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Chapter 1

Getting Started & Helpful Hints

The Staff Manager section of the HR Module will allow you to quickly and easily set up new
employees, as well as keep your current employees’ information up-to-date.

Before adding an employee to WebSmart, check the TRAQS site shown below to verify their
TRS status. Enter the name in WebSmart exactly as listed with TRAQS if they are a current
member. Otherwise, enter their name as listed on Social Security card, including full middle
name.

https://oapi.trs.state.tx.us/ TRAQS/do/loginPage

v" Once you begin the new employee set up, it is important to complete the process as one
action to ensure everything is entered in the proper sequence to avoid potential error
messages.

v' At the beginning of each section, you will be given the path (shown in italics) that will
guide you to the correct place in WebSmart to begin adding, editing or deleting information
for that section.

v" Throughout WebSmart you will see a series of icons. These icons perform the same
function in each section. Becoming familiar with these icons will enable you to navigate
and work efficiently in WebSmart.

Commonly Used Icons
(4] Add - Allows you to add or search
-y Edit - Allows you to edit that item
& Create - Creates or Saves
il Back - Goes Back to a key location (as noted next to the icon)
= Search - Shows you all the items that are in that particular area
& Run - Runs a report
e Terminate - Terminates, Cancels or VVoids an action
(%) Delete — Deletes an Item
o Upload — Starts the process to upload your documents
romcc | Promote — Promotes or moves items designated year
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| Bowse. | Browse — Allows you to select the file you want to upload
[Buwedfe | Upload File — saves the file to WebSmart

& Run Report — begins running the requested report

Search for an Existing Employee

Finance > HR > Staff Manager

To locate an employee, you may either click on the letter of their last name at the bottom of the
screen or use the search feature.

To use the search feature click on (+) Add/Find Staff

i) General Ledger | (T)HR | o Payr

Finance > HR > Stalf Manager

“otaft Manager Click to Add or Find Staff . © Ada/ring T

Page Saet 10 ~ | Fliter: | Active Staff -
Local 1D | SSN Hame Employment Status | Eacility | Actions |
001513 W ACKLIN, CELLA FELICIA 1379 - Full-Time 103-Dr lames L Burch Intermediate 3]
001634 - ACOSTA RAMIREZ, LINDA B 1379 - Full-Time 103-Dr James L Burch Intermediate S‘.J
001695 Ll S AGUAYO, PAULA 1379 - Full-Tirse 106-0r David C Walkker intermediate -7
001309 AGUIRRE, ANGELA R 1387 - Auxilary S99 District Wide b
000574 W ALANIZ, EVA 1379 * Full-Time 106-Dr Dawid C Walker Intermediate ¥
001595 ALANIZ, LAWRENCE 1379 - Full-Tirme: 003-Miton B Lee Academy of Stence & Engineering v
001272 - ALFARD-SANTILLAN, MARLA A 1379 - Full-Time 101-Dr Harmon W Kelley Elementary EJ
01719 ALMAGUER, ANGELITA SALAZAR 1379 - Full-Time 101-0r Harmon W Kelbey Elementary &
001672 W ALOBAIDY, RIYADH 1379 - Full-Time 003-Miton B Lee Academy of Stience & Engineering &/
000881 . . AMBRIZ, JUAN JOSE 1379 - Full-Time 101-Dr Harmon W Keliey Elementary E.',-”
Al A |B|SIDIEIEIGIHITIIIIEILIMINIQIEIQ|BIS ITIUIY IWIXIX1Z |
Records: 285 D0 Fagelotze « @)

Complete Search Criteria by entering the known information in one or more of the fields:

Click - Search

Finance > HR > Staff Manager

Find Staff ﬁ M return to list
Enter known information for any ﬁEIdJ
Search Criteria /

V' First Middle Last
Name | | | | |

SSN/State ID |:|
sirthgate [ |
Click to Start Search

» Name - First, Middle, Last
» SSN/State ID - Enter the Social Security Number of the Employee
> Birthdate - Enter the Birthdate of the Employee

Updated August 23, 2016 WebSmart HR Module Page 1-2



If their name appears, as shown below, they are currently in the system.

Click & to edit their information.

Finance > HR > Stafl Manager

Find Statf W return to kst
Search Criteria
First Middle Last
Name | [rucker
SSH/State D | |
Bithdate [ |7 If the search finds the
staff name, Click to Edit
., Search

Search Results () Create New Staff

Name
Local ID | 55N Birthd, \ctions

First | middle | Last
001727 M- (@E Tukw _Daiee  §

If their name does not appear, click © Create New Staff.

s )

gl -
Finance > HR. > Stalfl Manager

(" Find stalt I Return to st
Search Criteria
First Middle 5
Gt _' Click to Create New Staff
Rirthanes |—: = Mo match found ]
—, Search] \
Search Results () Create New Staff
No staff Match This cnr.ena/
Updated August 23, 2016 WebSmart HR Module
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Chapter 2

Staff Manager

Step 1 - Demographics

Add/Edit Information

Finance > HR > Staff Manager

To locate an employee, you may either click on the letter of their last name at the bottom of the
screen or use the search feature.

To add or edi

4 General Leg

t information, use the search fe

Wl -~ Py

ature by clicking on © Add/Find Staff

ot

Finance > HR > Staff Manager

-

Stafl Manager l Click to Add or Find Staff © Add/Find Staff
Page SEe: 10 v FRer  Active Staff .
Local 1D | Ss5N Name Stalus | Eaility I Actions |
001513 W W e ACKLIN, CELIA FELICIA 1379 - Full-Time 103-Dr James L Burch Intermediate )
001634 M e i ACOSTA RAMIREZ, LINDA B 1379 - Full-Time 103-Dr James L Burch Intermediate -]
ODIE95 M MR AGUAYO, PAULA 1379 - Full-Teme 106-Dr David € Walker intermediate v
001309 s AGUIRRE, ANGELA R 1387 - Auxillary 999 Destrict Wide )
000874 W el ALANIZ, EVA 1379 - Full-Teme 106-Dr David € Walker intermediate )
001595 e S ALANIZ, LAWRENCE 1379 - Full-Tame 003-Miton & Lee Academy of Scence & Engineening 8
001272 W W W ALTARO-SANTILLAN, MARIA A 1379 - Ful-Thme 101-Dr Harmon W Kelley Elementary -]
001715 4 4 S ALMAGUER, ANGELITA SALAZAR 1379 - Ful-Time 101-Dr Harman W Kelley Elementary 2
001672 S0 W ALOBAIDY, RIYADH 1379 - Ful-Tene 003-Miton B Lee Academy of Scence & Engineering 5/
OODBBI W % We AMBRIZ, JUAN JOSE 1379 - Ful-Time 101-Dr Harman W Kelley Elementary 2
MIAIBICIDRIE IE_I.G IHITIIIEIL IMINIQ B Iﬂﬁsgﬂ_lﬂ IWIX1Y |2 |
Records: 285 QO Foeion ~ Q@

Complete Search Criteria by using one or more of the following search criteria:

Updated August 23, 2016 WebSmart HR User’s Manual Page 2-1



Click ™ Search

e [ o [ e o [roe |

Finance > HR > Staff Manager

(" Find staff

~
] u Return to list

Enter known information for any ﬁeIdJ

Search Criteria

/
Vo First Middle Last

Name | | | | |

SSN/State ID :

Birthdate : s
Click to Start Search

» Name - First, Middle, Last
» SSN/State ID - Enter the Social Security Number of the Employee
> Birthdate - Enter the Birthdate of the Employee

If their name appears, as shown below, they are currently in the system.

Click & to edit their information.

Finance > HR. > Staff Manager

Fine Statf W return to kst
Search Criteria

First Middile Last

Mame | | [rucker
SSN/State TD | |
pirthdate | | m If the search finds the
) ) staff name, Click to Edit
-, Search
Bs \ () Create New Staff
Local ID | SSN tame ion
ocal s
First | middle | Last

o077 - e s Tucker - L

If their name does not appear, click © Create New Staff.

Finance > HR > Staff Manager

-
Find Stalf B Retumn to kst

Search Criteria

Hame [ | |Davies

SSN/State 10 | Click to Create New Staff

Birthdate |

Search Resulls () Create New Staff

o Staff Match This Crteria

Updated August 23, 2016 WebSmart HR Module Page 2-2



This will bring you to the screen that allows you to begin the new employee setup process.

Select &4 Create after entering the information in all of the fields.

*This screen contains demographic data used in State PEIMS reporting that will be entered.

LY General Ledger | T HR J. ' Payroll | &=/ Purchasing & AP | =/ Banking & Receipts I s Reports ]

Finance > HR > Staff Manager

New Staff Enter the information in each field.
An *is a required field and cannot _)

be left blank

First reticlette Last Suffix
Mame | ] | None -

New Staffi!

Demographics

Preferred Name

State ID / SSN* Tab between Fields
—

Birth Date*

Gender®  sSelect a gender... -

Ethnicity™  select an ethnicity... -
Race™ Asian Black African American American Indian/alaskan Native Mative Hawalan/Pacific Islander wWhite
Employmen U Status®  Select a status... -

Primary Facllity®  select a facility... -

d_CIick Create to save
L New Employee Info j #§) crasta | |_€ Cancel

» Name - First, Middle, Last. Use drop down arrow for Suffix list. Enter full middle
name to avoid PEIMS warnings.

Preferred Name - Enter any preferred 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.

Gender — Select the gender of the employee from drop down arrow.

Y

Ethnicity - Select the appropriate ethnicity of the employee from drop down arrow.

YV V V VYV VY

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 arrow.

» Primary Facility — Select the employee’s primary facility from the drop down arrow.

A\

This will bring you to the summary screen. Verify the information you entered is correct on this
screen. If it is not, make corrections by selecting “Edit Demographics”.

b st veoper, [ u |y poyrot | 22 purchesing ovan, | Boang & necepta, | o2 Repers, |

Finance > HA > Staff Manager

[Bmmorapiucs | [ omron | [[voirde | | samve | | oimn | [ ovtiveanons | | Sommact i | | oocommarns | [ weperes |

Tucker, Sheila A retien o e

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

Deamugral ks 4 E e £ EAR DEmMOgraphics
f Click Edit Demographics if there e/ TN Semopraphics |
L are corrections to be made
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If the employee is found, Click Y Edit Demographics to complete the initial setup.

Finance > HR > Staff Manager

| Demographics | | Payroll | | HR Info | I Leave I | Roles | I Certifications | | Contact Info I | Documents | I Repaorts |

-
BENTON, DEBRA S Ml Return to list

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

e Click Edit Demographics to “? T
- complete the setup -
Name® DEBRA S BENTON

S55N* -
State UID* (BZ6E13645
Local ID* 001291
Date of Birth*
Gender® F - Female
Ethmnicity® 0 - Not Hispanic/Latino

Race™ W - white

Demo Release* Authorized to release demographic informarion

Edit all the demographic fields that need to be changed or updated.
Select ¥ save

Finance > HR > Staff Manager

Demotaﬂhicsl Fayrall IHRWn Leave | | Roles | Certiicaﬁnﬂs] | Contact In{o| ]Dmaluml Iﬁema]

Tucker, Sheila

I Return to st
This view allows you Lo edit the core related to an This data is used for all reporting and throughout the system to identify the employee.
Demographics
First Middie Last Suffix
Name  chela :Ttnrker Noene v

Preferred Name  =heaiy

o )

Local ID* (7737 This field does not appear until after the d
emographic screen is created. |t will
default to "NOT authorized”. Use Drop
Down Arrow to change

Date of Birth® 1/1/195]

Gender®  F - Female *

Ethnicity® @ - Not Hispanic/Latine =
Race® asian ] Black african american [ amenican Indian/ak: ative [ Native Hawakan/Pacific Islander ¥ whie
Demo Release® 60‘[ authonzed to release demographic informaian

LSave to Complete ==t jdsave | | @Cancel |

> Local ID - This field is the State UID (Unique ID), which is the information obtained
from the TSDS.

» Demo Release — Select from the drop down arrow if the employee has authorized or
declined the release of their demographic information. This field defaults to “NOT
authorized to release demographic information” and you will have to click on Edit
Demographics again to change it.

Updated August 23, 2016 WebSmart HR Module Page 2-4



Step 2 — Payroll

Add Contracts

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

Finance > HR > Staff Manager

**\/erify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, “Search for an Existing Employee.”

Click on the “Payroll” Tab

Click on (+] Add Contract

L@ General Ledger

- | o o
Ed Banking & Receipts

4 Purchasing & AP

Step 1 - Click on Payroll Tab

Finance > HR > Staff Manager

Demaographics Payraoll ‘ HR Info ‘ | Leave ‘ ‘ Roles ‘ ‘ Certifications ‘ ‘ Contact Info ‘ ‘ Documents | | Reports |
{ A
Tucker, Sheila .
Q b ) Step 2 - Clickon ) WMl Return tolist
Add Contract
Employment Contracts (D) Add Contract
Page Size: 10 ¥ Period: Current Period + District: Al Districts ¥ Filter: Active Contracts v
System ID ‘ Period | District | Coniract Dates ‘ ACA ‘ Days | % of Day | Positions ‘ Actions |
No Configurations Found
Records: 0 @ Q rageiofl ~ Q@ Q

Fill in all of the required information.
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Click ¥ save

|y General Ledger I (T HR I - Payroll | g;'-'nmm&ap ] :{:mmam | s Reports i

Finance > HR > Staff Manager

| nnuuur.mlw,| | I’.w||>l| | HE |nru| | Leave | l(1||1",| | ('1-mrx.mmn| | Contact Ir|f|>| | Documen l'\.| | Rl'lallrl'.l

Tucker, Sheila

Employment Contract

Contract Terms

Placement Type*
District*

Instructional Period*

FTE -
Select a district..... -

Select a period..... bl

Complete all information. Items with an *
are mandatory

Each item is detailed below or can be
found in the Glossary of Terms.

-
M return to st

Contract Attributes

Contract Attributes

Payment Attributes

Contract Type*
Contract Days*
Contract Begin®
Conlract End*

Status*

Primary Role*
Percent OF Day ™
Pay Step*

Local Experience®

Prof. Experience®

Primary Roke*
Percent Of Day*
Pay Step*

Local Fxperience*
Prol. Experience™

ACA Offer*

10 Month 182 Days

* - Active -
Select a position type..... -
0o -
Select 3 position type..... -
0 -

1A - Qualfying Offer

( -

Statutory Tax Status*
FUTA Exempt™®
SUTA Exempt™®

Overtime Exempl®

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

False - Employee is eligible for overtime

Save to complete P dsave ®cance!

arrow.

VV ¥V VY

Contract Type - Select the appropriate contract type from the drop down arrow.
Placement Type — Select FTE or Contractor. You will only select contract if you
have contracted instructional staff member that needs to be reported to PEIMS.
District — Select the district the employee is associated with from the drop down

Instructional Period — Select the instructional period from the drop down arrow.
Contract Type — Select the contract type from the drop down arrow. This indicates

the annual number of days/months the employee’s contract contains. If employee is
hired mid-year, you will select the annual contract they would be on if working a full
year. The Contract Type is used for TRAQS reporting.

» Contract Days - Enter the number of days the employee will work. Examples:
e |f an employee is on a 187 day contract and is working full time, enter 187 days in
this field.

e |If an employee came in mid-year and is only working 90 days of the 187 day

contract, enter 90 in this field.

This information is used for TRAQS reporting.

Updated August 23, 2016
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» Contract Begin — Enter the contract begin date. This field should indicate the first
day the employee reported for work for the instructional period. This information is
used for TRAQS reporting.

» Contract End — Enter the contract end date. This field should indicate the last date

the employee is required to report for work for the instructional period. This
information is used for TRAQS reporting.

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

» Primary Role — Select the primary position from the drop down arrow. This field is
used for TRAQS member data reporting.
**|f 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 arrow. 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 of experience the employee has had at
the district. If it their first year, enter 0.
> Professional Experience — Enter the number of years experience the employee has
had in all school districts (information from prior service records). If it is their first
year, enter 0.
» ACA isthe Affordable Care Act. You MUST select an option from the Droop Down
Arrow.
» Statutory Tax Status — Select the appropriate statutory taxes for the employee from
the drop down arrow
¢ Ineligible for all statutory adjustments — H1B Visa employees.
e Medicare eligible only — retired employees.
e FICA and Medicare eligible — substitutes/schedule less than 20 hours a week.
e State retirement eligible only - Click here to view eligibility.
e State retirement and Medicare eligible — the norm for most staff contributing to
TRS.
e FICA, Medicare and State Retirement eligible — for school districts that
participate in FICA and TRS options for full-time staff.
» FUTA Exempt — If your district is required to participate in Federal unemployment:
e True— FUTA Taxes DO NOT apply to this employee.
e False — FUTA Taxes apply to this employee.
» SUTA Exempt
e True — SUTA Taxes DO NOT apply to this employee — some superintendents
may be considered SUTA Exempt.
e False — SUTA Taxes apply to this employee — Applies to most employees.
» Overtime Exempt — Select if the employee is eligible for overtime.
e True — Employee is NOT eligible for overtime —applies to exempt employees.
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o False — Employee is eligible for overtime — applies to nonexempt employees.

Edit Contracts

Finance > HR > Staff Manager

Click & to edit the contract.

Finance > HR > Staff Manager

Dumomhml P illl]nfo WW|CMMHWMMO||MNM||R@0MI

-
Tul:lerr Shela I Retum to list

Select the Contract you

Employment Contracts want to Edit

() Add contract

Page Size: 10 ~ Penod:  Current Period v Distct:  All Distrcts v Filter:  Active Contracts v

e, Sy

2381 2015-2016  School of Excelence ** - 015606 6/1/2016 - §/31/2016 1A 120/0 100% 40 Posntluﬂ{s} 0 0

2380 2015-2016  School of Excellence *¥ - 015806 9/1/2015 - 5/31/2016

1A 183/182  100%  Orositionls) £ ©

QO rgeioti * QQ

Records: 2

If the employee has multiple positions:

Click ™ to view those positions.

Click & to edit the position you are looking for.

Finance > HR > Staff Manager

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

~
Tucker, Sheila . . Return to list
( Click Here to Edit n
the Position

Employment Contracts 0 Add Contract
Page Size: 10 + Period: Current Period + District: Al Districts w Filter: Active Contracts -

System ID | Period ‘ District Contract Dates ‘ ACA | Days ‘ % of Day ‘ Positions Actions
2380 2015-2016  School of Excellence ** - 015806  9/1/2015 - 8/31/2016 1A 183/182 100% -, 0 Position(s) _/ Q 0
Records: 1 /_ QQ raeioil v QQ

If the Employee has Multiple Positions, Click here to 7

view those positions. When you see the list, click
on the position you want to edit under the "Actions"

column
\
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Add/Edit Positions

Finance > HR > Staff Manager >

Click ™ Position(s)

Select to Delete
Position if it has
NOT been linked
to a payroll

HR\
) Add Con\ Jact

Page Size: |10 | period: | Comrent Period V] DmlkSeleCt to Edit Posmon
System [D‘ Period | District | Contract Dates g Pos|

5506 2016-2017 e e redey 9/1/2016 - 8/31/2017 1A

Finance > HR > Staff Manager

Select to Terminate Employee
I T | |Paymll| ‘ HR Info ‘ reave | [ roles | [ Cortifcations | [ contact tnfo | [ ocumenky, @Nd Calculate Payoff

Albite o

r_Sele::t to Edit Contract

Employment Contracts

ction |
239/ 239 100% 3 PDS\tIOI'\{:;\'}‘ h b
Q0 00

Records: 1

Click € Add Position

Finance > HR > Staff Manager

,Lgmum.u payroll | | MR info | | Leave | | Roles | | cerifications | | contact info | | Becuments | | reports

Tucker, Sheila

Bl rReturn o list
i T 1 of =* 6/1/2016 - 8/31/2016 =] Return to Contract List
Use this screen to modify the A wath this an wages will be pro-rated by 120 /0 days .
Click Here
Positions Add
Page Size: 10 ~ Calendar: Al Calendars -
L Ir I""""= | PACsDE | coding | calculation | actions |

No Positions Found

Records: O

@O i - OO

It will take you to the screen shown below to modify and/or enter the position information
associated with the contract.

Finance > HR > Staff Manager

Demographics I | Payraoll I | HR Info I | Leave I | Roles I | Certifications l | Contact Info | | Documents | | Reports |
Tucker, Sheila

X
[l Return to st

Positions : School of Excellence ** 6/1/2016 - 8/31/2016 = Return to Contract List

Use this screen to modify the p with this Al wages will be pro-rated by 120 / 0 days
Positio tails Select the approprate payroll E h f th " , it
n ter t t L]
e ‘._4__ from the drop down armow O et U R LR e At R L ) _3
Payroll Calendar*

Biweekly - _"/"

—
MName*  |gybstitute —T | Select the appropriate position type from the drop down amow l
Prosition Type*

SUBSTITUTE - |-

_AC All'wage or =alary amounts for normal postions are code B0 j
Payroll Activity Code* 78 - Non-salary - Refer to PEIMS Code Table if different

WC Category*®  Select a category... '{Sulucl appropriate WG category from the drop down armow I

) " Salariad, anter annual salary;
Allocation ™ 100.00¢ o [ Houry/Daily, enter 100

T s
Compensation Type*  Houry - ‘_ Select from Drop Down amow
Salary = annual =alary
Draily = daily rate
Hourly = hourly rate

Rate* 15.00]

Encumbrance® [Calculated] ~.

‘__l Select Calculate or Manual l
Straight Time M.

agks, L *-00 *-6112 .00 *-000 *-2 *-00 *-0 =-00 ~ [Ylusefor o/T as well
Scheduled Payments %&\ch Payroll Code using drop down arrows ]

(see weblink beiaw for delais) Promote this position to next contract -
—
[] scneauiea | payron period | paypate | postoate | [ s | Actuar
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> Payroll Calendar — Select the appropriate payroll calendar from the drop down
arrow.

» Name — Enter the name of the position of the employee (this is a free-form field for
reporting purposes).

» Position Type — Select the appropriate position type from the drop down arrow.

» Payroll Activity Code — All wage or salary amounts for primary 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 arrow.

» Allocation — Enter the allocation.

e Salary Employees — For PEIMS reporting purposes the percent of the salary is
entered into this field.
e Hourly/Daily Employees — Enter 100 in the field.
e Substitute/Extra Duty positions — Leave 0.
» Compensation Type — Select the appropriate compensation type for the employee.
> Rate — Enter the rate of pay of the employee.
e Salary — Enter the employee’s annual salary.
e Daily — Enter the employee’s daily rate.
e Hourly — Enter the employee’s hourly rate.

» Non - Prorated Value — Select this option if you need to add a stipend to 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. Usually
for Extra Duty or Stipend.

e True — Wages earned from the position are NOT used to calculate dock rate.
e False — Wages earned from the position are 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). </ the box if you choose to
use the straight time mask as the overtime code as well .

In Position screen shown above, the bottom portion is the Scheduled Payments section. This is
the section where you may promote a position. The “Do not promote this position” is defaulted
and you will need to use the drop down arrow to change the selection to “Promote the Position.”

» Promote Position — Use drop down arrow to select the promotion action desired for

the position for the next instructional period. You may elect not to promote a stipend,
extra duty or extracurricular position.

