on the
employee’s teaching certificate.
»Primary Source — Select the source of the specialization from the drop down menu

»Highly Qualified — Select if the employee is highly qualified based on the following
Click here for HQ requirements

»Effective Date— Enter the effective date of the certification.

Certification

Specialization® English Language Arts and Reading 4 - 8 -
Primary Source® sSpgC -

Highly Qualified?* True -

Effective Date* e~
[ ESEVE l [ QCancc—:I ]

Click & save
Black, John & [M Return to list
Certifications € Add Certification

Page Size: 10 + Filter: Active Certifications

System ID | Specialization | Highly Qualified | Actions |
3 English Language Arts and Reading 4 - 8 <7 True ¥
Records: 1 @ Q rFageiofi + @@

Highly Qualified — True or False - once the determination is made on the HQ status of an
employee, the prompt will show “True.” If at any point, the status needs to be False, click on

the yellow star to indicate False.

To expire a certification — if an employee’s certification has expired, select the edit button

to go to the next screen.
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Demographics I | Payroll | I HR Info I I Leave | I Roles I I Contact Info I | Certifications | llk-porh |

Black, John W u Return to list
( Select edit
Certifications to E|_1ter_ an cation
7 _ T expiration
Page Size: | 10 V| Filter: | Active Certifi] Select the star if the date
employee is NOT )
System ID | Specialization highly quafied Actions |
& Generalist 4 -8 . 7 True (5]
Records: 1

© Qi1 V0O

Expiration Date — enter the expiration date of the certification
Select Save

| Demographics | | Payroll | | HR Info | | Leave | | Roles | | Contact Info | | Certifications | | Reports |
Black, John W

[l Retumn to list
Certification : Generalist 4 -8

#| Return to Certification List

Certification Details

Certification Source* l SBEC

v

Effective Date* [5/1/2014 | ™

SO —

Comments
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Payroll - Documents

Finance > HR > Staff Manager

‘ Adding Documents

» Documents — if you have purchased WebSmart-i, you will see a Documents tab and
have the ability to upload the personnel file here.
» You are allowed to upload documents of any size.

Click on € Upload File

Documents @ Upload File

File* Mo file selected.
§A Upload File

Page Size: 10 =

Document Name SystemId Last Modified Date | Actions |I

No Documents Found

Records: 0

@o Page lof 1 - 00

Click | Browse— | to find document to upload.

Cllel & Upload File "
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Demographics Payroll Contact Info

Certifications | | Documents

Black, John W

A Return to list

Documents

) upload File

Page Size: |10 v

Document Name

SSN/Student ID | pate of Birth

| Actions |

Sitem. OriginalFileName

Records: 1

123-45-6789 1/1/1970 (%]

@O [rage1o1 VO Q

Payroll - Reports

Finance > HR > Staff Manager

‘ Reports

Select Run Report.
New Reports —

v v VWV

Reports — You now have access to many reports from the employee’s HR screen.
Select any report and complete the parameters

o Employee Payroll Preview — this was previously found on the employee’s

Position History screen

o  Staff Certifications — lists all certifications for that staff member
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Demographics Roles | | Contact Info | | Certifications Reports

Black, John W [ Return to list

L UL M Enployee Leave Y
Employee Payroll Preview
Parameters Leave Forms
Service Record Labels

Service Records
Service Records - Detail
Staff Certifications
Instructional Period = R

Display

Active Only? ]
Mask SSN? n

Export Data To Excel O

»Instructional Period — Select the instructional period from the drop down box

»Payroll Calendar — Select the pay calendar from the drop down box

»Payroll Period — Select the payroll period from the drop down box

»ID Type — Select the ID type desired on the payroll report. (only generated on some of the
reports).

Default |v
_ Default - Masked S5 #

Default Federal - Full Social Security #

Federal State - UID #

State Local - Local Defined #
Local

»Export Data to Excel — Check this box if you want the report run to Excel

Click ® Run Report
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