%/ Check the box for each pay period 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.
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Scheduled Payments ————————— Do not promote this position -~
[] scheduled Payroll Period Pay Date Post Date [] sScheduled Amount | Actual Amount
Batch #1211 09,/01/2014-09/30,/2014 9/30/2014 9/30/2014 Mot Paid
Batch #1229 10/01/2014-10,/31,/2014 10/31/2014 10/31/2014 Mot Paid
Batch #1249 11,/01/2014-11,/30,/2014 11/30/2014 11/30/2014 Mot Paid
Batch #1260 12/01/2014-12/31/2014 12/31/2014 12/31/2014 Mot Paid
Batch #1273 01/01/2015-01/31/2015 1/31/2015 1/31/2015 Mot Paid
Batch #1277 02/01/2015-02/28/2015 2/28/2015 2/28/2015 Mot Paid
Batch 21279 03/01/2015-03/31/2015 3/31/2015 3/31/2015 [calculated on save] Mot Paid
05/01/2015-05/31/2015 S5/31/2015 S5/31/2015 [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 sawve]
07/01/2015-07/31/2015 F/31/2015 7/31/2015 [calculated on sawve]
08/01/2015-08/31/2015 8/31/2015 8/31/2015 [calculated on sawve]
EAsave ©cancel ‘

The available payments will calculate once the payment schedule has been saved. To see the
payment schedule, you will have to exit this screen and click back on it to review.

Schedubed Payments
S | W ol | Pay Date | Post Date | Sehedaled Amosnt | Actual Armount
Batch #1211 OO 20L4-0R 0 01 4 —_— SrIVI0LE FINAD1E ot Paid
Batch =1229 1L 20T 410 ILF 2014 Pav p=riods pragas IILII01E kot Paid
Batch #1249  LLIOL/2014-11/30/2014 already paidfor  pyacis  1ur3orz01s ot Paid
—— \ " —] the wear priorto I rrtreoa This will .
Batch #1260  14/0LI2014-12/ 305201 amployass him hi2on 12 ALFZ0L replace the Kot Paid
Batch #1273  OLMOL/2005-0L/3L 2015 dats 2015 L3208 calculated ot Paid
Batch 51384 00201502 282015 _ LIE20LS Z/ZBSI0LS arnount with hot Faid
03/0L/2015-03/ 3L 2015 333/2005 I/ILI2015 thfz actual
— paid amount.
05/ 0L 2015-05/ 3L 2015 5/33/2045 5312015 Used onby in
04/00/ 201 5-04/300 2015 015 4/30/2015 conversion
Pay paricds
D6/DL/T015-06/IONT015 — rarmaining for_ f20LS  &S30/2015
OT/OLI2015-0TFLFE01S thgrear that brous  wesia0as
amaplovas iz
0801201508/ 30 2015 alizibla 20L% BILI0E
|' R
[ #fseve | | @<Cancel |
o |
Black, John u Return to list
#| Return to Contract List
Positions ) Add Position
Page Size: 10 + Calendar: all Calendars
System ID | Calendar Name | PAC/DE | Coding | Calculation ‘ Actions |
948 Monthly Payroll  Test Teacher 80/ N 420-12-6119.02-101-7-11-0-00  100.00% @ 50,000.00 per year E-;’ e
Records: 1 @0 Pagelof1 = 00

If an employee has more than one position click € Add Position and complete each position.
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Step 3 — HR Info

The HR section contains all of the information that determines the employee’s deductions from
their base pay and contains multiple elections, all of which must be entered separately.

General HR Attributes

Finance > HR > Staff Manager

**\/erify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

Finance > HR > Staff Manager
Verify you are in the employee’s records Select the tab for the area you need to add or edit, such as HR Info I
payroll | [ iR infe | [Leave | | roles | [ cenifications | [ contact info | [ pocuments | [ Reports |
Q_]’_u_cker. slwll_a‘_) Bl Return to list

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

Demographics £ Edit Demographics

Mame* Shella Tucker

SSMN* 123-11-1234
State UID* Not Assigned
Local ID* 001729
Date of Birth*  1/1/1991

Gender* F - Female

0 - Mot ating

Race™ W - White

Demo Release* NOT authorized to release demographic information

Edit General Attributes

Click & General HR Attributes under the HR Info Tab

7T HR —, PRYTO

Finance > HR > Staff Manager

pemographics | [ Payron | [ Hr 1nfo | [ Leave | [ Rotes | [ certifications | | contact info | [ pocuments | [ reports | ( This will take you back to the previous search screen l
Tucker, Shella _--a""'-uﬂ Return to kst
This view allows users to HR related information.

HR Info Editors

$_General MR Attributes £ Background Checks [ None ]

Click on the Edit icon to Qo to General Attnibutes

£ave Policy Elections [ None |

%) Stare withholding Elections [ None ] %/ Benefit Program Elections [ None ]

%) Payment Elections [ Live Check ] %) Additonal Allowance Elections [ None ]
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Click & Edit Attributes/Values under the HR Tab

Finance > HRL > Staff Manage:

Tucker, Shefla

[ Retun to kst

HR Information = Return to HR Information Menu

General HR: information
Other Settings / Values Edit Attributes £ Edit Attributes | Vahues

Primary Faclity* School of Excellence ** - 750-Central Office lk J

Employment Status® 1373 - Ful-Time
Timedock ID* 001725

Degree Type®
Drivers License None

Eligible For Rehire®  Ebgioke for re-hire
Original Hire Date* 9/1,2015

Retirement Date None

This will bring you to the Attributes/Values screen.

Enter the information as shown below.

Click ¥ save

Finance > HR > Staff Manager

‘ Demographics ‘ ‘ Payrall ‘ ‘ HR Info ‘ ‘ Leave‘ ‘ Roles ‘ ‘ Certifications ‘ ‘ Contact Info ‘ ‘ Documents ‘ ‘ Reports ‘
4 .
Tucker, Sheila

\
[l Return to list
Add or edit the information

for each field J

HR Information #| Return to HR Information Menu

General HR information

Other Settings / Values
Primary Facilit’y* - - 750-Central Office v -<Use drop down arrow to make se\ection_]
Employment Status* 1379 - Ful-Time v {Use drop down arrow to make selectwonj
Timeclock ID* ‘001726 |<CT his section self-populates and is used in conjunction with TimeClock +j

Degree Type* (- No Degree v <:jljse drop down arrow to select the highest degree the employee has eamed |
Drivers License None v -<jJse drop down arrow to select the state of the Drivers License - this is not a required field |

Eligible For Rehire*  Eigible for re-hire v -{Usedropdown armow to make se\ectionj

Original Hire Date* 9/1/2015 -.'J<Entertheemployee'sactua\hiredate j
Retirement Date :l‘1 Enter the date If applicable
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Attributes/VValues Screen Descriptions

» Primary Facility and Employment Status are pre-populated; however, they can be
edited.

Timeclock 1D — This will be compatible with the TimeClock Plus Software.
Degree Type — Select the highest degree the employee has received from the drop
down arrow.

Drivers License — Enter the Driver’s License number of the employee (optional).
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 MM/DD/YYYY.
Retirement Date — Enter the retirement date of the employee if applicable
MM/DD/YYYY.

VV VY

Y VY

This will bring you to a summary screen. Please verify the information you have entered is
correct before proceeding to the next section.

L{j General Ledger @ HR ‘ 5 Payroll ;v-'_" Purchasing & AP ‘ ::-i Banking & Receipts ‘ ‘? Reports ‘

Finance > HR > Staff Manager

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

. ™y
Tucker, Sheila [l Retumn to list
HR Information =l Return to HR Information Menu
General HR information Verify Information is correct for each \temJ
Other Settings / Values }‘_, Edit Attributes / Values
Primary Facility* - 750-Central Office
If information is correct, Return to the HR
Employment Status® 1379 - Ful-Time Information Menu to go to the next section
Timeclock ID* 001726

Degree Type*
Drivers License None

Eligible For Rehire* Eligible for re-hire
Original Hire Date* 9/1/2015

Retirement Date None

Click = Return to HR Information Menu

Federal Withholding Elections

**\erify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”
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Click & Federal Withholding Elections under the HR Info Tab

General Ledger HR | - Payroll | #/ Ppurchasing & AP | = ! Banking & Receipts 7 Reports
Finance > HR > Staff Mand  Verify you are in the correct
employee's information

| Demographics | Payr HR Info ‘ | Leave ‘ ‘ Roles | ‘ Certifications
(7 -
@cker, Sheila

| Contact Info | | Documents | ‘ Reports |

~
u Return to list

This view allows authorized users to administer HR related information.

HR Info Editors Click on the Edit icon to add or edit this information

L

Background Checks [ None ]

Federal Withholding Elections [ Nghe ]

L

Leave Policy Elections [ None ]
E/ State Withholding Elections [ None ] 5‘ Benefit Program Elections [ None ]

S Payment Elections [ Live Check ] S‘ Additional Allowance Elections [ None ]

Click &/ Change Election

General Ledger HR | - Payroll | #/Ppurchasing & AP | ** ! Banking & Receipts | .7 Reports

Finance > HR > Staff Manager

‘ Demoaraphics ‘ Payraoll | | HRInfn| ‘ Leave| | Roles ‘ ‘ Certifications ‘ ‘ Contact Info ‘ ‘ Documents ‘ ‘ Reports ‘
Tucker, Sheila

~
u Return to list

HR Information #| Return to HR Information Menu

Use this editor to change the status of an employee's federal withholding 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 that effective date. Also, you may not make make changes prior to
the last posted payroll. The first available change date is 9/1/2015

ECHCK on Edit icon to add or edit jh\
Federal Withholding Elections E‘._/ Change Election

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

System ID Effective Date | Filing Status ‘ Additional Withholding ‘ Actions |

No Federal Withholding Elections Found

Records: 0

QO raccioil ~ @@

Enter the required information (see descriptions below):
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Click ¥ save

\ General Ledger HR | i Payrol | &/ Ppurchasing & AP | * ! Banking & Receipts | 7 Reports

Finance > HR > Staff Manager

‘ Demographics | | Payrall | ‘ HR Info ‘ ‘ Leave‘ | Roles | ‘ Certifications | ‘ Contact Info | ‘ Documents | ‘ Reports |
Tucker, Sheila

[l Retum to 1 )
eturn to lis
Enter the required

HR Information | Information in each field J

#| Return to HR Information Menu

Use this editor to change { & status of an employee's federal withholding elections. Change status will update the election effective the date you provide.

IMPORTANT NOTE: If yo ["back date" a status change it will delete any elections subsequent to that effective date. Also, you may not make make changes prior to
the last posted payroll. The first available change date is 9/1/2015

Federal Withholding Elections

ﬂse the drop down arrow to select the tax table the employee has

Filing statuls* Single v 4_/’\_elected (Refer to more instructions below)

Allowances* I:I Enter the number of allowances the employee has elected on the W-4

it i i ¥ hd - -
Additional Withholding* - None C@omethng other than "None" is selected, additional fields (shown below)
Effective Date* will pop up and must be completed.

L]

U\

J

Enter the date the
withholding will start

i

» Filing Status — Use drop down arrow 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 arrow to select if employee has

requested an additional amount to be deducted for withholding. **If this is selected
an “Additional Rate” field will appear.

(CHR | i Pereh | 2 i

Finance > HR > St Manager

]DHMU’EM][Fawnl][IR]I“][Lea\-e][PM][CGMM!.]MMMHDMMRHRM]

I Retum to dst

HR Information # Return ta HR Information Menu

Use this editar to change the status of an employes’s federal withholding lections. Change status wil update the section effective the date you provide.

IMPORTANT NOTE: If you "back date” a status change it wil dulete any slecions subssquent Lo that effective date. Also, you may nat make make changes prior to the kst posted payroll, The first avadable change date & 9/1/2015
Federal withholding Elections:

Filing Status®  Single
Allwances® 1
Additional Withhobding®  Fied Amount

Additional Rate® 0,00

Effective Date® 471516

- o

» Additional Rate — Enter the amount or the percentage requested on employee’s W-4.
> Effective Date — Enter the effective date of the withholding election.
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The screen shown below will give you a summary of what you have entered.
7\ General Ledge {;1JHR 7 Payro % ! purchasing & AP = | Banking & Recei y,

Finance > HR > Staff Manager

Demographics | ‘ Payroll ‘ | HR Info | ‘ Leave‘ | Roles | ‘ Certifications ‘ | Contact Info | ‘ Documents | ‘ Reports |
Tucker, Sheila

~
—_ u Return to list

5 To go to the next section N

HR Information l. J ;ﬂ Return to HR Information Menu

Use this editor to change the status of an employee's federal withholding 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 that effective date. Also, you may not make make changes prior to
the last posted payroll. The first available change date is 9/1/2015

Federal Withholding Elections rcuck Editto change a withholding - S Change Election
Page Size: 10 ~ Filter: Active & Future Elections ~

System ID | Effective Date | Filing Status ‘ Additional Withholding ‘ Actions |

$50.00 dollar(s) Y0
0 o Page lof1 ~ o 0

1124 4/1/2016 Single - 1 allowance(s)

Records: 1

Click ®=| Return to HR Information Menu

State Withholding Elections

**\erify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

Click & State Withholding Elections under the HR Info Tab

Verify you are in the correct
employee's information

HR |ma] [ Laave l I Rolas I ] Cartifications I ] Contact Info I ] Dacumants I ] Raparts |

—
M return ro st

This view allows authorized users to HR related

HR Info Editors Click on the Edit icon to add or edit this infermation J

£/ General HR Al £/ Background Checks [ None ]

£/ Fedes@l Withholding Elections [ None 1 £ Leave Policy Elections [ None |

EJ State withholding Elections [ None ]

£/ Payment Elections [ Uive Check ]

@

Benefit Program Elections [ None |

¥

[ Mone ]
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**Note: There is currently no state tax in Texas

Finance > HR > Staff Manager

Demographics | [ payrol | [ W info | [ Leave | [ Roles | [ certifications | [ contact info | [ pocuments | [ reports |

— ™y
Tucker, Sheila [ Return to list
HR Information #| Return to HR Information Menu

Use this editor to change the status of an employee's state withholding 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 that effective date. Also, you may not make make changes prior to
the last posted payroll. The first available change date is 9/1/2015

State Withholding Elections /5 Change Election
Page Size: 10 v State: TX ~ Filter: Active & Future Elections ~
System ID Effective Date | Filing Status ‘ Additional Withholding ‘ Actions |
While there is no state tax in Texas, if an employee lives in another
No State Withholding Elections Found state that does withhold taxes, you may need to "Edit Change
Election" and fill out the appropriate information

Records: 0 @ o Page1of 1 = o 0

Click ®=| Return to HR Information Menu

Payment Elections

The Payment Elections section determines if an employees’ check is direct deposited or if a live
check is issued.

**\/erify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

Click &/ Payment Elections

Finance > HR > Staff Man. Verify you are in the correct
employes's information

Demographics | Pa HF: Info I | Leave | [ Roles l | Certifications ] | Contact Info | [ Documents I l Reports |
Tucker, 5h|:lln>, M Return to ist |
This view allows authorized users to HR related

HR Info Editors

£/ General HR Attributes £/ Background Checks [ None ]
8 Federal Withholding Elections [ None ] 8/ Leave Policy Elections [ None |

E-J State withholding Elections [ None ] U Benefit Program Elections [ None ]

Payment Elections [ Live Check ] S‘J Additional Allowance Elections [ None ]

Click on the Edit icon to add or edit this information |

Updated August 23, 2016 WebSmart HR Module Page 2-18



Click &/ Change Election

L@ General Ledger

(T HR ‘ ' Payroll | ;-'_‘ Purchasing & AP ‘ :: Banking & Receipts | s Reports ‘

Finance > HR > Staff Manager

WWyruH ‘ | HR Info | ‘ Leave ‘ | Roles | ‘ Certifications ‘ | Contact Info | ‘ Documents ‘ | Reports ‘

[ -
Tucker, Sheila

~
.\ E. Return to list

HR Information

#| Return to HR Information Menu

Use this editor to change the status of an employee's payment 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 that effective date. Also, you may not make make changes prior to
the last posted payroll. The first available change date is 9/1/2015

Payment Elections rc_hck here to add or edit informanun¥&r‘ Change Election
N —

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

System ID Effective Date | Election ‘ Email Authorization? | Actions |

No Payment Elections Found - Live Checks will be Issued

Records: 0

00 Pagelof 1 « 00

Refer to the screen below if an employee wants to:

a) change the way they receive their checks,
b) how they receive notifications,
c¢) or for electronic deposits to go to multiple bank accounts.

Example — Live Check

L} General Ledger () HR o Payroll ;-'_’ Purchasing & AP :“_’ Banking & Receipts | 7 Reports

Finance > HR > Staff Manager

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

B} ™
Tucker, Sheila [ Return to list

HR Information | Return to HR Information Menu

Use this editor to change the status of an employee's payment 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 that effective date. Also, you may not make make
changes prior to the last posted payroll. The first available change date is 9/1/2015

Payment Elections

Election Type* Live Check - Use Drop Down Arrow to
Select Live Check Option

Effective Date* |04/01/2016] | ™

I iisave ‘ \ ®Ocancel ‘
Complete

» Election Type — Select the election type from the drop down arrow.

**|f direct deposit is selected, additional fields will appear on the screen as shown
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.
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Example - Direct Deposit

Lﬁ General Ledger @ HR | s Payroll | i—'} Purchasing & AP | :j Banking & Receipts ‘ ‘7 Reports |

Finance > HR > Staff Manager

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

Tucker, Sheila

~
u Return to list

HR Information

=

+| Return to HR Information Menu

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

the last posted payroll. The first available change date is 9/1/2015

IMPORTANT NOTE: If you "back date" a status change it will delete any elections subsequent to that effective date. Also, you may not make make changes prior to

If Live Check Option has been
Payment Elections /Use the drop down arrow to select w selected, complete only the Effective
option. For Direct Deposit, the screen Date field
Election Type®  Direct Deposit + Awiu lack like this )
Notification®*  po not perform any notification - <Use drop down arrow to select
notification type
Effective Date* I:l osi | -
Enter e
Distributions zﬁtecuve {2 Add Distribution
ate

# | Distribution Type | Bank | S

‘ Account Number ‘ Checking?

Rate ‘

Click Save to complete

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

1) General Ledger | (T HR | oy Payroll a:"'.i Purchasing & AP ‘ r_‘-‘ Banking & Receipts ‘ s Reports ‘

Finance > HR > Staff Manager

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

Tucker, Sheila

~
“ Return to list

HR Information

#| Return to HR Information Menu

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

the last posted payroll. The first available change date is 9/1/2015

Payment Elections

IMPORTANT NOTE: If you "back date" a status change it will delete any elections subsequent to that effective date. Also, you may not make make changes prior to

Election Type* Direct Deposit v

Enter % of pay to

be deposied o information from drop
designated bank

down arrow

Select employees Banking

Enter Employee's Bank Select type of
account from

drop down arrow

Notification®  send notification as email attachment ~ T Drect Depost s seicted.
Effective Date* i [ggéggédsda\?nﬁrb““m
Distributions Add Distribution
# | Distribution Type‘ Bank ‘ Account Number ‘ Checking? Rate |
1 Ppercentage ¥ Select a bank....

NOT a Savings Account ¥

(%

If depositing to
multiple accounts
% must equal 100

Bank - Select the employee’s bank from the drop down arrow.

Checking - Select if the account is/is not a savings account.
Rate - Enter the rate.

VVVVY

Distribution Type - Select the distribution type from the drop down arrow.

Account Number - Enter the employee’s account number for the direct deposit.

e [f distribution type is a percentage then the rate is a percentage. The percentage

HAS to equal 100%.
e If distribution type is a flat amount then the rate is a dollar amount.
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Finance > HR > Stalf Mansger

[ [ ][] ] ] [ e ] ]

Tucker, Sheila

I Return to et
HR Information # Return to HR Informetion Menu
Use this edior t0 change the status of an employee's payment electians, Change statuss wil update the electy e a0 you provide.
IMPORTANT NOTE: If you "back date” a stetus changs y slections that effective date. Also, you may not make miice changes prior to the last pasted payroll. The fist avalable change date i 9/1/2015
Payment Elections

Election Type®  Diect Depest =
Notificalion® o not perform any potfication

Effective Date® (57116 )

Distributions () nod Distribution
= | vistribution Type | Bank Rccount Number Checking? | Rate |
1 percentage * B6IO00047 - Bank of America-063000047 - 123458 NOT a Savings Account. * |

(Msawe | | G |

**|f the employee elected to have a flat amount sent to one bank and the remainder sent to a

separate bank, see the example below:

Example — Percentage Deposit to Multiple Banks

Finance > HR > Stall Manager Purchasing » it i ]
Fayaties = pusehase Qress
Fayments = Approva Queue
o] ] o | ]
Tucker, Shella Polides A Retum to kst
HR Information

+ FReturn to HR Information Menau

TMPORTANT NOTE: If you "back date” a 5 hangs il h A that eff

Use this edor to chainge the status of an emplayee's paymert electians. Charge statizs il update the election effective the date you provide.

Payment Elections

ve dati. Also, you may not make make changes prior to the Lest posted payroll. The first avadable change date is 9/1/2015

Flection Type'  Direct Depost +
Notification® o not perform any potfication

Effective Dale” |4/1/16 5

Distributions

# | Distribution Type | Bank E

1 flat Amount = 000047 - Bank of Amera- 063000047

2 Percentage v J2TIT1T24 - CITIBANK- 322271724

(ea]) (@omen]

Use 100% for the
remainder of the check

Click ®=| Return to HR Information Menu

Leave Policy Elections

The Leave Policy Elections is the section under the HR Info Tab where you set up the types of

leave an employee will be using.
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**\/erify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

Click & Leave Policy Elections under the HR Info Tab

Finance > HR > Staff Mar Verify you are in the correct
cmployet's
Demographics Pa HR Info | | Leave I I Roles | | Certifications | I Contact Info I | Documents | | Reports l

Tucker, Sheila Ml Return to list h

This view allows authorized users to HR related inf
HR Info Editors l Click on the Edit icon to add or edit this information |
£) General HR Attributes £) Ba d Chacks [ Mone ]
£/ Federal withholding Elections [ None ] Leave Falicy Elections [ None ]
£/ state Withholding Elections [ None ] £/ Benefit Program Elections [ None ]
£/ Payment Elections [ Live Check ] £/ Addidonal Allowance Elections [ None ]

Click &/ Change Election

MR .

Finance = HR > Staff Manager

Demographics | | Payroll | | MR info | | Leave | | Roles | | Certifications | | contact info | | bocuments | | Reports |
Tucker, Sheila

M Return to kst

HRE Information &= Return o HR Information Menu

use this editor to change the status of an employee'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 to that date. Also, you may not make make changes prior to
the last posted payroll. The first available change date 1= 9/1/2015

Leave Policy Elections

Click Edit to add io change
an election

For purposes of setting £ Change Clection

= 7 - up a new employee, the
PRge Sixe: 10 ~ PFilter: Active & Future Elections - b aha i s Tor foctha
System 1D Effective Date | Policy and Fulure Elections

| Actions |

Mo Leave Folicy Elections Found

Records: O @ rFoci1otl - O QD

Enter the information for the Leave Policy.

Click ¥ save

- T T —r—

Finance > HR > Staff Manager

‘ Demaographics ‘ | Payroll ‘ | HR Info | ‘ Leave| ‘ Roles ‘ | Certifications | ‘ Contact Info ‘ ‘ Documents | | Reports |

N N
Tucker, Sheila H Return to list

HR Information #| Return to HR Information Menu

Use this editor to change the status of an employee'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 that effective date. Also, you may not make make changes prior to
the last posted payroll. The first available change date is 9/1/2015

Leave Policy Elections

W o
N — Use drop down arrow to slect
Leave Policy*  All Year Employees  ~ <\

the mandatory leave policy A Leave Policy MUST be
Effective Date* s selected to avoid errors
[_Savewhen cump\ete}[ HSave ] [ QCancel ]

when running payroll
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» Leave Policy — Select the appropriate leave policy from the drop down box.
***Even if the employee is not eligible to receive Leave Days, you must select a Leave

Policy (such as 182 & 187 Day Leave, All Year Employees or Not Eligible for Leave).
If a Leave Policy is NOT selected, an error will occur in the Payroll Batch.

» Effective Date — Enter the effective date of the leave policy

You will see a summary screen. Verify the information is correct. If not, Edit the policy.

General Ledger HR [ Payroll P Purchasing & AP - | Banking & Receipts y; Reports

Finance > HR > Staff Manager

‘ Demographics | ‘ Payroll | | HR Info ‘ ‘ Leave‘ | Roles | | Certifications | ‘ Contact Info | | Documents ‘ | Reports |
Tucker, Sheila

~
u Return to list

HR Information #| Return to HR Information Menu

Use this editor to change the status of an employee'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 that effective date. Also, you may not make make
changes prior to the last posted payroll. The first available change date is 9/1/2015

Leave Policy Elections Select to change the >}, Change Election
employee's policy #

Page Size: 10 ~ Filter: Active & Future Elections

System ID | Effective Date | Policy ( Actions
Cnce a policy has been used, —
1135 4/1/2016 All Year Employees "Locked" will be shown under T X ]
ACTIONS and it cannot be edited
Records: 1 page1of 1 ¥ @ @

Click = Return to HR Information Menu

Benefit Program Elections

**Verify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

Click & Benefit Program Elections
1) General Ledger | QHR ] :'}nm v-l‘ | Purchasing & AP | -*I / Banking & Receipts | JM i

Verify you are in the cormect
employee's information

Finance > HR > Staff Man

[ pamagrapues [ Payr HR Tnfo | [ Leave I | Rolas | [ Cartifications I | Contact Info | [ Documen es | | Raeports |
= : ™y
Tucker, Sheila M return to list

This view allows authorized users to HR related infor
HR Info Editors

¥) General HR Attnbutes %) Background Checks [ None ]

Chek on the Edit icon to add or edit this nformation
& Policy Elections [ None |

./ Benefit Program Elections [ None ]

Payment Elections [ Live Check ] %) additional Allowance Elections [ None |

£/ Federal withholding Elections [ None ]

£/ state withhelding Elections [ None ]

L’)
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Add an Election
Click € Add Election

General Ledger HR | ' Payrol | ©/Ppurchasing & AP | * ! Banking & Receipts | .7 Reports

Finance > HR > Staff Manager

L
| Demographics | | Payrall |Q‘HR Infom Leave| ‘ Roles | ‘ Certifications | ‘ Contact Info ‘ | Documents ‘ | Reports |
b7z B} — ~
Tucker, Sheila u Return to list
HR Information #| Return to HR Information Menu

Use this editor to change the status of an employee's benefit program elections.

IMPORTANT NOTE: If you "back date" a status change it will delete any elections subsequent to that effective date. Also, you may not make make changes prior to
the last posted payroll. The first available change date is 9/1/2015

Benefit Program Elections 0 Add Election

Page Size: 10 ~ Calendar: Al Calendars ~ Filter: Active & Future Elections ~

System ID ‘ Calendar ‘ Benefit Program Deduction As Of 4/8/2016 ‘ Contribution As Of 4/8/2016 /' Date Range ‘ Actions ‘
Add Election to enter a new

No Benefit Program Elections Found When setting up new employee, no Benefit Program
Elections will be found employee's information

Records: 0 QQ racioii~ Q@

Enter the information in each of the required fields.

General Ledger HR | - Payroll | ©/Ppurchasing& AP | ! Banking & Receipts | . 7 Reports

Finance > HR > Staff Manager

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

r - h
Tucker, Sheila u Return to list

HR Information #| Return to HR Information Menu

Use this editor to change the status of an employee's benefit program elections.

IMPORTANT NOTE: If you "back date" a status change it will delete any elections subsequent to that effective date. Also, you may not make make changes prior to
the last posted payroll. The first available change date is 9/1/2015

Bencfit Program Flections ﬂse the drop down arrow to select from the
Benefit Program®  Select a program..... - L\bE”Ef‘l options
Calendar*  Select 3 calendar..... .4<Use the drop down arrow to select a calendar

Effective Date*

Enter the Effective Date of the Benefit Program j

Expiration Date |:| ]
\Q\:Emerlhe Expiration Date of the Benefit Program if known
Save when ave cel
J

Updated August 23, 2016 WebSmart HR Module Page 2-24



Edit Existing Election

Click &/ to editan existing election.

Finance > HR > Staff Manager

pemographics | | Payrol | | R into | | Leave | | Rotes | | certifications | | contact info | | pocuments | | Reparts
Tucker, Sheila

-
A Return to st
HR Information

#| Return to HR Information Menu
ployee’s benefit p -

Use this editor to change the status of an

IMPORTANT NOTE: If you "back date” a status change it will delete any elections subsequent to that effective date. Also, you may not make make changes prior to the last posted
payroll. The first available change date is 9/1/2015
Benefit Program Elections

Select to
Add New £ Add Elaction

Page Size: 10 - cCalendar: Al Calendars ~  Filter:  Active & Future Elections = Election
System ID | C Bencfit Program | Deduction As Of 4/12/2016 | Contribution As Of 4/ 12/ 20| Date Range | Actions |
3296 Biweekly 201 - EMPLOYEE LIFE/ADDITIONAL LIFE (AT} £15.00 None 4/12/2016 - Present =20
3297 Biwweekly 227 - DENTAL (C125) : DENTAL EC $18.08 $18.08 of $28.43 $10.35 of $28.42 4/1/2016 - 8/31/2016 2; o
3298 Biweekly  TRS ActiveCare : AC1 HD EC None None Select to edit )9

e existing election QO rciol - QQ

Verify the Filter is the one you need.

Finance > HR > Staff Manager

Demugraphics | [ payron | [ WRinfo | [ Leave | [ Rotes | [ certifications | [ contact nfo | [ Documents | [ reports |
Tucker, Sheila

HR Information

[l Return to list
use this editor to change the status of an It

# Return to HR Information Menu
‘s benefit p i

IMPORTANT NOTE: If you "back date” a status change it will delete any elections subsequent to tha Benefit Programs now have filters make changes prier to the last posted
payroll. The first avallable change date Is 9/1/2015 Once a benefit program is expired,
Benefit Program Elections you will no langer see it in the

Active & Future Elections: €2 Add Election
Page Size: 10 ~ Calendar: Al Calendars + Filter: Active & Future Elections = """_ﬂ.k

.

System 10 | Calendar | Benefit Program | peduction As of 4/12/2016 | Contribution As Of 4/12/2016 | Date Range | Actions |
3298 Biweekly 201 - EMPLOYEE LIFE/ADDITIONAL LIFE (AT) $15.00 None 4f12/2016 - present 5] €
3297 Biweekly 222 - DENTAL (C125) : DENTAL EC $18.08 $18.08 of $28.43 £10.35 of $28.43 4/1/2016 - 8/31/2016 &) €
aze98 Biweekly TRS ActiveCare : AC1 HD EC None None

Records: 3

4/1/2016 - /3172016 £ @

QQ raerof1 ~ QD Q

If adding an Election, fill in the information. Item descriptions are detailed below:
Click & save

Finance > HR > Staff Manager

[vompoe] [t [ [ ] oot o [omens] ]

Tucker, sheila

3
A Return to st
HR Information

# Relurn lo HR Information Menu
Use this editor to change the status of an employee's benefit program elections.

IMPORTANT NOTE: If you "back date” 3 status change It wil delete any clections subsequent to that effecty’ -~ *9®™ | make make changes prior to the last posted payroll, The first
available change date is 0/1/2015
Benefit Program Elections

Benefit Program™

Calendar®

= 1
Select a calendar..... - Select Calendar type
Effective Date* ) -
E Date | 2 W
Save when

L gdsave | |
complde H— ea—

Enter Expiration Date
applicable
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> 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 benefit program if applicable.

When the Election is saved, it will return to the summary screen. Verify what you have entered
is correct. If not, edit the item(s) that need to be corrected.

Finance > HR > Staff Manager

Demographics | Payroll | I'Illnkr| Leave [E‘ | Certilications | | Contact Ir|[|r| | Dou-m.'ntz| Illemulsl

Tucker, Sheila

Il Retum to list
HR Information

= Return to HR Information Menu
Use this editor to change the status of an employee’s benefit program elections.

IMPORTANT NOTE: If you "back date” a status change it wil delete any elections subsequent to that effective date. Also, you may not make make changes prior to the last posted payroll. The first
avalable change date Is 9/1/2015

Benefit Program Elections 0 Add Election

Page Size: 10 = Calendar:  All Calendars ~ | Filter:  Active & Future Elections =

System ID | Calendar | Benelil Program Deduction As Of 4/12/2016 | Contribution As OF 4/12/2016 | Dale Range ‘ Actions |

3296 Biweekly 201 - EMPLOYEE LIFE/ADDITIONAL LIFE (AT) $15.00 None 4(12/2016 - Present S‘n’ 0

37 Biweekdy 222 - DENTAL (C125) : DENTAL EC $18.08 $18.08 of $28.43 510,35 of $28.43 4/1/2016 - 8/31/2018 U 0

3296 Biweekly  TRS ActiveCare : AC1 HD EC None None af1/2016 - san2008 &) @
Records: 3

00 Pagelofl ~ 00

***|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

Enter the information to Calculate and the rate.

L) General Ledger | [ HR | Payrofl ¢ furchasing 8 AP Bonking & Receipts | .4 Report |

Finance > HR > Staff Manager

[-DWHFMQ | |'.Dlwel.] [.HR ln!ﬂ.l [.L’)Uﬂ..] | .ﬂnlil ] |.CMII(aklanI ] | Contact lnlol [ neeumu\u.] I .RQDBRI |
Tucker, Sheila

A return to nst
MR Information

= Return to HR Information Menu

Use this editor to change the status of an employee’s benefit program elections.

TMPORTANT NOTE: If you "back date” a status change it will delete any elctions subsequent to that effective date. Also, you may not make make changeés prior to the st posted payroll. The first
avadable change date 5 9/ 1/ 2015
Benefit Program Elections

Benefit Program®

168 - TEXAS LIFE PREMIUM (AT)

Calendar  celact & calendar..... -
Effective Date* i
Expiration Date o1

Deduction Calculations

Calculation Method®  Fat amount =

Rate” For Flat Rats
- Qﬁp o1 £

> Benefit Program — Select the benefit program from the drop down arrow.
» Calendar - Select a calendar for the benefit program.
> Effective Date — Enter the effective date of the benefit program.
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Enter the Offering Information.

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

» Calculation Method - Select if the benefit program is a flat amount or percent of
earnings.

> Rate — Enter the dollar amount if flat rate or the percent of earnings if it is a
percentage.

][5 it | [imave | [mten | [ Cartticntsomns | [ Contact inte | | Soamments | | Remss

B i o

= Beture o MR Dnfocmathon Meou

Ehangs thi ATATLR OF AN EMEIeYEE'S BENONT Program eectons,

I yous “BACK ABEe” A STALUA ERANGE I Wil Seleto KRy SOEHGNS SUBSEOUERT T EHAE Afactive ABEe. AlSe, yous May nat moke miske CRRAQOS BRGF 0o The INEE pOSEHA pEyroll. Tha hrat
yErETIEY

Benefit Program — Select the benefit program from the drop down arrow.
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.
Offering — Select the appropriate offering for the employee. Offerings are set up in
Benefit Plans with the appropriate employee deductions and employer contributions.

YVVVYY

Click = Return to HR Information Menu

Additional Elections

**Verify you are on the employee record you need to set up or edit.

Chapter 1, “Search for an Existing Employee.”

Click & Additional Allowance Elections

If you are not, refer to

lﬁmmﬂ Q HIL x;m ‘mmmam ] *immgaw ] JM |

Verify you are i Ihc co Tect
employee's info

ance > HIL > Staff Ma

wographics | | eayr i info | [ Leave | [ Roles | [ certfications | [ contact info | [ pocuments | [ reports |
-

Tucker, snellj)’ B Return to list
This view allows users to HR related
HR Info Editors

%) General HRG Attributes %) Background Checks [ None |

%) rederal withholding Elections [ None ] ) Leave Policy Elections [ None ]

%) State Withhalding Elections [ None ] %) Benefit Program Elections [ None ]

£/ Payment Elections [ Live Check ] %) additional Alowance Elections [ None ]

AN
[ Chick on the Edit icon to add or edit this information
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Click € Add Election

Finance > HRt = Staff Manager

Demagraphics | I’avrol [ Hr o | uwel Rotes | | certifications | | contact info | [ Bocuments | | Reperts |

Tucker, Sheila

[ Return to kst
HR Information

= Return to HR Information Menu
Use this editor to change the status of an empioy
IMPORTANT NOTE:
avaiable change date

gmmwammm:ummymmmw:mmm.Mmmmmmmmrmwwmmmmw
Additional Allowance Elections

€2 Add Election
Page Size: 10 «~ Calendar: Al Calendars «  Fiiter:  Active & Future I'.-Iﬂ:l.u?ns d
System 1D

Calculation As Of 4/12/2016 | Date Range | Actions
No Additional ABowance Elections Found

Records: 0

QO i1 - QO

Add or Edit the information required in the fields below.

iy General Ledger | (THR | o Payro

Finance > HR > Staff Manager

[D-mog-hes“nm”mlmlmmlnﬂmnq[cm1m—|Inuu-nml[nnponsl

Tucker,

W return to list
HR Informa
Enter all of the:

# Return to HR Information Mena
Use this editf "EGUTEd of an
IMPORTANT e 3 status change it will delete any elections subsequent to that effective date. Also, you may not make make changes prior to the last posted payroll. The first
additional Allowal lections
Alo:uance‘ Select a program..... »

Effective Date* | 1m
Expiration Date | =

e r o -

Camplete s |sfficacesl

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.

VVVY 'V

Click ¥ save

i ar || (TIHR

Finance > HR > Staff Manager

[ Demouraoties | [ payron | [ nrinto | [ Leave | [ Rotes | [ certitcations | [ contact inio | [ pocuments | [ reports |

Tucker, Sheila

M Return to kst
HR Information

& Heturn to HR Information Menu
Use this editor to change the status of an employee's " !

mfﬁmgmm:m'amwmkumwmmmmmmmm Also, you may not make make changes prior to the last posted payroll. The first
additional Allowance Elections

Allowance®  Refund Pretax Deduction -
Calendar®  puyeekly -

Erfective Date” [04/01/2016 | T

Expiration Date [pg/31/2018 | ™

Click = Return to HR Information Menu
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Step 4 — Leave

Initialize/Edit Balances

Finance > HR > Staff Manager > Leave (Tab)

**Verify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

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.

17} General Ledger ‘ (Y HR | - Payroll | i Purchasing & AP | :_‘-‘ Banking & Receipts | s Reports ‘

Finance > HR > Staff Manager Select the tab you want to add or edit, such as Leave

Jjemvgwphes-#bayml\ | ‘ HR Info | | Leave ‘ | Roles ‘ | Certifications | | Contact Info | ‘ Documents ‘ | Reports |

Tucker, Sheila

~
u 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 for 2015-2016 School Year €) Initialize Leave Balance

Earned Dock
Category/Type Carried Forward Used

Adjusted | Accrued Grace| Reduced ‘ Full

Available | Actions

No Leave History

Click € Initialize Leave Balance

|7} General Ledger () HR - Payroll ;v-'_‘ purchasing & AP L-‘ Banking & Receipts | 7 Reports

Finance > HR > Staff Manager

Demographics | | Payroll | | HR Info | | Leave | ‘ Roles | | Certifications ‘ ‘ Contact Info | ‘ Documents | | Reports ‘
Tucker, Sheila

~
u 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 for 2015-2016 School Year = {7 Initialize Leave Balance

Earned Dock Click to Edit Leave Type
Category/Type Carried Forward Used Availa Actions
Adjusted | Accrued Grace | Reduced | Full
A
JURY DUTY 0.00 8.00 0.00 0.00 0.00 0.00 0.00 8.00 }‘_,

Adjustments

To add an adjustment to correct leave, you can enter a correction through a leave form, or you
can add the adjustment on the Leave tab.
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Select &/ Actions for the type of Leave you want to adjust.

Finance > HR > Staff Manager

Select Action

Tucker, Sheila *\mm to kst

The leave hank 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

Leave for 2015-2016 School Year = o Initialize Leave | alance

Earned Dock
Calegory/ Type Carried Forward

Used | Available lions
Adjusted | Accrued | Grace [ Reduced | Full | ‘

JURY DUTY 0.00 B.00 0.00 0.00 0.00 0.00 0.00 B.00 g

Click € Add Adjustment

Finance » HR > Stall Manager

’meﬁ]]m_mm@m”cm[]mm“mlw

Tucker, Sheila [ retism to u“
Leave Detadl for WRY BUTY ( \ # Return to Leave Dalances
Somme descrigtion here: Add Adjustment
e
Pagesize: 10 -
System 10| TanType | Comments | Aatuste | Acrued | used | Graced | Restuced Dock | Fulloock | Actons |
6483 Adjustment 800 0.00 000 000 000 0.00 ve
i 00 14100

Enter the information on the screen below:

Click & save

Finance > HR > Staff Manager

JDHIWUJDHSI Iﬂdndl ‘ Pltlnllr| | Ledml | R.ulesl I Cali'n;dims| | Cui.ddlnln| Documents | | Reports

Tcket: Sk A Return to st |
Leave Detail for JURY DUTY / Descriptin of Adjusiment = Return to Leave Balances
Some descnption here
Leave Transaction
C I Leave 04/15 /{ Enter the amount from the
ployee’s sernce record, f

Units Adjusted* 1.00 any
Units Accrued ™ 35,
Units Used* -1.00 Enter a negative leave amount to
adjust the leave
Dock Related Balances
Graced*®

Units Reduced*® | |

units Fulls ||

» Comments — enter any comments to help you identify the leave.
» Units Adjusted — enter the amount from the employee’s service record.
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» Units Accrued — enter the amount from the employee’s service record.
» Units Used — enter a negative leave amount to adjust the leave. In this example, we
chose to reimburse 1 day of leave.

If your school uses a Graced Dock Rate and a set reduced number of dock days, this information
is entered as shown on the screen below.

Click ¥ sav

r | (MR | ey Payrod | F ) Purchasing BuAP | Banking & Receipts 7 Reports

Finance = MR = Staff Manager

| pemographice | | payroa | |+ inta | | Leave | [ rotes | | certifications | | contact info | | pocumants | | meporte
" Tucker. Sheila W Return to kst

Leave Detall for JURY DUTY = Moturn to Leave Balances

Bome descrption here
Leave Iransaction

Commen t5*  Reimburse Lesve 04,1
Units Adjusted* 1.00]
Units Accrued® 35.00

Units Used® 1.00

Giraced s

Units Roducod *

Units Full*

Service Record Leave Adjustment

Select the previous year. In this example we are using 2013-2014.

Select %/ Actions for the record you want to adjust.

) General Ledge: () HR

Finance > HR > Stafl Manager

] v ][] [ cteme] o] [ ][]

Tucker, Sheila
Select the previous year { L \ u Retum to list
) from the drop down amos ) ) - Then select Feit -
The leave bank represents the selected type. If you need to manually adjust balances, simply edit th Action an adjusting entry.
Leave for : 2015-2016 School Year | jalire | eave Balange
I Lo Y23 ~
" . Eamned Dock
2012-2013 School Year Adjusted | Accrued Grace | Reduced | Full L
2011-202 Schoal Year ]
JURY DUTY 20102011 School Year 0.00 8.00 0.00 000 0,00 0.00 0.00 8.00 J
2009-2010 School Year

7008-2009 Schoal Year
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Click © Add Adjustment

7y General Ledger | (TJHR || i Payro

Finance > HR > Staff Manager

Add an Adjustment
nsmorautirs”vawnl |Iltlr|fn| Leave”nnlas”cmﬁamu“cmmm”mmHmml [ ]
Tucker, Sheila

\ \ A Return to list
Leave Detail for JURY DUTY - Ik\rn to Leave Balances
Some description here
3 Add Adjustment
Page Size: 10 =
System ID

| 70 Type | comments | Agjusted | Accrued | vsed | Graced | Reduced Dock | Full Dock | Actions |

No Leave Transachions Found

Records: 0

Q@Q ruwciol - QQ

Enter Comments — Enter the previous school from which the carry forward leave is being
transferred.

Units Accrued — enter the amount from the employee’s service record.
Click ¥ sav

. General Led

Pinatice > HR > Stalf Mansger

Tucker, Sheila

[ et o tst
Leave Detad for WIRY I

= Haturn to Leave Balinces

Leave Transaction

Comments® |Dalas 150 - Serace tecond
Units Adjusted® 5.00 Enter the amount 1o be
Units Accrued jo.oo}
Units Used* 0,00/
Dock Redated Dalances
Graced* 0.00
Units Boduced*

Units Full*

Save when completed | Misae | | @rancel
B

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

Tucker, Sheila

~
A Return to list
The leave bank renrecants 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

| Dock
Carried Forward

Category/ Type Used | Available | Actions
Iaﬂ]m]mml IGrau-.IIu-.dnu-.dI Hll]

Farned

JURY DUTY

0.00 5.00 0.00 0.00 0.00 0.00 0.00 00 Q

0.00 400 000 0.00 000 000 800

SCHOOL RELATED
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Report

Finance > HR > Staff Manager > Reports (Tab)

Employee Leave report — after entering the leave adjustment, you will be able to see it on the
Employee Leave report.

Go to the Rep

orts Tab .

Finance > MR > Staff Manager

emopraptcs | [wavron | [ info | [eave | [motes | [cemeations | [ Contact info | [oocumentd] [ neports |
Tucker, Sheila A Retumn to st
Report®  Employee Leave
Parameters
Display  summar v of Balances =
Instru ctional perlod [2015-2016 School Year| =

Mask SSN?

Export Data To Excel

Select “Run Report” to generate a Report that you can either save or open in Acrobe Acrobat.

You will be asked if you want to Open or Save the report.

¥ Home g Help 5 MyAcco!
St
Sovned od # o aePhance =
You have chosen to open:

........ WWW” . Employee Leave.pdf

which is: Adobe Acrobat Document (92.6 KB)
from: http://websmartjr3online.com

Finance > HR > Staff Manager

What should Firefox do with this file?
Demographics | | Payroll | | HR Info | ‘ Leave| | Roles | ‘ Certifications | Col

Tucker, Sheila () Openwith |Adobe Acrobat (default) A
Report*  Employee Leave - @) Save File
Parameters [ Do this automatically for files like this from now on.

Display summary of Balances ~

Instructional Period  2015-2016 School Year OK

Active Only? ||

Mask SSN? [

Export Data To Excel [

# Run Report
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If you opt to open the report in Adobe Acrobat, it will look like:

R L T

District #015806

Employee Leave

~

Click on Tools,
' Comment and Share

® o access additional

features.
Parameters: Summary of Balances
Instructional Period: 2015-2016 School Year
Facility: null
Staff Member: null
Active Only: No
Leave Type Carried Accrued Used Graced Docked Available
Tucker, Sheila " : -
Contract: 09/01/2015 - 05/31/2016
JURY DUTY Balance 5.00 8.00 0.00 0.00 0.00 13.00
SCHOOL RELATED Balance 8.00 5.00 0.00 0.00 0.00 13.00
Tucker, Sheila ;-
Contract: 06/01/2016 - 08/31/2016
JURY DUTY Balance 5.00 8.00 0.00 0.00 0.00 13.00
SCHOOL RELATED Balance 8.00 5.00 0.00 0.00 0.00 13.00
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Step 5 — Roles

Roles are used to identify the campus and responsibilities of staff for PEIMS reporting purposes
and access to Gradebook.

Finance > HR > Staff Manager > Roles Tab

**Verify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, “Search for an Existing Employee.”

Click on the Roles Tab

Finance > HR > Staff Manager

Select the tab you want to add or edit, such as Roles |

[ emograghics | [ payrot | [ HR 1nfo | [ Leave | [ Roles | [ centifications | [ contact info | [ pocuments | [ reports |

( Tucker, Sheila
o

~
A Return to list

This view allows authorized users to administer ployee role related inf

Role Editors

£ Teaching campuses [ None ]

L) Responsibilities [ 0]

Teaching Campuses

Select &/ Teaching Campuses

':i'!?

Finance > HR > Staff Manager

Demographics I [ Payroll | | HR Info | | Leave | [ Roles I | Certihcations. ] I Contact Info I I Documents I I Reports I

Tucker, Sheila A Return to list
This view allows users to nployee role related
Role Edltors A b

Select Teaching Campuses

£ Teaching Campuses [ None |

£/ wresponsibiities [ 0 ]
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Select & Edit Attributes/Values to assign a staff member to a campus or multiple campuses.

Finance >
List of schoales andior CAMPUSES N
your destrict
] ™" T A Roes | | | | contact o | | pocumants | [ Reports |
Tucker, Sheila \ ."' B Retumn to list
Campus Teaching Ay fization =/ Return to Roles Menu
Use this editor to a and restict an employee’s ability to be selected as a teacher on & given campus

Authorization I Enroll Campus %) Edit Attributes / Values
e Select Edit AttributessVakses 10 assign
District Wide - 015806999 empioyee 1o 3 specific locaton
Dr David C Walker Elementary - 015806106

Dr David M Copeland Elementary - 015806105

O Harmon W Kelley Elementary - 015806101
Dr James L Burch Intermediate - 015806103
Or Paul 5 Saenz Junior High - 015806041
Milton B Lee Academy of Sd Eng - 015806003
PRE-K ACADEMY - 015806104

Rick Hawkins High School - 015806001

Assigning teachers to specific campuses will release the teacher to the scheduler module in the
Student Services section of WebSmart.

Check the box for each campus to assign to the staff member.
Click ¥ save

1. Check the box for each
location that this employee is
authorized lo work at

prs—

iua; Teaching Authorization

]

[5=] [ommemions ] [cotatns] [ommemss] [Fopors]

f— [ Return to kst

[ 3. Return to Roles Menu > i Return to Roles Menu

this editor to authorize and restrict an employee's abilty to be selected as a teacher on a given campus
il rixauon[ Enrollment Campus

District Wide - 015806999

Dr David C Walker Elementary - 015806106
Dr David M Copeland Elementary - 015806105
Dr Harmon W Kefley Blementary - 015806101
Dr James L Burch Intermediate - 015806103
Dr Paul 5 Saenz Junicr High - 015806041
Milton B Lee Academy of Sci Eng - 015806003
PRE-K ACADEMY - 015806104

Rick Hawkins High School - 015806001

2, Saveto | gdsave | | ®cancel |
complete PERT AN

= Return to Roles Menu

Responsibilities

Teacher responsibilities will be released from the schedule module during the PEIMS process.
You will need to add responsibilities for all PEIMS reportable staff that are NOT teachers. See
the PEIMS Data Standards page for further clarification. Click Here
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Click © Add Responsibility

CTIHR

£y
Finance > HR > Staff Manager

emographics | [ payron | [t | Lwe' Rates | | certifcations | | contact into | | poouments | | Reparts |

Tucker, Sheila [ Rretumn to ist
#ole Information _ =/ Return to Roles Menu
Responsibilites. ..
Select Add Responsibilty
Responsibilities. €2 Add Responsibility
Page Size: 10 ~ Contract: O0G/01/2016-08/31/2016 =
system 1D campus Number | Role Type | state service Ip | Minutes | Actions |
Mo Responsibilites Found
Records: 0

QO racicfl ~ QDO

Use the drop down arrow for each item to complete the Responsibilities.

Finance > HR > Staff Manager

(o] o] ] ] e it e ] ]

Tucker, Shella M Fetun to bst
Robe Information ;ﬁm?&mshrwhmigw = Return to Roles Menu
Responsbitis...
Responsibiies <
Camgpus Number* 535 - District Wide e
Role Type®  Select 3 roe type..... -
State Service 10

®  Gelect 3 state service 1D.....
Instructional Setting®  Select a instructional setting..... »
Population Served®  select a pepulation....

Class Type*  Select a cess type.... =

This will bring you to a summary screen. Please verify the information you have entered is
correct before proceeding to the next section.

Select &/ to edit the role responsibility
OR

Select (%) to delete the role responsibility

Finance > HR > Staft Manager

Demographics | | payeol | [ 1inio | [ Leave Im“wmmnm||umm||mmm||mm|
(" Tucker, Sheila [l Retum to list )

Role Intormation #| Return to Roles Menu

Res; ibiliti Fdit to comect iems

Page SEe: 10 v ConfACt:  O6/01/7016-0011/2016 +
System ID | Campus N r

139 015806999 004 - Assi fate/Deputy Superi

850000FA w Y

Revords: 1

QO Pueict1 ~ QQ
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Step 6 - Certifications

Some courses require an employee be certified. In this section, Certifications identify the
course(s) an employee is eligible to teach and where the certification was obtained. -

Adding Certifications

Finance > HR > Staff Manager > Certifications Tab

**Verify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

Click € Add Certification

\) General Ledger | (T HR | - Payrol # Purchasing & AP | __ Banking & Receipts | 7 Reports.

Finance > HR > Staff Manager
I icg 1 Payroll I Hit Info | Leave | Rodes | | Certifications m Contact Info l I Don.lml:ﬂh] ] Reports | Add Centific ations.

(Tumr.smua ) ) ;\ I Return to lst
Certifications £3 Add Certification
Page Size: 10 v Filter:  Actve Certifications
System ID Specialization | Mighiy Qualified | Actions |
No Certifications Found
Records: 0 QO Pugeicil ~ Q0O

It brings you to a screen where you may select options.

Click & save

Use Drop Down Arrows andior enter
certification information for each fem

| Contact Info I I Documents I [ Reports I

Tucker, Sheila

/__,
Certification \v4

Specialization™  A&M UNIVERSITY -

M Return to kst

Primary Source®  SREC-Professional
Highly Qualified?* Trye =

Effective Date* /312008 | ™)

> Specialization — Select a specialization from the drop down arrow. This will be on
the employee’s teaching certificate.
» Primary Source — Select the source of the specialization from the drop down arrow.
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> 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.

You will then see a summary screen.

General Ledger R | Payroll 5"Purchasing&AP *n‘Banking&Receipts y Reports

Finance > HR > Staff Manager

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

Tucker, Sheila

Return to list

Delete Certification

Select edit to
enteran
expiration date
Certifications : j\

Page Size: 10 v Filter: Active Certifications v

Select the star if the
employee is NOT

highly qualfied .
174 ABM UNIVERSITY m True Y0

Records: 1 QO rae1of1~ QQ

System ID | Specialization

‘Hih d‘Act 5‘
Y

» 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.

> Expiration Date — enter the expiration date of the certification.

Enter any qualification expiration or certificate expiration dates.

Click & save

g Repons |

HR > Staff Manager

meznnn[ [o.\ymn] I mlml [lnzw | | nmul | cqmﬁnlm[ [camm lnl'nl | Dacuments | | nnnam[

Tucker, Sheila

I return to st

Certification : ARM UNIVERSITY Return to Certification List

Certification Details

Certification Source® SPEC-Professional

Effective Date* [g/31/2008 |70

Expiration Date* =

e peoce

Updated August 23, 2016 WebSmart HR Module Page 2-39


http://tea.texas.gov/About_TEA/Laws_and_Rules/NCLB_and_ESEA/Highly_Qualified_Teachers/Highly_Qualified_Teachers/

Step 7 — Contact Info

The Contact Info section contains all of the employee’s personal contact information such as
mailing address, phone numbers, email and emergency contact(s).

Finance > HR > Staff Manager > Contact Info Tab

**\/erify you are on the employee record you need to set-up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

Click & Edit Contact Info

Finance > HR > Staff Manager

[ tucs | [ payrot | [ #mioto | [ Leave | [ Rotes | [ certibcations { [ contact 1ot ) pocuments | [ reports |
—

Tucker, shelj) M Return to st

This view allows you to edit contact refated to the
Employee Contact Info Select Edk Contact Info £ Edit Contact Info

Malling Address
Home Phone None

Cell Phone  None
Work Phone None
Primary Email None
Alternate Email None

Emergency Contact 1 None

Emuergency Conlact 2 None

Enter all of the employee’s contact information.

Click & save

Finance > HR > Staff Manager

Ibmnranﬁﬁllﬁamlllmm“te:we Roles |cmm| |COMJMDI|DOMM|IME|
Tucker, Sheila A Return to st

This view allows you to edit Enter Contact information
Employee Contact Info

Mailing Address
Street Line 1 :ILID Anystreet

City/ State/ ZIP | ™ - [76701

Home Phone {1} 3) 456- Jﬁi}u
Clhick one radial button o mdicate
Cell Phone
(123) 457-7891 | the primary contact source
Work Phone 1, 53) 456-7092 |

Primary Email _lnyndmr.@y.lhuu( com

Alternate Email 2@ yahoo.com Note: Enter only

Emergency Contact 1 usband - John Tucker |/[(259) 123-a567 | / [(123) 222-3334 | the numbers, the
i | d———pdashes, ete. wil
Emergency Contact 2 |mgther - Jane Doe ,n' (331) 444-5555 ,f fi'ﬁ) A= saer. self-populate

Save o complete E
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You will see a Summary Screen. Verify all of the information you entered is correct. If not, Edit
Contact Info.

Finance > HR > Staff Manager

(IDmUdDH:i”Pdwul”Mhiu”me|[Ms||CeﬂH’:dlions||CﬂerkHDunmulu”Rwule

-
Tucker, Shella A Return to st
This view allows you to edit contact inf related to the

Employee Contacl Info 1/ tdit contact Info

Mailing Address 100 Anystreet Waco, TX /6701
Home Phone (123) 456- 7890
cell Phone (123) 4577891 *
Work Phone (123) 4567852
Primary Fmail myname@yahool.com
Alternate Emall me2@yahoo.com

Emergency Contact 1 Hushand - John Tucker [ (254) 123-4567 [ (123) 222-3334

Fmergency Contact 2 Mother - Jane Doe [ (333) 444-5555 [ (333) 444-55668
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Step 8 - Documents
WebSmart-i gives you the advantage of being able to upload your documentation and other files

directly into WebSmart. This is useful in keeping all of the employee’s information in one place

» 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.

Adding Documents

Finance > HR > Staff Manager > Documents Tab

**Verify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Search for an Existing Employee.”

Click on & Upload File

Documents Tab is only
available with WebSmart-i

Note: Access to either i-Cap
or JDox may be required.

M Retum to hst

"""‘"h“ﬂlmw“" using the 10 metadata field. In order to ink documents to this employee in ICap directly, simply update the SSN/Student ID field with 458-96-6980 and the document
will be automaticaly knked. You are allowed to upload documents of any size
Documents Select Upload File Upload Fili
Page Size: 10
Decument Name Lreation Date Last Modificd Date Last Name First Name SEN/student 10 . Date of Birth | Actions
No Documents Found
Records: 0 QO rPocro1 - QO Q

Finance > HR > Staff Manager

Demographics | [ pavrot | [ 1R info | [[Leave | [ motes | [ cerications | [ concact tnfo | [ pocuments | [ neporns |
Tucker, Shella

Documents stored in iCap linked to this

-
Pl Retum to list

fickd. In order to link documents to this employee in iCap directly, simply update the SSN/Student ID ficid with
123-11-1224 and I.mdomunlulhemlomauﬂly Inma You malmam upload documents of any size
Documents

I Ciick Browse and select | ) upload File
File B the file you would like to
i Upload File
Fage Size: 10 ~
pocument Name Last Name First Name SSN/Student 1D Dpate of Birth | stats | Actions |
Chek Upload File
Mo Documents Found Lo Complete

Records: 0

Q0O rFegeiofl ~ QO
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Click | &8 Yplead File |

You will then see a summary screen of all of the items you have uploaded
employee’s documentation.

| Demographics | | Payroll | HR Info | | Leave | | Rotes | | contact info | | centifications | | Documents | | reports |

and attached to the

Black, John W

[l Return to list

Records: 1

Documents ) upload File

Page Size: M

Document Name lastName | First Name SSN/Student ID | pateofgith | Actions |
Sitem. OriginalFileName Black John 123-45-6789 1/1/1970 0

QO [re:o1 VO D
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Step 9 - Reports

The Reports section provides access to many reports from the employee’s HR screen.

> New Reports available in WebSmart —
e Employee Payroll Preview — this was previously found on the employee’s Position
History screen.
o Staff Certifications — lists all certifications for that staff member.

Finance > HR > Staff Manager > Reports

**Verify you are on the correct employee record. If you are not, refer to Chapter 1, ““Search for
an Existing Employee.”

Select any rep

ort from the drop down arrow and complete the parameters.
H - Payroll X - Banking & Receipts 2 Reports |

(I HR

=
A Return to st

Parameters

Display | 5

Instructional Period | =
Active Only?
Mask SSN?

Export Data To Excel

F= Run Report

Select ® Run Rep

- Payroll | =

ort

urchisis

Select type of report from
the drop down arrow

Demographucs | | Payroll [ | MR Info | | Leave I Roles | Culducnhl{ A/Cu‘llad Info | [ Documents (rkepub ])
—— s

Report®  Employee Leave / .
elect display from the drop down arrow
Parameters

Display  summary of Salances =

S
Instructional Period  3016-3017 School Year 4le:t the desired year from the drop down arrow j

Active Only?

Mask SSN? . Check option(s)

Export Data To Excel

Run Report
to Start

Finance > HRL > Staff Manager

Bl Return to st

J& Run Report

Report — Select the type of report from the drop down arrow.

> Display — Select Summary of Balances or Detailed List from the drop down arrow.
» Instructional Period — Select the school year from the drop down arrow.
> Active Only? - will give only active data.
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» Mask SSN? — will not include Social Security Number.

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

Click ® Run Report

The excel report should look similar to the one below.

A 8 C D E F G H 1 J K L M N R s T u

1 LineType Employme StaffName SSH Contractfh ContractE: LeaveType LeaveType UnitsCarri UnitsAcen Unigslised UnitsGracs UnitsRedus UindsFullDs UnisAvaile DockOnOr ContractM Contract' LeaveTran PayrolBat Comments

2. Detad 123 00/01/201 05731201 BEREAVE 1} B 0 [} o 4 2015 Standard 0 Death of immed
3 Totsl <*123 0900172012 0531201 BEREAVE 0 [} L} 1] o o o

4 Detad 2380 Tucker, Sl 123 09012011 05317201 JURY DUT 8 o '] '} o o 0 Adjustmen 0

5 Total 2380 Tucker, Si 23 09701 /201: 05312011 JURY DU - 8 o L] o o 0

B Detai 2380 Tucker, Si 23 DO/01/201: 05312011 SCHOOL | o 0 1] o o 0 Adjustmen 1]

T Tolal 2380 Tuckes, St***-*"-123. 09/01/201: 05/31/201 SCHOOL | 8 5 o [/} [} o o
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Chapter 3

Organization

The Organization section will identify and label the types of positions and contracts for each
employee.

Position Types

A position type maps a state-defined TRS position to a locally implemented position type. This
categorization is critical to the following areas:

v These position templates are used when setting up a new position on an employee

in Finance > HR > Staff Manager > Contracts during the payroll process for
TRAQS and PEIMS reporting.

v Primary role on Contracts. Reports on TRAQS EDA40.

v' Positions trigger reporting on PEIMS Fall submissions.

Add Information

Finance > HR > Organization > Position Types

Click € Add Po

sition Type

Finance > HR > Organization > Position Types

(i Te kCIick to Add Position Type O e
Page Size: 10 ~  Filter:  Active Records -
Sstem 10 | Code i | ition | BEIMS Exempt | Actions |
21 504 SPEC 504 SPECIALIST Frofessional Staft Faise v
129 Acad Adv  ACADEMIC ADVISOR Professional Staff False Ve
173 AP CLRK ACCOUNT PAYAELE CLERK Support Stalf False Ej 0
Records: 99 QO rorr1or0 - Q0

You will see the screen to set up a new Position Type.
Enter all of the information.
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Click ) Create

Finance > HR > Organization > Position TY Enter a shart code
{abbreviation) for the
pasition type that is.

" New Position Type being added B
A position type is a means by which nize employees and report. them on
Tdentifier Enter a descnpbon of the posibon
- that is; heing added (ie _teacher
Code™ Coach professional, aid, etc)

Descriplion®  Soccer Coach

State Position® |02 - Teacher/Full-time Librarian

Select the appropriate state
pasition using the drop
Create to save WA create o Cancel down anmow

» Code — Enter a short code (abbreviation) for the position type that is being added.
This will print on the employee’s service record (up to 10 characters).

» Description — Enter a description of the position that is being added. For example:
Teacher, Professional, Aide, Maintenance.

» State Position — Select the appropriate state position from the drop down box.

Once the Position Type is created, it will bring you to a summary screen. Please verify the
information you have entered is correct.

Finance > HR > Orpanization > Fosition Types

[omma] :
Edit: Sy Coach I Retwn o wst

This view alows you to configure position types for tracking o wathin your
Identifier £ Edit Ddentilier
Comtet Caneh

Payroll Code Dufsult (226)

Description® Socer Coact

State Position® 02 - Teacher/Ful-time Librarian

PETMS Fxempt® Trie - DO NOT REPORT TO PFIMS

** PEIMS Exempt — This field appears as the position type is created. It will always default to
— FALSE - Report to PEIMS. If this position is PEIMS exempt, such as a substitute:

Click &' Edit Identifier

Finance > HR > Organization > Position Types

General

Edit: Soccer Coach W return to ist

This view allows you te configure position types for tracking the different roles and within your
Identifier

Code™ [Coach
Payroll Code

Description®  [Soccer Coach

State Position®  p2 - Teacher/Full-time Librarian =
Edit any field or use droy

-m"“"s gl I'L::?""_‘;’::: = et o TRUE
» PEIMS Exempt — Select TRUE — DO NOT REPORT TO PEIMS from the drop
down menu.
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Click ¥ save

Finance > HR > Organization > Position Types

tdit; Soccer Coach

A Return to ist
This view allows you to configure position types for tracking the different roles and sibilities withn your
Identifier

£ Edit Tdentifier
Code* Coach

Payroll Code  Default (226)

Dascription® Soccer Coach

State Position® 02 - Teacher/Full-time Libranan
PEIMS Exempt® True - DO NOT REPORT TO PEIMS

Once the Position Type is edited, it will bring you to a summary screen. Please verify the
information you have entered is correct. If it is not, see the instructions to Edit a Position Type.

Edit Position

Finance > HR > Organization > Position Types

iger | (i H

Click %/ next to the position that will be corrected.

Finance = HR > Organization > Position Types

- Select the Edit icon for the .
Position Types

position you wnat to change
Page Size: 10 - Piter: Active Records = n
System ID | Code | ition
221 504 SPEC 504 SPECIALIST Professional Staff
129 Acad Adv  ACADEMIC ADVISOR professional Staff Falge bV > ]
173 AP CLRK  ACCOUNT PAYABLE CLERK Support Staff False 20
Records: 99 QQ roerci0 - QOO0

Click &/ Edit Identifier

Finance > HR > Organization > Position Types

==

Edit: ASSISTANT CNI SUPERVISOR

I Return to kst
This view allows you to configure position types for tracking the different roles and re bilities within your org:
Identifier

Code* None
Payroll Code 16

£ edit 1dentifier

Chek to edn the posstion
information
Descriptlon®  ASSISTANT CNF SUPERVISOR

State Position*® 01 - Professional Staff

PEIMS Exempt® False - Report to PEIMS

Correct the appropriate fields.

Updated August 23, 2016 WebSmart HR Module

Page 3-3



Edit: Soccor Coach

[ rerumn ro ner

This iew alows you to e bure postion types for tracking e diferent ies and responsibities wihin your o
Tdentifer

Code* [Conch
Payroll Code |

Bescription® soccer concn
State Positlon™ 02 - Toache: Full-time Libsanan =

PELMS EXeMPE®  Falce - Report to PEIMS. -

Chck o Complete ~ [ | @cancel

Delete a Position

Do not delete a Position Code that has active employees attached, as it may generate errors in
payroll and other mandatory reporting requirements.

Finance > HR > Organization > Position Types

Click Q next

7\ General Le ™ HR - Ba

to the position that

will be delet

ed.

Finance > HR > Organization > Position Types

~ -
Select to Delete Pesition T
- T L ect to Dele on Type

€3 Add Position Type

Page Size: 10 ~ Filter: Active Records =

> .
System ID | Code inti | ition Actions
az 504 SPEC 504 SPECIALIST Professianal Staff Failse
120 Acad Adv  ACADEMIC ADVISOR

Professional Staff Falge ¥ O
173 APCLRK  ACCOUNT PAYABLE CLERK Support Staff False ¥0
Records: 59 Q Q raucroie - QQ

You will be asked to confirm before the position is deleted.

Click OK to continue to delete the position.

Are you sure you want 1o delete this object?

Sadect OK F you are sune
you want 1o dedete this
pastson lype. I nol, Select
“Cancel”

Click OK to continue to delete the position.
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Restore a Deleted Position

Finance > HR > Organization > Position Types

If a position has been deleted but has never been used during a payroll process it will be

permanently deleted.

If a position has been used during one or more payroll processes, then the deleted position moves
from the active records to disabled records. If this position was deleted in error, follow the

following steps to restore the position.

Active Records

Finance > HR > Organization > Position Types

Sostion hvss /I indicates the postians ] € Add Position Type
Page Size: 10 = Filter: Active Records = e St e ods
System ID | Code | | | eEiMs exempt | Actions |
221 S04 SPEC S04 SPECIALIST Professional Staff False L =0 - |
129 Acad Adv ACADEMIC ADVISOR Professional Staff False = - ]
173 AP CLRK ACCOUNT PAYABLE CLERK Support Staff False 20O
133 ACCT CLRK  ACCOUNTING CLERK Support Staff False R = ]
171 ADMIN ASSISTANT Support Staff False R |
151 ADMINISTRATIVE STAFF Support Staff False ¥~ ]
144 ASSISTANT CNP SUPERVISOR Professional Staff False Vo
169 ASST ATH DIR Teacher/Full-time Librarian False b ¥ ]
174 ASST SUPERINTENDENT Professional Staff False ¥V 0
219 ASST. DIR. OF ACADEMICS & SP. Professional Staff False ¥ 0 ]
‘Records: 98 DO rgcictio ~ OO

Select Disabled Records from the Filter drop down box.

Disabled Records

Finance > HR > Organization > Position Types

Position Types ’f_ j'| € Add Position Type
Indicates this is a kst of the
Page Size: 10 + Filter: Disabled Records + “Dhsabled Records”
System 10 | Code | PE1s exemot | Actions |
Bl 504 SPEC DHU - 504 Specialist Professional Staff False b .
7% Acad Dean DNU - Academic Dean Professional Staff False b ]
a3 ACCT CONT DNU - Accountant Contractor Professional Staft False b
106 ACCT CLRK  DNU - Accounting Clerk 'Se;ko‘:r‘eﬂg:';":tww L
o8 ACCTPAYCLR  DNU - Accounts Payable Clerk e et Recors" upport Staff o
a7 Admn Staff DNU - Admin Staff Support Staff False s J
21 Admin DMU - Adminstration Professional Staff False 25
20 Admin DNU - Adminkstrative Assistant Support Stalf False o |
59 Asst Ath D DNU - Assistant Athletic Director Teaches/Full-time Librarian  False -
121 AsSt CNP 5 DNU - Assistant CNP Supervsior SUppOT Staff False -
Records: 111 QO Foei0t1z ~ D0

Clickon  to restore to the position.
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Click OK to continue to restore the position.

A o men you wWins to estarn this obiect?

-

You will no longer see the position in the Disabled Records.

AR L T
Finance > HR > Organization > Pasficn Types
([ position Types ) Asd posmicn Type
- |
system 10 | Gode | prams txent | cions
81 504 SPEC DU - 504 Spociatst Professkinal Staff False o
7% Acad Dean DNU - Acacemic Dean Professional Staff False bt ]
] ACCT CONT DA - Accountant Cantractor Professional Staff False o
98 ACCTPAYCLR DU - Accounts Payable Cleri Suppart Staff Falge b |
a7 Admn Staff DN - Admin Stait Suppart Staff False e ]
21 Admin DNU - Administration Professional Staff False b
0 Admin DU - Administrative Assistant Stppart Staff False o
59 AsstAthD DU - Assistant Athketic Director Teacher/Foll-time Ubrarian  False -
121 ASSLCNPS DU - Assistant ONP Supervsior Support Stalf False o
55 Asst Princ DU - Assistant Principal Professional Staff False b
Recors: 110 Q0 -1 -100

It has been restored and can be located in the active records.
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Contract Types

Contract types are created to identify the number of days an employee works, the number of
paychecks the employee will receive for the instructional period, and whether or not the
employee’s salary should calculate for accruals. **Important Note...Do NOT Create a new
contract type for an employee that has been hired mid-year. Select one of the standard annual
contract types.

Adding a Contract Type

Finance > HR > Organization > Contract Types

Click on & Add Contract Type

Finance > HR > Organization > Contract Types

(" contract Types L Chick to Add Conlract Type /‘> © Add Contract Type N

Page Size: 10 ~ Filter: Active Records =

system 10 | Mame | vays | 1Rs class | Payroll Begin | Accrue | Actions |
1 10 Month 182 Days 182 10 Menth Employees  8/28 Fase £ @
2 10 Manth 187 Days 187 10 Month Fmployess  B/28 e £
[ 11 Month 195 Days 195 11 Month Employees  8/28 rase £ Q@
3 11 Month 215 Days 215 11 Month Employees 828 Faise 5 Q@
4 12 Manth 225 days 225 12 Month Employees  8/28 rase L) @
5 12 Month 235 Days 235 12 Month Employees  8/28 Fase 5 @
B 12 Month 260 Days 260 12 Month Employess  8/28 rase B/ Q@
7 Temporary/Parl-Time/Substitute 1] 10 Month Cmployees 8720 False Q 0

Records: 8 @o Paqelnfl-ﬂ@

Enter the information in all of the fields (descriptions below).

Click ) Create

Finance > HR > Organizanon > Contract Types

Enter a name for the Contract Type su:r‘
as 10 month, 12 month, admin, ete. I

A contract type allows for tracking
Identifier

Mew Contract Type

&m %
r_Enter the number of days of the contract type j

Name* |

Days* | ,j,
. Select the number of paychecks for the
Months* 10 = school year from the drop down armow

fn* 1 -1 -
Create to comph Select, from the drop down arrow, the month and
. Create | may the contract should begin j
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General Ledger HR - Payroll & Purchasing & AP > Banking & Receipts y Reports

month, admin, etc.

( New Contract Type S
/

A contract type allows for tracking the diffe pes of employment.

Finance > HR > Organization > Contract TYPef" Enter a name for the Contract
type such as 10 month, 12

Identifi
entifier 4 { Enter the number of days of )

Name*| 7 / the contract type

Days* I:I Select the appropriate TRS
\\Class from the drop down arrow

Months* 10 =

Payroll Begin* 1 « /1 =~

[ KA Create ] [ ® cancel ]

» Name — Enter a name for the Contract Type. Example: 10 month, 12 month, Admin.

» Days — Enter the number of days of the contract type.

» TRS Class — Select the appropriate TRS Class as mandated by TRS from the drop down
box.

» Paychecks — Select the number of paychecks for the instructional period.

» Payroll Begin — Select the month and the day, from the drop down box, in which the
contract should begin during a instructional period. This date is the first date of the first
pay period. For example, if the employee is paid monthly, and pay date is September
25" the Payroll Begin date will be 9/1.

Once the Contract Type is created, it will bring you to a summary screen. Please verify the
information you have entered is correct.

** Accrue — This field appears as the contract type is created. It will always default to -
FALSE — Do NOT Accrue. If this position should accrue follow the steps shown below:

Click &/ Edit Identifier

¢y General Ledger | (TJHR | - Payrol | =/ purchasing AP | T* ! Banking & Recelpts

Finance > HR > Organization > Contract Types

General
S _ -
kEdit: Maint u Return to list
This view allows you to confiqure contract types for tracking the dfferent types of employment contracts.
Tdentificr Ak edt e recond %) Edit Identifier

Name*  Mainl

Days*® 722

TRS Class® 12 Month Employees

This held appeans as the
contract type is created. It
will atways default 1o "False”

Payroll Begin*®  &/1

Accrue* False - Do NOT Accrue
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Make necessary changes.

Click & save

Finance > HR > Organization > Contract Types

Genwer al

Edit: Maint Bl Return to kst

This view allows you to configure contract types for tracking the different types of employment contracts.
Identifier

Name® :Halm
Days™ | 222
TRS Class® 12 Month Employees -

Payroll Begin®* 58 - ;1 -

Use drop down arrow to
change

Accrue®  True - Accrue -

e

Verify the changes on the Summary Screen.

iy General Ledger | () HR - Payrol

Finance > HR > Organization > Contract Types

| General |

Edit: 12 Month 225 days B meturn to kst

This view allows you to configure contract types for tracking the different types of employment contracts.
Identifier ) Edit Identifier
Name* 12 Month 225 days
Days* 225
TRS Class® 12 Month Employees

I'a

Edit a Contract Type

Use caution when editing the Contract Types because it will change information on each
employee that is linked to that Contract Type. For example, if you have a contract set up on a
9/1/ payroll begin date, and you edit the payroll begin date to be 8/1/, this changes all employee
payment schedules that are on that contract type to be paid from August through July instead of
September through August.  In which case, each employee’s payment schedule on their
“Position” would have to be edited also.

Finance > HR > Organization > Contract Types
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Click &/ next to

the contract type that will be corrected.

i

Finance > HR > Organization > Contract Types

Contract Types €3 Add Contract Type
Page Size: 10 ~ Filter; Active Records ~
system 1D | Name | pays | 1Rs class Payroll Begin | Accrue | Actions |
1 10 Month 182 Days 182 10 Momth Employees  8/28 rase &) @
2 10 Month 187 Days 187 10 Month Employees  &/28 True 90
6 11 Manth 195 Days 195 11 Month Employees  8/28 rase £ @
3 11 Month 215 Days 215 11 Month Employees  8/28 False &) @
4 12 Month 225 days 225 12 Month Employees  8/28 Fase £
5 12 Month 235 Days 238 12 T x|
8 12 Month 260 Days 260 12 W |
7 Temparary/Part-Time/Substitute a 10 By raise & @

Records: 8 QO rueiol - QQ

Click &/ Edit Identifier

£\ General Led ™ HR P 5

Finance = HR. > Organization > Contract Types

[cenera]

Edit: Maint

Bl Return to list

This view allows you to configure contract types for tracking the types of contracts.
Identifier

(Chck 1o Edit

Name* Maint
Days* 222
TRS Class* 12 Month Employees
Payroll Begin® &1
Accrue* False - Do NOT Accrue

£ Edit 1dentifier

Correct the appropriate fields.

Click & save

Finance > HR > Organization > Contract Types

General Comect the appropriate field(s) w

Ipt,-:tumtuif:.tN

types for tracking the diferent types of employment contracts.

ays*
IRS Class* 12 Manth Fmplayees +
Payroll Begin® 5 » /| ¥

Accrue®  False - Do NOT Accrue

SIS g
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You will see the summary screen. Verify the information you have entered is correct.

Finance > HR > Organization > Contract Types

General |

-
Edit: Maint

~
A Retum to ist

This view allows you to configure contract types for tracking the different types of employment contracts.
Identifier

&/ edit 1dentifier

Name* Maint
Days* 222

TRS Class* 12 Month Employees
Payroll Begin* 81

Accrue* False - Do NOT Accrue

Delete a Contract Type

Please use caution when deleting a Contract Type that has employees attached, as it could
generate errors in the Payroll Batch as well as mandatory reports.

Finance > HR > Organization > Contract Types

Click (%) next to the contract type that will be deleted.

Finance > HR > Organization > Contract Types

Conlract Types € Add Contract Type )
Page Size: 10 ~ | Filter:  Active Records  ~
1 10 Month 182 Days 182 10 Month Employees  8/26 False &/
2 10 Month 187 Days 187 10 Month Employees 828 e £ @
6 11 Month 195 Days 195 11 Month Employees  8/28 rase ) @
3 11 Month 215 Days 215 11 Month Employees 828 Fase £ @
4 12 Month 225 days 225 12 Month Employees  B/Z8 False B Q@
5 12 Month 235 Days 235 12 Month Employees  8/28 Fase £ @
¢ tZbiontyzenioays Gemhe Coniract Type you wani to Delete . Al | He be y 0
] Maint
7 Temporary/Part-Time/Substitute 0 10 Month Employees 828 Fase £ @
Records: 9 QO Feelol v QD Q
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Click OK to verify you want to delete the Contract Type.

Are you sure you want to defete ths object?

(] [coce

Click "0K" ta Delete or
"Cancel” o void the action

Restore a Deleted Contract Type

If a contract type has been deleted but has never been used during a payroll process it will be
permanently deleted.

If a contract type has been used during one or more payroll processes then the deleted contract
type moves from the active records to disabled records. If this contract was deleted in error, use
the following steps to restore the contract.

Finance > HR > Organization > Contract Types

Use Drop Down Arow to select Disabled Records.

to restore to the Contract type.

L ik to Restorn Cantract Type

| mays TRS Class
182 10 Month Employess 628

00 midi- 00
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Finance > HR > Organization > Contract Types

e drop down arrow on the Filter.

Use Drop Down Arrow
to select Active Records

Contract Types

T0 - | Piers| Disabled Records =
10~ IR oscvied hec

No Leave Types Found

s

€3 Add Contract Type

Finance > HR > Organization > Contract Types

n in the active records.

00+ -100

> g S

Contract Types € Add Contract Type
et ——
agusine] 1o - [ scove Records - ) ] . .. ]
Actions
System 10 | ame e b | Days | 1R Class | Payrol Begin | Accrue |
1 10 Month 182 Days _J 182 10 Month Employees /28 False 5 @
F 10 Month 187 Days 187 10 Month Employees 8/ e & @
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Promote Contracts

The Promote Contracts utility facilitates the promotion of contracts to the next instructional
period. For each qualifying contract in the previous instructional period, a new record will be
created given the default dates associated with its contract type while incrementing local
experience, years of experience, and pay step. This step also rolls forward employee leave
balances and accrues leave as set up according to the leave policy.

v Replaces Promote Service Records.

v This utility allows a user to promote multiple Contract Type calendars to the selected
instructional period without having to manage each individual type.

v' By selecting the Target Period, the Contract Begin and Contract End dates will
populate according to the general ledger dates. This will need to be adjusted
according to your calendar for your contract types.

Step 1 - Promote Contract Types

Finance > HR > Organization > Promote Contract
Click on the Contract Types Tab.

Select the Target Period from the drop down menu.

Select to Promote to link calendars to Contract Types

ract rarger peroa: (2016 2017 School vear ~1)

15 UDINTY AlOWS A USer [0 Promote MUltiple CoONTract type calendars o having to manage each individual type.

Contract Type | Calendar for 2016-2017 School

O 1/2 Manth - 196 Days

OO0 / 22.00 / 22.00 / 20,00 / 23.00 / /23,00 / 22.00/ 21.00 / 23.00

11 Month - 206 Days

12 Mnth July - 239 Days 0 / 21.00 / 22.00 / 22.00 / 22.00 / 20.00 / 23.00 / 20.00 / 23.00 / 22.00 / 21.00 / 23.00

12 Mnth Sept - 239 Days OO0/ 22.00 7 22.00 / 22.00 / 20.00 / 23.00 / 20,00 / 23,00 / 22.00 / 21.00 / 23,00

> to nnl:lzz.oo / 22.00 / 20.00 / 23.00 / 20.00 / 23.00 / 22.00 / 21.00 / 23.00
e

000/ 000/ 0.00 / 0.00 / 0.00 / 0.00 / 0.00 / 0.00

12 Month - 226 Days

Temporary/Part-Time/ Substitute

T Efrromet -

Calendar for 2016-2017 School Year —
» The calendar for the Contract Types have already been created in the previous step
and will pull into this tab.
» If a calendar has not been set up for a particular Contract Type, once the Promote
button is clicked, this process will create a calendar from a previous year. All
calendars will need to be created this year.

Updated August 23, 2016 WebSmart HR Module Page 3-14



If you see a check box to the right of the Contract Type (under the Calendar for 2016-2017
School Year), that means a calendar has not been associated to that particular contract type. In
order to move forward, you need to do one of the following two processes.

» Check the check box, which will create a calendar from the previous year and will be
available for the user to edit. (Suggested)
» Go back to the Contract Type and add the calendar.

I you haree nod created calendars for he year in which the
PIOMOlaN 1S Qoing 0 be processed, dick the check o [o

240 days

SubiTemp the =l This will creéate a calendar Trom The Drensous year
and will be available for st
Temparary/ Pam-Time Substitule

I ,Hhuml:l.: Sodecd Promoba IDIII‘:_T!H::l" ST
Contrac Types

Note: The user may promote multiple times. The software will only update the Contract Types,
which have not been previously updated.

Step 2 - Promote Position Types

This utility allows a user to promote multiple position types to the selected instructional period
without having to manage individual position types.

Select the Position Types tab

Select Target Period 2016-2017 School Year

Select &°™= promote
| Contract Types | F Position Types } Contracts |

Contract Promotion

Target Periodd] 2016-2017 School vear ™ |[)

This utility allows a user to promote multiple position types to the selected instructional period without having to
manage each individual position type.

Position Type

Contract Type for 2016-2017 School Year

Assistant Principal (11 Month - 202 Days)

Assistant Superintendent (12 Month - 226 Days)

AsSsSt Superintendent
Ath Director (12 Month - 226 Days)

Default means the
calendar will link
the Position Type
to last year's
available Contract
Type according to
those days.

Business Office (12 Mnth July - 239 Da
Business Office (12 Month - 226 Days)
Classroom Aide (10 1/2 Month - 197 D
Classroom Aide (10 Month - 187 Days)

Counselor (10 1/2 Month - 196 Days)

1 -

11 Month - 202 Days These Contract
Types are already
associated to the

Positions Types
from the set up in

the previous steps.

12 Month - 226 Days
10 1/2 Month - 196 Days
12 Month - 226 Days

12 Mnth July - 239 Days

12 Month - 226 Days
10 142 Month - 197 Day

“10 Month - 187 Days

fl Default

If the Position Type is
changing days, the user
may select a new
Contract Type to
associate to the Position

Counselor (10 1/2 Month - 197 D
Counselor (10 Month - 187 Days
Counselor (11 Month - 202 Days

Counselor (11 Month

- 205 Days)

—
\l Default

[10 1/2 month - 197 Day

Type such as mowving Default
from 205 to 206 days. (

11 Month - 206 Days

Note: The user may promote multiple times. The software will only update the Contract

Types, which have not been previously updated.
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Contract Type for 2016-2017 School Year —

» The hours per day for the Position Types have already been created in the previous
step and will pull into this tab.

> If the hours per day have not been set up for a particular Position Type, once the

Promote button is clicked, this process will create a Contract Type from a previous
year.

Step 3 - Promote Contracts

This utility allows a user to promote employment contracts from the selected period into a

subsequent period. The utility can be run multiple. If an employee has an employment contract
in the period selected, it will be ignored.

Select the percentage increase using the drop down arrows for each compensation type, if
applicable.

Select #™= pPromote to save these changes and roll forward all active contracts into the
instructional period.

Finance > HR > Organization > Fromote Contracts

Select the percentage increast for each of the Verify the Target Period
compensation type, if applicable
l’mtman\lpnr.| l Position Types H Contracts j
i T —— B

X
Contract Promotion “ Target Period: 2016-2017 School Year =

This utiity allows a user to promaote employment contracts from the selected peniod into subsequent pencfd. The run multiple times and will promate any "un-promoted” contracts
it finds. If an employee has an employment contract in the period selected, they will be ignored.
pal

Contracts will be promoted inta the selected period from the period labeled: 2015-2016 School Year \

Contract Type / Position Type | Contract Begin | Contract End | Salary
10 1/2 Month - 196 Days

| thourty segense | ouing |

A
Counselar (10 1/2 Manth - 196 Days)  [8/1/2016 | ™) [g/30/2m7 | ™)

| Select Promote ={ gdpromote |

3% increase - 3% increase - 0% increase =

1 contracts to promate

Once the utility is processed, WebSmart will automatically apply the new information and a
“Success” window will appear when the process has been completed.

» Tabs - select the Contracts tab
» Target Period — Select 2016-2017 School Year
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Contract Types | ‘ Position Types | Contracts
- Select Contracts tab Selectnew
Contract Promotion year Windﬂzuls—zou School Year V)

This utility allows a user to promote employment contracts from the selected period into subsequent period. The utility can be run multiple times and will
promote any "un-promoted” contracts it finds. If an employee has an employment contract in the period selected, they will be ignored.

Contracts will be premoted into the selected period from the period labeled: 2015-2016 School Year

» Contract Type/Position Type — The information is listed in categories by Contract
Type; each Position Type is shown under the Contract Type

» Contract Begin — Enter the Contract Begin dates for each Contract/Position Type

» Contract End — Enter the Contract End dates for each Contract/Position Type. Be
sure to watch the dates carefully.

ﬂfontract Type / Position Type N /éontract Begin Contract End \

10 1/2 Month - 196 Days

Counselor (10 1/2 Month - 1 \t/2016 | -
For each Contract Type there
10 1/2 Month - 197 Day are a sub set of Paosition
Types.

Classroom Aide (10 1/2 Mon

oe/is/017 | =)
= oo | m

Enter the Contract Begin and
End Dates for each of the
Counselor (10 1/2 Month - 1 Position Types.

10 Month - 187 Days

Classroom Aide (10 Month - 187 Days) 8/17/2016

™ o
Food Service (10 Month - 187 Days) & &
Librarian (10 Month - 187 Days) - -
\ Librarian Aide (10 Month - 187 Days) .\ -

» Salary Increase — If the board has approved a salary increase for certain
Contract/Position Types, the increase can be selected in this section as a Percentage
increase or Fixed Amount and will automatically calculate the payroll increase during
the promotion process for all employees attached to this contract type.

» Hourly Increase — If the board has approved an hourly increase for certain
Contract/Position Types, the Percentage increase or Fixed Amount can be selected in
this section and will automatically calculate the payroll increase during the promotion
process on the position.

» Daily Increase — If the board has approved a daily increase for certain
Contract/Position Types, the Percent increase or Fixed Amount can be selected in this
section and will automatically calculate the payroll increase during the promotion
process on the position.
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» To the right of the increases, you will see the # of contracts the software is expected
to promote for the new school year.

Contract Type / Position Type | Contract Begin | Contract End Salary Increase Hourly Increase Daily Increase |
10 1/2 Month - 196 Days
= ([3% increase w]) [0% increase V] [o% increase | 1 contracts
to promote

3% increase V| ([ 0% increase V) | 0% increase Vl IIBL:'I:::;:;

Counselar (10 1/2 Month - 196 Days) For each sub set of Posiion Types, the
user may select a % Increase or Fived
Amount increase for Salary, Houry
andior Daily amounts.

10 1/2 Month - 197 Day

Classroom Aide (10 1/2 Month - 157 Da To the right of the increase section, the
#t ol confracts anticipated to be

romoted are anticipated Eract:
Counselor (10 1/2 Month - 197 Day) P p q“’v increase V) [0% increase | (0% Increase  V[) :n promiote
10 Month - 187 Days

Classroom Aide (10 Month - 187 Days) 8172016 | [e/s/eor7 |1 3% increase V| [0% increase ~]  [0% increase ] :: ;(oor::.r:f

- — - Al 9 contracts
Food Service (10 Month - 187 Days) saziz006 | [e/srzo17 |7 ([Fixed amount V]| 500.00)) [0% increase V| [o% increase | O promote
Ubrarian (10 Month - 187 Days) bazaos |7 [eszorr |7 3% Increase V| [0% increase w]  [0% increase w| :;;T:::::
Librarian Alde (10 Month - 187 Days) /17/2016 | M [e/sem7 M @ [0% increase ] [0% mcrease v ltur:lr:'r:l?;:

> Select Promote

Temporary/ Part-Time/ Substitute

3 contracts

Special Ed Testing (Temporary/Part-Time/Substitute ) Select Promote to ) |U% increase V] :0% increase V] |0% ncrease Y1 to promote

promate confracts and

Substitute (Temporary/Part-Time/Substitute ) 4| POSINONS for the new year | & 0% Increase | | 0% increase 37 contracts

to promote

Note: This process rolls leave balances forward.

Step 4 - Verification of the Promotion Processes

After the contracts have been promoted for next year, be sure to do the following:

Verify contracts for next year, update if necessary

Verify positions for next year, update if necessary

Run the Employee Wage Report and verify data

Verify updated leave balances

Update individual employee calendars (see more details below)

Update the number of days per week the employee works, if applicable. The default
is set to 5 days per week. (see more details below)

VVVVYY

Step 5 - Update Individual Employee Calendars

Updating individual employee calendars only applies to an employee that has a different
calendar than the calendar that is setup on the contract type.

Go to Finance > HR > Staff Manager
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Click &/ Edit the employee
Click on the Payroll tab
Click on the Position

Finance > HR > Staff Manager

Demographics(] | Payrall EHR Info | | Leave[ | hnle5| | L‘ertﬁcaﬁonsl | Cantact Info | [ un:umem:sl | HEDurt5|

I s N
Albiter, Ofvth f Cick on Positions e
Employment Contracts r/ 3 Add Contract
Page Size: 10 = Period:  Current Period w Districk: Al Districts = Filter: Active Contracts -

System ID | Perlod District Contract Dates | aca | pays | o of Day |\positions | Actions |
5506 2016-2017  Brucevile-Fddy ISD *= - 161919 9/1/2016 - 831/2017 1A 239/239  100% - 3rosmon(s) £ @ @
Records: L @o Page 1ol 1 ~ (@ @

» If you need to override the default calendar previously set up on the Contract Types,

select the -1 Calendar icon under Actions

Finance > HR > Staff Manager

A Dunmurduhu] | Pdvmll | HR Ilﬂu] | Lud\ml | Rales | [ Certileations | [ Contact Illul | I)owmuﬂ.s] | Reporls | If you need to override the
Albiter, Olivith

default calendar, click here “ Return to list
Posilions : Bruceville-Eddy ISD ** 9/1/2016 - 8/31/2017

i to Contract List
LUse this screen to modify the positions associated with this contract. All salaried wages will be pro-rated by 239 / 239 days or 1.0000
Positions Add Position
Page Size: 10 ~ Calendar: Al Calendars -
System ID | Calendar Name | PAC/DE | Sch Wrk Days | Coding Calculation Actions
8604 (*)  Standard Calendar  homt gl_f}”s“’““' DIStCt  go N 239.00/239  199-51-6129.00-999-7-99-0-00 (100.00%)  100.00% @ 18,738.00 per year \"', Y0
BEDT (* - . Maint & Custodial Hourly o . - r -
K { ) standard Calendar (UJ) BO /Y 33900 / 239 199-51-6129.00-999-2-99-0-00 {ll]‘].(lﬂ%) 0.00% @ 9.80 per haur | & 0
BED2 (™) Standard Calendar Maint OT (03) 80/Y 235.00 f 239 199-51-6129.00-999-7-99-0-00 (100.00%) 0.00% @ 14.70 per hour Fisi E‘f 0
Records: 3

@o Page1of 1 ~ (@) @

» To customize the employee’s calendar, select “TRUE — Provide Custom Calendar”

7 General Ledger | (TIHR

Finance > HR > Staff Manager

Demagraphics | | Payroll | | |mm| Leavel Roles | Certifications | | conmm| | Deeunmsl ] Reports |
Albiter, Olivith

M return to st
PoSILONS : M Cae e 9/172016 - B/31/2017

| Return lo Contract List

Use this screen to modify the positions assodated with this contract. Al salared wages will be pro-rated by 239 / 239 days or 1.0000
Scheduled Work Days —

Override Default™  FALSE - Use Default Calendar | = :I'n _lhe ployee s W seloct
FALSE - Use Default Calendar TRUE - Provide Custam Calendar.
I Click to Save —

> At this point, the user can adjust the Scheduled Hrs/Day and/or the Calendar Days per
Month for this individual employee only. These updated days will be reported to TRS.
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Finance > HR > Stoff Monager

Schaduled Work Days
Ovardide Dafault®  TRUE - Provide Custem Calendar -
Scheduled His/Bay > | CZ)
Septembers | 1000
october™ | | 2100
November® | 17.00|
pevember [ [~ !4.nn| *ou can adjust the Scheduled
Fanuary® | z1.00| Hours per Day and the
Febrary > | 20.00| Calendar Days per Month
March® | | 10.00|
Apris | 20.00|
mMay=s | zo.00|
June~ | | 22.00]
July= | 17.00|
August | \_28.00]
| Click to Save r“_-::-——( Adsave | [ @cancel

You will return to the Summary Screen. Verify the information you have entered is correct and
if not, repeat the process to edit.

[ I HR

Finance > HR > Staff Manager

pemographics | | Payroll | [ MRt | | Leave | [ Rotes | [ certications | [ contact 1o | | pocuments | [ reports |

F @ y
—— - M return to list
Positions : Sl Gass e 9/1/2016 - 8/31/2017 » Return to Contract List
Use this screen to modify the positions associated with this contract. All salaned wages will be pro-rated by 239 / 239 days or 1.0000
Positions D Add position
Page Size: 10 ~ | Calendar: Al Calendars -
system 10 | calendar | mame | pac/pE | sch wrk pays | coding | catcutation | Actions |
Maint &
Custodial

8604 (*) standard Calendar District BO/MN 239.00 f 239 199-51-5129.00-999-7-99-0-00 (100.00%} 100.00% @ 18,738.00 peryear 7] &) @
wide
(03)
Maint &

8603 (*)  Standard Calendar ﬂﬂ;‘;“"" 8O0/¥  239.00/239  199-51-6129.00-999-7-99-0-00 (100.00%)  0.00% @ 9.80 per hour ny o
(03)

8602 (*)  Standard Calendar (N OT  g0/¥  239.00/239  199-51-6129.00-999-7-99-0-00 (100.00%)  0.00% @ 14.70 per hour L

‘Records: 3 DO rFuciofl - QO

Step 6 - Update the number of days per week the employee works

Finance > HR > Staff Manager

Click ¥ Edit the employee
Click on the Payroll tab
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Click on the Position Tab

Finance > HR > Staff Manager

Demographics(] | Payrall hHR Info | | Leavel | hnle5| | L‘ertﬁcalionsl | Cantact Info | [ uo:unmm:sl | HeDurt5|

s S
Hibiter, OTvith f Cick on Positions e
Employment Contracts vj 3 Add Contract
Page Size: 10 «  Period:  Current Period ~ District:  All Districts w Filter:  Active Contracts -
system 10 | Period District Contract Dates | Aca| pays | s ofpay [\pesitions | Actions |
5506 2016-2017  Brucevile-Fddy ISD *= - 161919 9/1/2016 - 831/2017 1A 239/239  100% - 3rosmon(s) £ @ @
Records: 1 @O Pueroil ~ @ Q

Click &/ Edit

Finance > HR > Staff Manager

Delnuudurlx] | Pa\nnll] | HUlﬂuI | Leave | [ Raoles | | Certificabions | [ Conkact Inm] | Dowuments | [ Rl.-lmrls]

Click to Edit -

Albiter, Olivith A Return tolist

Positions : Bruceville-Eddy I1SD ** 9/1/2016 - 8/31/2017 = Return to Contract List
Use this screen to modity the positions assaciated with this contract. All salaried wages will be pro-rated by 239 / 239 days or 1.0000

Positions €3 Add Position
Page Size: 10 ~ Calendar: Al Calendars -

system ID | calendar Name | PAC/DE | Sch wrk ays | coding calculation Actions |

8604 ()  Standard Calendar T:‘:‘:?‘“_f}“sm’d"” DIStEt  an N 230.00/239  199-51-6129.00-999-7-99-0-00 (100.00%)  100.00% @ 18,738.00 per year 'ﬂ‘\y ]

REO3 (* . Maint & Custodial Hourly . e ; .

x ( ) standard Calendar (UJ} BO /Y 239.00 /239 199-51-6129.00-999-7-99-0-00 (1 [I[L[I[M) 0.00% @ Y9.80 per haour ﬁ 9 a

8602 (*)  Standard Calendar  Maint OT (03) 80/Y  239.00/239  199-51-6129.00-999-2-99-0-00 (100.00%)  0.00% @ 14.70 per hour myY0
Records: 3 QO rauelol - QD

The number of days per week the employee works defaults to 5 days per week. If the user needs
to edit the number of days for an individual employee, select the &/ Edit icon under Actions

i General Ledger | () HR

Finance > HR > Staff Manager
. SN

[ return to list

POSIlIoNs 1 S e e 9/1/2016 - 8/31/2017 & Return to Contract List

use this screen to modify the positions assocated with this contract. All salaried wages will be pro-rated by 239 / 239 days or 1.0000
Position Details

Payroll Calendar®  Standard Calendar

Name®  [Maint & Custodial Hourly I

Type* i & Custodial (12 Mnth Sept - 239 Days) (03] -

Payroll Activity Code* 50 - Base Salary Select the number of
days per week the

employee works

WC Category*®  Other - Food Sve & Maint -

Allocation* u_uu: s Ays/Week
Compensation Type*  Hourly -
Rate* ‘J.Bi): Enter Non-Prorated Value

Encumbrance® calculated -
Coding Allocations* 1 =

Coding Allocation 1* 199 + - 51 - 6129 v 00 +- 999 v - 7 +-99 -0 *-00 + 100.00

overtime Object*  None

Click ¥ save
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Chapter 4

Leave

An added feature of WebSmart’s HR module is maintaining accurate records of employees’
leave balances, types and the policies. This chapter will show you how to set up an employee’s
information to accurately track leave balances and make changes as necessary.

Leave Forms

Leave forms are created to track the number of days an employee is absent. Prior to creating the
payroll batch, enter the leave forms. This process will propagate the leave forms into the payroll
batch for processing and update the employee’s leave on the individual’s Leave Detail when the
batch is processed.

Adding a Leave Form

Finance > HR > Leave > Leave Forms

Click (+] Add Leave Form

Finance > HR > Leave > Leave Forms
Leave Farms I Click to Add Leave Form '>_ €9 ndd Leave Form
Page Size: 10~ Filter; Outstanding Farms = N —
System 1D | name | comments | Actions |
Mo Leave Forms Found
Al A& |B|CIRDIEIEIG IHITIIIEILIM|NIQIBIQIBISITIVIVINIXIYI|Z |
Records: 0 QO recicii - QO

Enter the information in each field shown below.
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Click on © Add

153 General Ladger | bR | oy payron | &= purchasing & A 2,/ Banking & Recipts |z repors |

Finan

-

New Leave Form /( 1. Select the employee from the

ce > HR > Leave > Leave Forms

A leave form /—/\\,,_

Leave Form

Leave Type | Comments

Employee®  Tucker, Sheila - f
— 2. Select the instructional perod

Tnstructional Perlod®  3015.2016 School Year - from the drop down arrow
“

ESL. Leave Balances SUKY DUTY : 13 X
= 5 eave o
SCHOOL RELATED: 13
| TAs contract Month | units Used | Process On Or After |
) A4
3. Add a Leave Type —
idsave Scancel

Employee — Select employee from the drop down arrow.

Instructional Period — Select the instructional period from the drop down arrow.
Comments — Enter comments relating to leave being added. Can be used to keep
track of the actual days of leave.

» Est Leave Balances — Once the employee and instructional period are selected this
information appears for the employee. These are the available leave balances for

each type of leave.

Drop Down Arrow list of names )

YV VYV

Enter the information in each of the fields shown below.

Click ¥ save

L) Ganars) Ladger J E;Hl’. | jy Povrcl 2 Purchasing & AP | T+ ! Banking & Receipts =ZM l
nance > HiL > Leaw

® > Leave Forms

Select the type of leave
to add from the drop
down arrow list

, ™ [ Select Contract - . Enter the date the
Enter comments related Month from the Enter the number of leave should be
to leave being added Drop Down Arrow units {days, haurs) processed on payroll.

= —
— .
TRS Cofiteact Month | Units Ulled | Process On Or Al
4 - April -

: B —_——
— IS‘C""OOL RELATED —L Save to Complete J

~Tm =]
€ Add

=
JURY DUTY save Cancel
LEAVE WITHOUT PAY a -
MILITARY LEAVE -

Leave Type — Select the type of leave that was used by the employee.

Contract Month — Select the contract month for the leave used. If leave is for a prior
month and the employee will be docked, it will update the RP15 for TRAQS reporting.
Units Used — Enter the number of units (days, hours) of leave. If the units entered are
more than the balance available, the employee will be docked. (If the leave type was set
up to dock.)

Process on or after — Enter the date the leave should be processed on payroll. This gives
the ability to enter leave in advance to be deducted on a future pay period.

Updated August 23, 2016 WebSmart HR Module Page 4-2



Summary Screen of Leave Added.

A Gany " e -\ Pay '
Finance > MR > Leave > Leave Forms
The leave will be applied to the
Lmlml employee selected

Edit: \-_, — ! Return to list

A Instructional Period Summary of leave

Leave Form and when to process  |eave Form

- T 0
Fmployee ucker, Shela Leave Type and comments
Instructional Perlod®  2015-2016 School Year will be shown
Leave Type Comments TRS Contract Month | Units Used | Process on o After |
B T Death of family member _——— 4 - Apnl 8.00

S/1/2016

**The leave forms will be pulled into the the appropriate batch based n the date provided in the
Process On or After box.

Edit a Leave Form

Finance > HR > Leave > Leave Forms

**\/erify you are on the employee record you need to set up or edit. If you are not, refer to
Chapter 1, ““Searching for an Existing Employee.”

Click &/ next to the leave from that will be corrected.

Finance > HR > Leave > Leave Forms
Select the appropriate
ploy

Leave Forms || ) E:;ictksuurtlti:hne €3 Add Leave Form

Page Sixei 10 ~ | Filter;  Outstanding £

System 10 | Name M | Actions |

2 Tucker, Shela ¥ o
AIAIBICIRIEIEIGIHIIIIIRILIMINIGIEIQIB IS IXTIN ¥ IMI|IXIX12

‘Records: 1 QO rociol - QO Q

Click / Edit Leave Form

Finance = HiL > Leave > Leave Forms

LeaveForm

-

A leave form.

~
A Retumn to kst
Leave Form

Click Edit Leave Form
£ edit Leave Form
Employee* Tucker, Shela
Instructional Period*  2015-2018 School Year

Leave Type | Comments
FMLA

Family Medical Leave

| TRS contract Manth | units used | Process on or Afer

4 - April 8.00 5/1/2016

Edit any of the fields at the bottom section.
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Click ¥ save

Leaveform

A heave form

Leave Form

Employee®  jucker, shela =

I Retum to st =)

Enstructional Predod® 30152018 School
Edit any Field shown below
Cat, Leave Dalances OCRCAVEMENT © 0
FHLA: O

_J

JRY GUTY 1 13
SCHOOL BELATED: 1%
Leave Type [ Comments
FMLA =

| s contract month |
[Famiy Medical Leave ] [

] 4 Apnl x L

Uniis Used | Brocess on or After |

500 [mimois_ | m o

Add
[ You may add a Leave Type

From the Summary screen shown below, verify the information is correct. If not, follow the

steps above to edit and correct.

Finance = MR > Leave > Leave Forms

LaavaFarm |

ndit:

A leave form

Leave Form

W Return to nst

Employes*®  Tucker, Sheila

Instructional Perdod® 2015 2016 School Year
Leave Type | Comments

FHLA Family Medscal Leave

£ Edit Leave Form

TRS Contract Month | Units Used | Process On Or After

4 - Apri 8.00 5/1/2016

Delete a Leave Form

Finance > HR > Leave > Leave Forms

**\/erify you are on the employee record you need to set up or edit. If you are not, refer to

Chapter 1, “Searching for an Existing Employee.”

Click Q next to the leave form that will be deleted.

Finance > HR > Leave > Leave Forms

Leave Forms o P Omweﬁorm‘
- s Verify you are on the correct Click on the Delete Button for the

Fage siee: | 1 LouEREnd  employee's record J Litem you want to delete

Systen 1D | Name | - s

2 tudsef.snuaj' v

3 Tucker, Shela ¥o

AllAIBICIDIEIEIGIHITIZIRILIMINIQIEIQIBISITIVIX IMIXIXIZ
Records: 2

@o page 1ot ~ @ @
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Click OK to continue to delete the leave form.

Are you sure you want 1o delete this abject?
Click OK to Confirm

The leave will no longer be shown.

Finance > HR > Leave > Leave Forms

Leave Forms

System 1D | Name | Comments

2 Tucker, Sheila

PageSze: 10 + Fiter: Outstanding Forms =

A The Leave Ferm will ne

) Add Leave Form

longer be shown

|incusis|

Alalg|CIRIEIEIGIHITII K ILIMINIQIEIQIBISITIN IV IW(X|Y|Z

Y0

QO neiofi - QO
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Leave Types

Leave Types are created to serve the following functions:
> to categorize employee leave by type when leave forms are created

> to track and maintain the balance of state days, which should print on the employee
service record

Adding a Leave Type

Finance > HR > Leave > Leave Types

Click on € Add Leave Type

Enter the information for type of Leave you want to add.
Click on & Create

) Genwl Ledger | (TJHR | o Pyl | P Rchasing & AP | B

Finznce > HR > Leave > Leave Types

Hew Leave Type

A leave type is a means by which you can categorze Kave o
Identifier

Enter the name ¢f the kavetype

.

b5 =4

» Code - Leave this field blank unless it is to be recorded on the employee service
record, such as State Personal or State Sick leave as follows:

a - State Sick
b - State Personal
All others are not to be recorded on the employee service record

» Name - Enter the name of the leave type.
» Units - Select Days or Hours in the drop down box.
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You will see a summary screen. Verify that what you have entered is correct. If not, follow the

instructions under “Edit Identifier” to correct.

Finance > HIL > Leave > Leave Types
Genarsl
Edit: Comp Days W Retun to kst
“This view allows you to configure leave types for tracking the different categones of leave related o staff.
Tdentifier L) edin pdentifier

Code* Comp

Name* Comg Days

Units*  Oays

This field appears as the leave type is created & vl defaut to
ays FALEE - Dock in-accordance wilh Empioyee Polcy
Exenpt From Dock® False - Dock in 30corcande with employee poicy. 1 this s typee Shocld NOT dock. follrw the rimd seps o Edt

**Exempt from Dock — This field appears as the leave type is created. It will always default to
False — Dock in accordance with employee policy. If this should leave type should NOT dock,

follow the next steps.

Clickon %/ Edit Identifier if you need to change the Exemption.

)

Fircance > HR > Leave > Leave Types.

Generdl
Edit: Comp Days M e to it |
This vew allowes you to conlig types for traciing the i o, f eave reted to stall. (&EmEmH}Hft’lwcw
identies sty st
Code* Camp Wentiier
Name* Comp Days
Units® Days

Exempt From Dock® Faise - Dock in accondance with employee polcy

» Exempt from Dock — Use drop down arrow to select if the leave type should NOT be

docked.

Click on & save

Finance > KR > Leave > Leave Types

G|

Edit: Comp Days

-
T Retum to kst

This view allvs yoe to configure Jeave types for tracking the different categories of leave reated to staf,
Identifier

code” [comp

Name* Comp Days

Unlts*  pays *

Exempt From Dock®

True - D0 KOT DOCK

Save o Complete

s, [ Qooat)
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Verify the Exemption

has changed to True.

-\ General Ledger | () WA - Payre 5 | 7 Reperts
Finance > KR > Leave > Leave Types
Joe]
Edit: Comg Days A Retum to kst
“This view allows you to configure leave types for tracking the different categories of leave related to stalf.
Identifier & Filit Tnentifier
Code* Comp
Name® Camgp Days
Units* Days

Fxempl From Dock®  Troe - 00 NOT DOCK

Edit a Leave Type

Finance > HR > Leave > Leave Type

Click &/ next to the contract type that will be corrected.

Edit Identifier

Leave Types L © Add Leave Type
Page Sae: 10 v Fi T _
System 10 | Code | tam | ek on Fet Actons fo ke ‘\.I..w| Exempt trom Dok | Actons
16 BEREAVEMENT changes o the Leave Type Yo
H Comp  Comp Days Days True Q
i Ll Hows Fatse vo
18 Ry DUTY Holsre: True y 0
L LEAVE WITHOUT PAY Hours, Fakse Y0
2 MILITARY LEAVE Hours Falss 90
2 FTO Howrs False ve
1 SCHOOL RELATED Hours True vo
e 8 00 =1+ -00
&/

 payrol | ) pusg Y | Banking & Rece

Finance > HR > Leave > Leawe Types

General
Edit: Comp Days W et t st
This view alows you to configure leave: types for tracking the different categories of keave refated to staff.
dentifier Chck on Edil Kentier o change dentifier
: the selected identiier Pear
Code* Comp
Mame* Comp Days
Units* Diys

Exempt From Dock* Fatse - Dack in accondance with employee policy

Correct the appropriate fields, such as Hours or Days.
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Click ¥ save

B Retum so bt

-
Edit: Comp Days [ Retun to tst
gentifier £ Edit Tdentifier
Code*™ Comp
Name® Comp Days

Delete a Leave Type

Finance > HR > Leave > Leave Types

Click @ next to the leave type that will be deleted.

FINARCE > HR > Leave > Lemve Types
) Add Leave Type h
| veave units | Exempt From pack | Adions
1 BEREAVEMENT Hours Tre ¥0
2 Comp  Comp Days vo
17 LA Gl here bo Delete the Leave Type J
18 JRY DUTY e 5
2 LEAVE WITHOUT PAY Hours False g0
P NILITARY LEAVE Hows False g0
2 #T0 Hours Fase vo
It SCHOOL RELATED Hours True vo
o 00700
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Click OK to continue to confirm you want to delete the leave type.

Chck O 1o confrm you
weant fo delet the Leave Type Are you sore you wart bo delele thes obpect?

Restore a Leave Type

If a leave type has been deleted, but has never been used during a payroll process it will be
permanently deleted.

If a leave type has been used during one or more payroll processes, then the deleted leave type
will move from the active records to disabled records. If this leave type was deleted in error,
follow the following steps to restore the leave.

Finance > HR > Leave > Leave Types

Change the filter from “Active Records” to “Disabled Records” using the Drop Down Arrow.

Clickon  torestore to the leave types

i L a6 fuchasing 43 1 o
Finance » HA > Leave > Leave Types
(" Leave Types ’J', \ € rdd tesve ype |
= .ha'qp Fiter Type from Active o
Pageszes 10 - | Fen | Deabled Records ~ jm*dmxwﬂﬂmhnmﬂ J =
Spten 10 | Coue | tame | Ciktn e Lone ey | teave it | Exemot rom pock | Actons
W N restone:
10 ‘TEACHER IN SERVICE . o
18 JURY DUTY Hours. True
13 JURY DUTY {15) Days b ]
5 MUST PROVIDE DOCUMEN Days Faise b ]
n PAID TIME OFF {23) Days Faise 2
n SCHOOL RELATED BUS Days Troe L]
9 b STATE PERSONAL Days False o
] 4 STATE SICK LEAVE Days Fase L]
| Recerds: 8 00 mei01- 00
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Click OK to continue to restore the leave type.

T Candrm you ward 1o resdore dre: you sure you want lo restore this object?
the Leave Type, chok C6

[ Leave Types /‘-'-_-"N\\

FPage Se: 10 - P

System 10 | Cade |

10 TEACHER [N SERVICE .].,.":,lfx.m fﬂm‘ﬁ&:,
1 JURY DUTY (19)

5 MUST PROVIDE DOCUMEN

b PAID TIME OFF (23)

Frl SCHOOL RELATED BUS

5 ] STATE PERSONAL

& a STATE SICK LEAVE

Frerysesg

Finance » HR > Leave > Leave Types

Leave Types /_\

T — Usm [lrap Uown furow |
Page Sze: | 10 v @::ermmrﬂﬁ v3 change fo Active Records
System 10| Code | ame D ——

18 BEREAVENENT
4 Comp  Comp Days
17 FHLA

The Leave Type, Jry Duty,

18 WY DUTY hias been restored to the
At Reconds
n LEAVE WITHOUT PaY
2 MILITARY LEAVE
i 10
1 SCHOOL RELATED
Recone: 8

€40 e Type |

| Leave units | exempt from Dock | Acions
Hours Trie ve
Hours Tne ve
Hours False v
Houwrs True EI o
Hours False Lve
Hours False v
Hours False ¥Yo
HouTs True v
00 =101 - Q0
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Leave Policies

Leave Policies are designed according to each district's local policy. Leave Policy Examples:

» Standard Leave Group
» Maintenance/Custodial
» Non-Eligible Employees

Leave Policies are assigned to an employee in Finance > HR > Staff Manager > Leave Policy
Elections when initially entered into HR.

Leave Policies are designed to have multiple functions in the payroll process:

» Accrual: Leave Polices are created to accrue specified Leave Types to a group of
employees for a particular time period, such as by pay period or annually. Again, this is
initially set up according to your local leave policy.

e For example, this process simplifies accruing the state personal days and/or local
days at the beginning of each instructional period.

> Dock: Leave Policies also contain the option to dock employee leave given entered
criteria for Days of Grace, Days of Reduced Dock, Reduced Dock Method and the
Reduced Dock Rate.
o For example, if an employee is absent due to FMLA reasons and district policy
indicates that the employee shall be docked at a lower daily rate instead of at
his/her daily rate of pay, the information would be entered here.

Helpful Hints

v’ Leave Policies are attached to Leave Types that are attached to individual employee’s
information.

v Leave Policies also have Types within the policy. Do not confuse these Leave Policy
Types with Leave Types.

v The Policies are specific to each District’s local policies such as accruals and/or Docking
Rates for various types of leaves.

Leave Policies are assigned to each employee’s Leave Types when they are set up in the HR
Staff Module.

Example: Finance > HR > Staff Manager; then select an Employee’s record and go to the
Leave Tab. That is where you will find each employee’s Leave Balances and how the
accruals are calculated.
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[ o ] [ 1| e[ e[ o] e e[ eomers | e

Tucker,

Employee Record ‘] W retum o kst
‘The leave bark batances by leave type. If you need to manualy adjust bkances, simply edit the leave type in question and create an adjusting entry.
Leare for 2015-2016 Schoot ear v () Initialize Leave Balance
Eamed Dock
Category/Type Carried Forward Used Avallable | Actions
Adfusted | Accrued Groce | Reduced |l
JURY DUTY 5.00 .00 0.00 000 000 0.00 000 13.00 ﬁ
SCHOOL RELATED Leave Polcy Type Employee Accrual Details 8.00 5.00 000 000 0.00 000 000 1300 §

Adding a Leave Policy

Finance > HR > Leave > Leave Policies

Policy

Finance > HR > Leave > Leave Polloes

Leave Polices

JERSRRRN 10 ~ RN Acove fsoris_-
System 1D | Mame
2

S Verty you are on Active Records '

182 5 187 Day Leawe

Chick here to Add Leave Policy

Al Year Empicyets
1 Not Ebgible for Leave
Records: 3

00 =i - Q0

Finance > HR > Leave > Leave Polces
New Leave Policy
o S o 00 e i L ——
Identifier Leae Pbcy youwank bo
creats
Mame™
s
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Click ) Create

I Retum o kst

T v alows 04 o Confre v gk o overingthe manner i Whch e e and doed.

Tdentifier
Name* Transportanian Verfythe leave was crealed

) it Tdentfer

Click the | Senfigurstion Mtab.

Chick on the Configuration Teb b
contrue vt e New Leawe

T Reton to st

) Edit Tdentifler

This will take you to the Configuration Summary Screen.

i 7

Finance > MR > Leave > Leave Polices

[ [rtoemon]

Edit: Transportation

[ Aerum 1o ke

Program Configurations

i,/ change Configuration

System 10 | Eifective Date

Chek o the EdR loon 10 contnue

| | actions

& Af20/2016

Records: 1

~oLewve Types) B @

Q0 o - Q0

Clickon %/ Edit Identifier

Finance > KR > Leave > Leave Polloes

o] o]

Edil: Transportation

I Rt to bt

il “assess” empiay

s e on e o el el :
Program Configurations

£ Change Conflguration

Pagesae 10 v
System 10 | Effective Dute
6 4/20/2006

Cock on e ESLIEon 13 contrue
Actions |
LoteeTypels) ) @

. OO

Enter the effective date of the leave policy.
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Click ¥ sav

Finanoe > KR > Leave > Leave Poboes

[cena] [corraen|

Edit: Transportation

M Retun to st

Each program may bave a different configuration based upon an effs Payrobs run aft !
was effective on the pay date of the payroll,

Progrom Configertions : Eter the Efiecive Date !
Effective Date® /202006 | 7
) (e

dll “assess” employees who have dected into the program

"
Edit: Transportation IRL‘I:LmD}Bt
Fach prog y hiave a different config hased upon an effective date. Payrolls un after the effective date wil “assess” employees who have slected into the program the approp it i deductions hased upon th that
was effective on the pay date of the payrol.
Program Configuralions 5 (Change Configuration
Page Sze: 10 v
System 10 | Effective Date |Dunﬁqlre |m|
6 4202016 A2leaeTyels) B Q)
S 00 =:4:-100

Click ™ 0 Leave Type(s)

A Caraced Lodaae |/ y -
(| (] Pyt

Finance » HR > Leave > Leave Polices

oo otz

' Y
Edil: Transporlalion Immst
Ezch program may have a dfferent configuration biased upon an effective date. Payrols run after the effective date il “asszss” employess who have elected into the program the approprizte cantributions and deductions based upon the configuration that
Was effective on the pay date af the payral.

Program Confiqurations Q Change Configuration

PageSae: 10

System 10| Effective Date T | cngre | Acons|
Clck herein searchfor

§ 42012016 |Lsa.reﬁw D 0leave Typels) Yo

Records: 1 Q0 reervi~QQ
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Finance > HR. > Leae > Leave Polides

(o)

~ 7
Edit: Transportation M Retum o st

Program Configurations : 4/ 20/ 2016 +#| Return to Corfiguration Menu

T et aows you i the specii oices assocated with xch eavetype

Leave Type Pues | A Leaic Ty 20 Add Leave type

N eave Type Poliies

Enter the information in the Leave Type fields — See descriptions of fields below.

Click & save

Finance » HR » Leave > Leave Poloes

bdit: Transportation

3
I reetum kst

Program Coafigurations : 4/30/ 2016

“This editar aliows you edit the speafic polies assodated with each leave type
Leave Type Policies /ﬁcﬂ[ﬁmi\wknmm Crop Down Amow

#| Return to Configuration Menu

Leave Type*  BEREAVENENT (raurs) vﬂA 2
Aocrual Period®  annual + :'fk-mre.!«r.rnml"’mwimrn:nﬁr!mp-]n.\ﬂﬂnc'U
Accrual Units® 000

Accrual Limit

* Legve blank to indicate ng limi
Enber the acrual unds for the pencd or leawe Blank for no i
Carry Forward Limit

X Lgave blank to indicare no imit
Grace Units* Ilm—‘w;m :1 camy foeward i for the feave type e leave blank

Reduced Units* 0.0
The amount of tiree the policy alows for before an employee & docked 2 hsar full daaly rate I

Use Denp Do Aroner 1 select Reded Cale Method

> Leave Type - Select the leave form the drop down arrow.
» Accrual Period - Select the accrual period from the drop down arrow.
e Annual - this option will accrue the Leave Type annually during the Promote
Service Records process.
e By Pay Period - this option will accrue the Leave Type each pay period during the
payroll process.
» Accrual Units - Enter the accrual units for the period.

Reduced Calc Method®  Far amoant = Enter Reduced Untsin

aecordante wih polcy

Reduced Dock Rate* .00

Enter Reduced
Dock Rate
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» Accrual Limit - Enter the accrual limit for the leave type or leave blank for no limit.

» Carry Forward Limit - Enter the carry forward limit for the leave type or leave
blank for no limit.

» Grace Units - Enter the grace units of the leave if the policy allows days of grace
before an employee is docked his/her full daily rate.

» Reduced Units - Enter the reduced units of the local leave if the policy allows days
of reduced dock before an employee is docked his/her full daily rate.

» Reduced Calc. Method - Select the reduced calculation method from the drop down
arrow choosing the flat amount or percentage method.

» Reduced Dock Rate - Enter the reduced dock rate if local leave policy docks an
employee at a reduced dock. For example, a school may dock at a reduced substitute
rate rather than an employee's full daily rate.

Continue the same procedures until all appropriate leave types are added to the policy.

You will see a summary screen.

o tetges | (TR | - tovod | - urtasing 8.4 | ) Bankng & ecepis | fepors |

Finance > HR > Leave > Leave Poloes

[eneral] [ confuratien

Edit: Transportation , _/\\ I Return to ket
Program Configurations : 4/20/2016 = Betum o Configuration Menu

T e o 10 4 s e T '
R e —
Leave Type Accrual Policy | Carry Forwan Uimit | Grace Period | Reduced Dock Policy | Adions
BEREAVEMENT 2.00 Hours each year up to 2.00 total NolUmit .00 Hows 000 kours & Q)
JURY DUTY 8.00 Hours esch year up 1o 9.00 tatal Noumit 0,00 Hours oookewrs B @

Click = Return to Configuration Menu

e |-j"?ﬁ.°"' L.

Finance > HR > Leave > Leave Polides

enerat | [ coguraton |

EdR: Transportation f s B Recun 2o st
Program Configurations : 4,20/ 2016 | Return to Configuration Menu > = Return to Configuration Menu
Tha editor alows you edit the specfic polies associated with ach lesve typé \ 4

Leave Type Polickes ) Add Leave type
Leave Type | Accrual Palicy | carry Forward Limit | Grace Period | Reduced Dock Policy | Actions
BEREAVEMENT 2.00 Hours each year up to 2.00 total Holmit  0.00 Howrs LR TEEER A
R DAY £.00 Hours #ach year up t 8,00 tatal Malenk 000 Haure aoomess B @

This will return you to the Summary Screen detailing how many leave types that Policy has. If
you want to see each item:
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Clickon ™ to get to the ite

mized screen.

T P

Finance > 1A > Leave > Leave Pobioes

Chck on Return fo List to vew all of
General | | Corfiguration | the Leave Pokics ; h
£dit: Transportation

[ Retum o e
Foh i S e § A e I o o o o e o e o the prograr ninbutions and deductions bas that
Program Configurations Y - -
wh jﬂ o Indcates the number of
ozl leive ypes assocized -
Susten 10 | Eftective pate Wit the Leavs Peley Configure | actions
s 42072016 Rt E Q
Reconds; 1

Q0 reiot v QO

Click on

A

Fingnog > Wit > Leave > Leave Poloes

(" Leave Polices ) Add Leme Folcy
PageSze: 10 = Flter: Actve Records |
Systom 10 | Hame | Actions
1 182 B 187 Day Leve ve
3 0 vear Eplayees P veo
—— :
4 Transpartatian ve

Records: 4

Q0 reiai - 00

Edit a Leave Policy

Finance > HR > Leave > Leave Policies

Click &/ next to the leave policy that will be corrected.

e | ()M | eiPaymo

=

Finance > KR > Leave > Leave Polides.

Lesve Policies

(Pagesie: 10 v Flter AcveRecods v
System 1D | Hame

2 187 & 187 Day Leave
All Year Emplayees.

3

: it gt el ot Select e Leave
4 Trenspartation Policy you want to
Recrts: 4 &
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Click &/ Edit Identifier

Hnance > HR. > Leave > Leave Poloes

=

Edit: Transportation

N setum to st

This view alows you to confiure eave polces for qoverning the manner in which eave s atcured and docked.
— Click o Eqt

guimmjfu-

Name* Transpartation

Correct the name if applicable.

Click ¥ save

Finanee > HR > Leave > |eave Polices

o ]

Edit: Transportation

N
[l Retum to st

This view allows you to configure leave poliois for qoverming the manner in

Identifier I
(Catosae >l (g

Click on the Senfiguration | Tgp

Click & to change the effective date of the leave policy.

Finance > HR > Leave > Leave Fokoes

Click on the Configuration
Tab to change the Leave
Policy Type

Click here to Change the
effective date of the
Policy

~
Edit: Transportation Return to kst
Each program may have a different configuration based upon an effective date, Payrols run after the effective date wil “assess” employees who the program and deductions based upon the that
was effectve on the pay date of the payrol.
Proqram Conflqurations P— ) change .
Page Size: 10 = Click here to preview or edit

. :ﬁ:yleave type within the Confguie

6 472072016 WitmeTyels) & @
R—— QQ raerc1 - QQ

Change the effective date of the policy if applicable.
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Click ¥ save

Financs > R > Leave > Leave Poloes

Edit: Transportation 'ﬂmmm‘
Each program may have a diferent confiquration based upien an effective date. Payrolls run sfter the effective date wil "assess” emplyyees who have electied nto the program the apgropriate contabutions asd deduttions based upon the configuraton that
s effective on the pay dete of the payrol. ' ' : ' : : : '

Program Confiqurations Enter the Effective Date
Effective Date* &02006

Save to Coninue o= | fSave | | @Cancd |

You will return to the Configuration summary screen.

Click ™ to view the leave types within the leave policy.

Finance > HR > Leave > | eave Polides

JEsle=

5

Edit: Transportation Immm

Each program may have a diferent configuration based epon an efiective date, Payrols run after the cffective date wil assess” employees who have dected into the prog-am the appropriate contnbutions and desuctions based upan the configuration that

s ffctive on th pay date of the payrol.

Program Configurations ("_‘\ 1/ Change Configuration

Pagesze 10 v Click to see the

System 10 | Elfecive Dl Individual leave fypes Confiqure '

[ 806 L2leeTyes) L@
" QQ raeri v QQ

Click & next to the leave type to be corrected.

Finance > HR > Leave > Leave Polkes.
Edit: Tm Click to select the polcy )
T k type you want o edit
This e alos you et thespecic polc ch e typ
TeveTe Acerel Polcy myrmm|mpum|mmmu}\1m
TEREAVEMENT 2.00 Hours esch year up to 2.00 fatal Nolimit  0.00 Hours nonours & Q
WRY DATY .00 Hours each year 1 ta 8.00 fotal Nolimt 0100 Hours 0100 Hours g‘ 0
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Click & next to the leave type to be corrected.

This editor allows you edit the specific policies associated with each leave type

Leave Type Policies

0 Add Leave type
Leave Type Accrual Policy Carry Forward Limit | Grace Period | Reduced Dock Policy | Actions
Persanal Leave - 10 Month 2.00 Days each year up to .00 total Nolimt 0.0 Days 0.00 Days E 0
Bereavement 1.00 Days each year Nolimt 000 Days 0.00 Days E 0

Jury Duty 2.00 Days each year Nolimt 0.0 Days 0.00 Days @

Correct the appropriate fields

Click & save

Finance > HR > Leave > Leave Poboes

[oem] [ combomsin]

Edit: Transportation

[ Retumn to tst

Program Configurations : 4/ 20/2016

# Eeturn to Configuration Menu

“This editor allows you edi the spediic poldes associabed with each leave type
Leave Type Policies

Leave Type™  Juity DUTY (Hours) =

Acerual Perdod®  anpual o+

Accrual Units® 800
Accrual Limit 5,00 * Leave blank (o indicate no limit
Carry Forward Limit * Leave blank to indicate ng limit
Grace Units® 0.00
Reduced Units® 0.00

Reduced Calc Method®  Rar amount +

Reduced Dock Rate® 0.00

Save to Complete Dl iiswve | [ € ]
B

Delete a Leave Policy Type

Finance > HR > Leave > Leave Policies >

Click &/ next to the leave Policy you want to delete the Leave Type from

£} General Ledger | (THR | o Payro

Nate: Selecting this option will
Finance > HR > Leave > Leave Polcies delete the entire Leave Policy

(" veave posdes
Page Stre: 10 v | Fler Acive Records v
z 182 & 167 Day Leave
, Select the Policy you want
3 AN Ve Engheyess to delete Leave Type from
I Mt Egitie far Leave
4 Transpartation 8
| fecords: 4 QO reeiofts ~
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Select Configuration Tab

Click ™ to view the leave types within the leave policy.

Finang: » HR, > Leave > Leave Poldes

Gueral | [ Contgpaaten 1. Click on Configuration Tab
Edit: 4

B Retum to kst
Each program may have 3 deferent configuration based upon an effactive date. Payrolls run sfter the effective date wil “assess” emplyees who have slected nto th and deductions based upon the confi that
wes effective on the pay date of the payrol
Program Configurations g (Change Conflguration
Page Size: 10
System ID | Effective Date

I Configure | Actions £
6 4/20/2016 2. Search for Leave Type A 2lemetypels) B Q)
Recards: 1

eo Pagelofl » 00

Click on @ to delete a leave type from the leave policy.

Finance > KR > | eave > | eave Polices

]

Click here to delete this
it Tensportaton L Leate Polcy Type
Program Configuralions ; 4/20/ 2016 m\
This eror alows you et he speciic polces assocated wilh each kave ype
Leave Type Polies () Add L& 1 type
Leave Type Accrvl oy Cany Forward L race e | Reduced Dok oy | A
DERCAVENENT 2.00 Hours each year up to 2,00 tetel NoLinit 000 ours ootors & @
JURY DUTY £.00 Hours et year up to 8.00 total No Limit 000 Haurs ootous § @

You will return to the summary screen where you will no longer see the Leave Type that was
deleted.

Finance > 1R > Leave > Leave Polides

]

Fdit: Transpoctation W retum o st
Program Configuralions : 4/20/2016 » Return to Configuraton Menu
This it allos you e U spesic pobes assocted with eaeh eave ype

Leave Iype Policies () Add Leave type
e Toe N\ Aceral Pocy Cary Fonvar it Grace P Reduced Dock Pk Acons
BEREAVENEN] ) 200 Hours each year up to 2,00 ot NoLmt 000 Hours vokors £ €@
~—
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Delete a Leave Policy

Finance > HR > Leave > Leave Policies

Click (%) next to the leave policy that will be deleted.

% General Ledger | (M) HR P ol rchasing & Al Ranking & Receints ‘ enarts

Finance > HR > Leave > Leave Polides

Leave Poliies [ ——
Page Size: 10 v | Filer AdiveRerods v
System 0 | Name Acions

1 162 & 187 Day Leave

Select the Policy you want

) AlYear Engloyees to Dekte veo
1 Not Elgibke for Leave 1

4 Transportation

Records: 4 Q0 reidi-1QQ

Click OK to confirm you want to Delete the Leave Policy

Restore a Deleted Leave Policy

If a leave policy has been deleted but has never been used during a payroll process it will be
permanently deleted.

If a leave policy has been used during one or more payroll processes then the deleted leave
policy moves from the active records to disabled records. If this leave policy was deleted in
error follow the below steps to restore the leave policy.

Finance > HR > Leave > Leave Policies
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Active Records

Finance > HR > Leave > Leave Palioes

— ——
Leave Polldes {ﬁmick on the Drop Down Arrow to © Add Leave policy
Page Size: 10 * < Actwe Records change to Disabled Records
System 10 | Name ot | Actons |
2 182 & 187 Day Leave PR % ]
5 Bus Transportation Yo
1 Mot Elgible for Leave ¥o
6 Transportation YO
Records: 4 QO roeror - QQ

Clickon 7 to restore the leave policy to active from the Disabled Records.

Disabled Records

Finance > HR > Leave > Leave Polioes

Leave Policies
P —

) Add Leave Policy
Page Size: 10 ~ W
System 10| Name

Click on the Return Button to Adtions
Restore the Disabled Record
3 Al Year Employees k
Records: 1

Click OK to continue to restore the leave policy.

Are you sure you wanl o restore this obyect?
Click OK to Confirm :

Finance > HR > Leave > Leave Polioes

Leave follces _——

Updated August 23, 2016 WebSmart HR Module Page 4-24



(TR

Return to Active Records to verify the Leave Policy has been restored.

4 -

- € Add Leave Pokcy
Page Sme: 10+ Fithp Actve Recods
System 10 |

182 & 187 Day we_‘/f_ vo
Al Year Employ Verify the Record has been Restored

2
3
s Bus Transportation B
i
6

Not Eligibike for Leave

¥yo

veo

veo

Transpartation ”0
o0
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Chapter 5

Support Codes

Employment Status

An Employment Status is assigned to employees to determine if they are probationary, full-time,
substitute, etc. It defines the nature of an employee’s relationship with the organization.

Below is an example of where the information is linked to the employee’s HR Info.

[ ol o] ][ [ ] ]
(o)

M Beetiem ko Bt
= /ﬂﬁsdesignanes:heprimrymcy_bn “s' = Retuen to HR Information Mess
General HR information where the empioyee warks J
== e L) it Mteibutes | Vakses

Primary Faciity* " - 750-Cantral Offce
Employment Status® 1379 - Ful- Tee -
This is an Employment Status
Tieseclock 10 001726

Degree Type*

Drivers License None
Fhgibde For Rehire®  Eigtie forre-tire This is a Degree Type

‘Dwiginal Hire Dale* /172015
Retirement Dute tone

Finance > HR > Support Codes > Employment Status

{1 General Ledger | Wl ‘:-_..-r Purchasing & AP | | Banking & Receipts | 3 Reports

Finance > HR > Support Codes > Emplyment Status
Employment Statuses ) Add ew Code

PageSze: 10 v Flter ActiveRecords v
1 1398 1378 Probationary ve
? 131 13M Ful-Tme ve
3 130 1380 substnuetemporay ve
138 196 Viakintes/ng contract ve
8 1385 1385 part-Time ve
3 1386 1385 ther employment status ve
10 1387 1386 Aupatary y 0
s 00 =1:-00
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Adding a New Employment Status Code

Finance > HR > Support Codes > Employment Status

Click on € Add New Code

i) General Ledge <, Payro

Finance > HR. > Support Codes > Employment Status

Employment Statuses Add New Code

Page Size: 10 - Filter: Active Records

1 1378 1378 Probationary 90
2 1379 1379 Full-Time PR ]
3 1380 1380 Substitute/tempaorary 9
5 1382 1382 Volunteerino contract E-_,f 6
8 1385 1365 Fart-Time RO |
9 1386 1386 Other emplayment status RO i |
10 1387 1386 Auxilary 90
Records: 7 QO reeiol - QQ

Enter the description of the position associated with the code (recommend using same code as
the State Equivalent Code).

Click ¥ Create

Finance > HR > Suppart Codes > Employment Status

M)

New Employment Status Enter Code

Employment status defines the an employes's p with the org;
1dentifier
. f, Description of position \]
Code® 9500 associated with the Code J
Description™  arhlenc Trainer

Create to Complete >[| i ceate | | © cancel |

A summary screen will appear. Verify the information you have entered is correct. If it is not,
refer to the Edit an Existing Employment Status Code.
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Finance > HR > Support Codes > Employment Status

IGmaHriumaion

[ Edit: AT - Athletic Trainer A Return to ust

Employment status defines the nature of an with the
Identifier

£ Edit 1dentifier

Code* AT
State Cquivalenl  None
Description®  Athietic Trainer
List Description®  athletic Tramer
Effective Date  4/27/2016
Expiration Date  12/31/9999

Edit an Existing Employment Status Code

Finance > HR > Support Codes > Employment Status

Click & Edit

Finance > HR > Support Codes > Employment Status

Emplayment Statuses €3 Add New Code
System 1D | Code | Description Actions |
1 1378 1378 Probationary Select an item to Edit bV x |
2 1378 1378 Full-Time Yo
3 1380 1380 Substuteftemporary veo
H 1382 1382 volunteer/no contract RN |
8 1385 1385 Part-Time bV % |
9 1386 1386 Other employrmint status FAI % |
10 1387 1386 Audllary Y0
Recoeds: 7 Q0 11 - 00

Edit the appropriate items.

Click & create

iy Gene 2 (") HEE

Finance > HR > Support Codes > Employment Status.

General Information
Edit: 1378 - Probationary™

— status genngl  E0It appropriate items -\ wih the organization
Tdentifier \ I_J'“
Code* 1V
State Equivalent 13
¥

List [rovationary |
Flfective Date 111500 | ™)
Expiration Date [12/31/5999 | ™)

| Save to complete I+ idSave ©cancet

.anmm\

The summary screen will show changes. Verify the changes are correct. If not, return to Edit
Identifier.
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Finance > HR > Support Codes > Employment Status

General Information
Edit: 1378 - Probationary W return 1o kst 3
Tdentifier =) Edit

Code® 1378

State Equivalent 1378
Description®  Probationary Term

List Description®  Frobationary
Effective Date  1/1/1900

Expiration Date 12/31/9559

Deleting an Employment Status Code

Finance > HR > Support Codes > Employment Status

Click © next to the Employmen

¢4 General Ledger | (JHR | o Payrol

t Status to be deleted.

Finance > HR > Support Codes > Employment Status

Employment Statuses Add New Code
FPage Stze: 10 v Active Records v

Srtem 10| Cod | _ | B
1 1378 1378 Srobationary Term vo
2 1379 1379 Full-Time Y0
3 1280 1380 Substitute/temporary Select item to Delete /

5 1362 1362 Volunteer/no contract

8 1365 1385 Part-Time 3

9 1306 1386 Other employment status Vo
10 1387 1386 Audliary veo
Records: 7 QO rciofl - QQ

Click OK to confirm deletion of the item.

Are you sure you want 1o delete this object?
Click OK to
confirm delete .
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The item will no longer be shown in the Active Records.

Finance > HR > Support Codes > Employment Status

Employment Statuses

) ndd New Code
system 10 | ode | | Actions
1 1378 1378 Probationary Term ¥o
2 1379 1379 Full-Time y a
3 1300 1300 Substitute/temporary vo
5 1382 1382 Volunteer/no contract Vo
9 1386 1386 Other employment status Lo
10 1387 1386 Aunilary Q o
Records: 6 QO ree10t1 - QQ

Restore an Employment Status Code

Finance > HR > Support Codes > Employment Status

Change to Disabled Records on the Filter by using the drop down arrow.

Clickon 7 to restore the Employment Status Code.

) General Ledger | (T HR - Payra + | purchasing & AP | ** | Banking .."-':;;::-
Finance > HR > Support Codes > Employment Status
Use Drop Down Arrow to
change to Disabled Records
Employment Statuses € add new Cade
Page Size: 10 v Filter: Disabied Records == -
Sustem 10 | Code | state Fquivalent | Description | Actions |
4 1381 1381 Tenured or permanent o
6 1383 1383 Employed or afflated with outside organization b ]
7 i} Contigent fus
) et upon fundng Select the item to Restore 2
8 1385 1385 Part-Time b
Records: 4 Q0 x4 -QQ

Click OK to Confirm Restore.

% Are you sure you wanl be restore thes obgect?
Click OK to
confirm Restore
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The item will no longer be shown in Disabled Records.

¢ General Ledger | (7 HR -\ Payro = | purcha L AP | ™ Banking & Recelpts ‘.i':;;-:_

Finance > HR. > Support Codes > Employment Status

Employment Statuses e € Add new Code
Page Size: 10 v Disabled Records v
System 10 | MM | Actions
4 1381 1381 Tenured or permanent b J
G 1383 1383 Employed or affilated with outside organization e
7 1384 1384 Contigent upon funding b |
Records: 3 QO rociofl - QQ

Change to A

ctive Records to verify the item has been Restored

Finance > HR > Support Codes > Employment Status
Use Drop Down Arrow to
change to Active Records

Employment Statuses ) Add New Code
PageSuze: 10 v Fier: ActiveRecords vT

System 10 | Code | state Equivatent | Description f— | Acions
1 1378 1378 Probationary Term Item has been g )
2 s 137 Full-Time ‘:MJ S
3 1380 1380 Substitute/temporary Yo
5 1382 1382 Wolunteer/no contract v e
8 1385 1385 Part-Time ve
9 1386 1386 Other employment status Yo
10 1387 1386 Ausillary Yo
Records: 7. R0 'WE 1ol - @@
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Degree Type

Degree Types can be locally defined now and linked to a State code for PEIMS reporting.

Adding a Degree Type

Finance > HR > Support Codes > Degree Type

Finance = Hi > Supgort Cortes > Degree WG UL 7% clive Resards from
Drop Down Arrow

Degree Types W / €D Addl New Code
Page Size: 10 v Filter: Active Records -

system 10 | Code | state | | Actions |
1 0 0 No Degree Y0
2 1 Bachelor's &J Q
3 2 2 Master's bV % |
7 A Associate's Degree Y0
6 A [} Associates Y0
5 H o High School }J 0
Records: 7 QO rugerof1 - QO

Note: This is an existing feature; however, the Associate’s Degree has been added as a
selection. The Associates Degree can be selected, if appropriate, on the employee’s HR
record on the HR Info tab under General HR Attributes.

Click © A

dd

New Code

FINEnce > MR > SUBDOM Coces > Degres Type

Degren Types | Chick to Add New Code EM“ Naw Code
Page Size: 10 - [ Fler: | Actiee Records -
Sopstem 100 | Codde | State Caubvalent | Gescription | Actions |
i o o No Degres Yo
2 1 1 Bachekns o - ]
3 2 2 PasTer's Yo
4 3 3 Dactarate o
3 A o Associates veo
s H o High Schaol 2o
Recards: & QO i~ 0D

Enter information in the fields. A description of the fields is shown below.
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Click & ¢

reate

T , ipayrol | & purchasinig 8 40 | = | Baniang & Receipts

Finance > HR > Support Codes > Degres Type

sl fnﬂd Code such as: )
— § — u" for ;
Coding to spedfy the kind of degres
. L “B” for Bachelor's
Identifier e "W" for Master's
Code* [
Description I~ Enter d

iption such as A 'S
Click to complete o g Create | | (@ Cancel

» Code - Enter a code for the degree type to be entered.
» Description — Enter a description for the degree type

You will see a summary screen. Verify the information is correct. If not, refer to Edit Degree
Type.

Finance » HR > Suppart Codes > Degree Type

General Information
Editz A - Assodate’s Degree

W Retuen to dst
Coding to specty the knd o fype of degree an empioyee pasesses

—
Identifier Edt Identifier ) Edit Tentifier
= (,TT_IE State Equivalent will default to Nonth —
ot /‘J To set the state equvalent for PEIMS
State Equivalent Hane porting, edit with “Edit |dentfier

Description®  Assodate's Degree

List Description®  Aszociate's Degree

Effective Date 4/21/2016 These two dates are default dates. They
Expiration Date 12/31/95%9 can be edited with "Edit Identifier”

State Equivalent — This field defaults to “None” when the Degree Type is created. To change

for PEIMS reporting, Edit Identifier and use the drop down arrow to select the appropriate
option.

Click ¥ save

¢ Generl Ledger | () \ Faytal

Finance > HR > Support Codes > Degres Type

Genoral Informaticn

Edil: A - Assodiale’s Degree

I metum to it

Coding to specfy the kind or type of degree an employet postsses

Identifler ———
Use Drop Down Arrow to
edit the State Equivalent
=] Code

s Degree

=

Code*
State Fauivalent

H

1

1
List Description® |2
3

s Degree

Effective Date 4210000 )

Eapiralion Dale 12319099 | ™

] [
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Edit Degree Types

Finance > HR > Support Codes > Degree Type

Click ¥ Edit Degree Type

T e T

Finance > HRL > Support Codes > Degres Type

& L

Select Active Records from
o Drop Down Arrow

Degree Types €2 Add New Code
Page Siss 10 - | Fiery | Active Records <

system 10 | Code | stawe | | Actions |
1 o o No Degree ¥ 0
2 1 1 Bachelors ¥ ]
3 2 2 Master's 9o
a 3 3 Doctorate YO
3 A ] Associates [Selecl Degree Type to Edit b” %]
5 H o High School . b ]

Rerords: 6 QO Fscio - QO

State Equivalent 0
DESCAPHON®  ASSOCMTES
List Description®  Associates
Effective Date  1/1/1900
Expiration Date 12/31/9999

[ Return to st
Coding to specfy the kind or degree an employee posesses
Tdentificr l“y‘ l Click Edit ldentifier Eﬂ Edit Tdentifics
Code* A

Make all necessary corrections.

Click ¥ save

Finance = HR = Support Codes = Degree Type

jmﬂ:mm}

[ Edit: A - Assodates (_ _“

Il Return to st

| Coding to speaty the kind or type of de e

Make corrects to any field

Code® |a |
State Equivalent  None -

[ 0
List [z s Degree
Fffective Date 11800 | 79

Description®  [associate's Degree =
-’-c{:r Correct multiple fields ’

Expiration Date [12/31/9999 | ™

I Save to Complete ==t gisave | [ @cancel |
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creen will appear. Verify it is correct. If not, return to Edit Identifier.

-~ b T T

A summary s

£} General Le

Finance > HR > Support Codes > Degree Type

General Information
-
Edit: A - Associates Bl Retumn to list

Coding to speafy the kand or type of degree an employee postsses
Tdentifier £ Edit Tdentifier
Code® A

State Equivalent None
Description’” Associate's Degree . 5
Verify Corrections
List Description™, Associate's Degree
Effective Date  1/1/1900
Expiration Date  12/31/99%9

Restore Degree Types

Finance > HR > Support Codes > Degree Type

Select Disabled Records from Drop Down Arrow.

£\ General Lédger | (TjHR - Payro

€3 Add New Code

gelec:)Disa!l:;ed Records from ! | Actions
rop Down Arrow J

¥ o

Click to Restore

Click OK to confirm Restore.

MAre you sure you want 1o restore this obect?

Click OK to
confirm Restore =
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The Degree Type will no longer be in the Disabled Records.

i) General Ledger | (7} Hi ry Fayro

Hnance > HIL > Support Codes > Degree Type

-

5
Degree Types ) 4dd New Code
Page Size: 10 - Filter: Disabled Records »

System 1D | code | state Equivaent | Description | Actions
Records: 0 QO reieft * QO

Change to Active Records to verify the Degree Type has been restored.

Finance > HR > Support Codes > Degree Type

P -
Degree Types ) Change to Active Records © add New Code
Page Size: 10+ Filter:  Active Records "_\L i
1 0 0 No Deqree Ve
F] 1 1 Bachelor's pA i
3 z iz Master's Y0
4 3 3 Doctorate
il The Restored Degree Yo
5 A w Type will be shown veo
5 H i High Schoal e
Records: & QO raeioil - QQ

Delete Degree Types

Finance > HR > Support Codes > Degree Type

X

Click (%) next to the degree type that will be

deleted.

nd

Finance > HR > Support Codes > Degree Type

-

Degree Types ey € Add New code-\
PBage Size: 10+ Filtef ] : '

m‘ m| Stale EquivaieT [ Descriptio | Actions

1 0 0 No Degree vo

] 1 1 Bachelor's Y0

3 2 2 Master's Yo

4 3 k Doctorate C Sg

6 A Assotiate's Degree Select Degree Type to Delete

5 H 0 High Sthool Y0
Records: & QO roeeiot - QQ
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Select OK to delete.

JAre you sure you want 1o delete this abject?

Click OK to
Confirm Delete

Restore a Degree Type

Finance > HR > Support Codes > Degree Type

Change to Disabled Records using the drop down arrow on the Filter.

Clickon 7 to restore the Degree Type

" " i
Finance > HR > Support Codes > Degree Type Use Omp Down
Arrow to change to
Degree Types Disabled Records  J © Add New Code
. TR
System ID | Code | state Equivalent | Description Click on the item | Actions |
to be Restored i
H 1 1 Bachelor's
Records: 1 QQ ool - QQ

Click OK to continue the Restore the Degree type

Click OK to
confirm Restore
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The item is no longer in Disabled Records

Finance > HR > Support Codes > Degree Type USEDI‘DD

Arrow to change to
/\ Active Records

-

TheilemhasbeenReslored |m|

0 No Degree —"__ toActive Records J veo
1 Bachelor's 90
2

3
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Termination Codes

Termination codes are used when an employee leaves the district. Accurate use of termination
codes are import for PEIMS and TRAQS reporting.

Finance > HR > Support Codes > Termination Codes

Adding a Termination Code

Finance > HR > Support Codes > Termination Codes

Click € Add New Code

{7y General Lec (I HR -\ Pay

Finance > HR > Support Codes > Termination Codes

Page Sze; 10~ i Acuve Records v

System 10 | mm];mtr) | Actions |
1 o o Death bV x ]
2 M M Medical Leave bV x|
3 o o Other 90
4 [ R Retirernent F7 = ]
s w w Withdrawal ¥
Records: 5 DO Fogcrof - QO

Enter the Code and Description

Click ¥ cre

ate

)

Finance > HR > Support Codes > Termination Codes.

New Termination Code
| Coding to define the nature of an from th
Enter a Code
- Coder [ | h——_LJ

; 5 |
. C e — Enter a Description
® cancel |

You will see a Summary Screen. Verify the information is correct. If not, Edit Identifier.

Finance > HR > Support Codes > Termination Codes

Edit: T - Transfer [ return to ket N

Codding to define the nature of an loyee's de from the

Tdentifier ) Edit Tdentifier
Code* T

State Equivalent None
Description”  Transfer

List Description®  Transfer
Effective Date 5/18/2016

Expiration Date 12/31/9599
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1 o o The Termination
Code has been

2 M M Medical Leave

3 o o Other

F [ R Retirement

6 T Transfer

- W w ‘withdrawal

Q0 rweioi -

Editing a Termination Code

Finance > HR > Support Codes > Termination Codes

Click &/ Edit for the code you want to change.

| Gen R - payro “ | g ‘

Finance > HR > Support Codes > Termination Codes

et ©) Add New Code
Page Size: 10 +  Fiter: Active Records =
systen 10 | ode 4 | state Equivalent | pescription | ctons
1 0 D Death Yo
Lo [ o
3 [ 0 Other 90
4 R R Retirement Yo
6 T Transfer 90
5 w w ‘Withdrawal 9 0
Records: & QQ rccicfil - QQ

Click &/ Edit Identifier

DR | o\ Paprl | &) Puchasing &

Finance > HR, > Support Codes > Termination Codes

Imdlnlom.‘m'nn

Edit: M - Medical Leave

T Return to kst

Coding to define the nature of an employee's departure from the organization
Identifier
Code* M
State Equivalent M
Description®  Medical Leave
List Description®  Medical Leave

Effective Date 1/1/1900

Explration Date 12(31/935%

Click Edit Identifier
) Edit rdentifler
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Edit the appropriate item
Click & save

e = MR

Finance = HR > Support Codes > Termination Code:

m Edit the appropriate item

Bl meturn to kst

List Description®  Sedical Leave
Effective Date (1711500 | 7

Expiration Date |13/31/9999 | 7

((Ciick Save i MiSave | [ ©ance |

You will see a Summary Screen. Verify the changes are correct. If not, choose Edit Identifier

and make changes.

;') General Ledger | (T HR -\ PRI

Finance > HR > Suppart Codes > Termination Codes

General Information

Edit: M - Medical Leave

W Return to kst

Coding to define the nature of an employes's departure from the organization
Tdentifier

£ Edit 1dentifier

Code* M
State Equivalent M
Description®  Partial Medical Leave
List Description®  Medical Leave
Effective Date  1/1/1900
Expiration Date 12/31/9999

Deleting a Termination Code

Finance > HR > Support Codes > Termination Codes

Finance > HR > Support Codes > Termination Codes

( Termination Cades e
Page Size; 10 ~ Filter; Actve Records v
System ID | Code | State Equivalent | Description | nctions|
1 (s} b Dwath SJ o
2 M M Medical Leave "
@ ROR Retirement .
(] T Transfer =/
5 w w withdrawal e
Aecords: & o TR
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Click OK to confirm you want to delete the termination code.

Click OK to confirm Are you sure you vant 1o delete ths object?
delete item

Finance = HR > Support Codes > Termination Codes

Termination Codes ) Add New Code
Page size: 10 = Fiter: Actve Records v

System I | Gode & | State Equivalent | Description | Actions
1 o 1] Death bV ]
@ M M Partial Medical Leave FA 5 ]
3 ° ° Other Yo
4 " [ Retirement hT s |
5 w w Withdrawal g6
e QO 1o - 00

Restoring a Termination Code

If a termination code has been deleted, but has never been used during a payroll process it will
be permanently deleted.

If a leave type has been used during one or more payroll processes, then the deleted leave type
will move from the active records to disabled records. If this leave type was deleted in error,
follow the following steps to restore the leave.

Finance > HR > Support Codes > Termination Codes

Change the Filter to Disabled Records.

Select 7 to Restore.

e T T Ty R e e
Finance > HR > Suppart Codes > Terminatiol Change to
| Dizabled Records ]
Termination Codes ) Add New Code
Pagesize: 10 - Flter: Disabled Records =1 Click to Restore
System 10 | Code & | State | pesert | Actions
1 1] D Death Ty
fecords: 1 QO rgior - QQ
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Click OK to confirm restore.

Click OK to
confirm Restore
. /A7e you sure you want 1o restore tis object?

Change Filter to Active Records using the drop down arrow. Confirm the items was restored.

e i e pamot | _— i~

Finance > HR > Support Codes > Termination Codes

e [ pose—— | S
Page Size: 10 * Active Records v _J has been restored

system o | MM /\_J | Actions
1 o o veath = vo
z M " Partial Megical Leave ¥ 0
3 o o other Yo
4 R R Retirement 9 a
5 w w withdraval FV % ]
Reconds: 5 QDO Pueic - Q0
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Specialization

The specializations are the areas in which an employee is eligible to teach based on the
certification source. The current list of specialization certifications that are listed on this screen
are preloaded with SBOE’s list of endorsements available to date.

Adding a Specialization

Finance > HR > Support Codes > Specialization

Click © Add New Program

l Click to Add a New Program '_"'__2-.._ €3 Add New Program
Page Bize: 10~ Active M -

System 10 | pescripion
120 ARM UNDTREITY

2
-4
g
H

aa Agrstural Stwncw and Technology 6 - 13

s Agnoulture, Food. and NATWml RESOUrCes &« L2

Arerican SiQn Languge (ASL) BC - 12
107 ANGELD STATE UNIVERSITY

Arabic BC - 12

Art EE-12
134 ASHFORD UNIVERSITY

dEEEEEE%EEE
p000O0O0000D

3]
0

Enter description of specialization.

Click ) Create

1y General Ledger | (T HR

Finance > HR > Suppart Codes > Specalzation

New Certification Source r’ “‘

Enter Description of Specialization
A specialization is an area in which an employee may or must become certified
Identifler

Description®  Handwcapped Therapy Certfication e

LCiick tocomplete ! g Create | [ @ Cancel |

A summary screen will appear. Verify the information is correct.

Finance > HR > Support Codes > Specialzation

=n

Edit: Handicapped Therapy Certification I Return to Nst

A specialization i an area in which an employes may or must become certified

Tdentitier £ Edit Tdentifier

Description  Handicapped Therapy Certification
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Edit a Specialization

Finance > HR > Support Codes > Specialization

Click &/ Edit next to the specialization that will be corrected.

e . pay il =

Finance > HR > Support Codes > Speciaization

(" specialization — € add New Program
Page Size: 10 W
System 10 | Description : | Actions
165 Grades 6-12 b ]
161 Grades PK-12 Y ]
137 HAMBTON INSTITUTE v e
172 Handicapped Therapy Gelect the item to be edite%—y Q
174 Handicapped Therapy Certification bV x |
29 Health EC - 12 bV x|
92 Health Science & - 12 b x |
21 Health Science Technology 8 - 12 bV x ]
154 High Schoal bV % |
37 Hind| EC - 12 50
Records: 171 QO raerors - Q@

Click &/ Edit 1dentifier

<\ Ganaral Lad S < Paroll.

Finance > HR > Support Codes > Specialization

General

Edit: Handicapped Therapy

A Return to kst

A Speoakzation is an arca in which an employee may or must become certified
Identifier

l Click to Edit Identifier T Edit dentifier

Description  Handicapped Therapy

e ———

Correct the description.

Click ¥ save

Finance = HR > Support Codes > Specisization

[cerea]

Edit: Handicapped Therapy

— W seturn to bt
amu Bhw i which an ulfnlwee mammm Edit the description
Identifier / L—J
Description Therape = ]
Click to complete Msive | | @cancel |

A summary screen will appear. Verify the information is correct. If it is not, return to Edit

Identifier.
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Finance > HR > Suppart Codes > Spedalization

=]

Edit: Handicapped Therapy

I Return to list

A specalization is an area in which an employee may or must become cestified

Tdentifier £ Edit Tdentifier

pDescription  Handicapped Therapist

Delete a Specialization

If a Specialization has never been used, it will be deleted permanently and cannot be restored and
must be added as a New Specialization.

Finance > HR > Support Codes > Degree Type

Click © next to the specialization that will be deleted.

bR ., Pyro

<y han

FInance > HIL > SUPPOIT Codes > SPecAIZITON

speclalization D Akl New Program
Page Sezer 10 ~ W
System 10 | Description | Actians
120 ABM UNIVERSITY be deleted L
o4 Agrcudtural Scence and Technology 6 - 12 v o
L Agnouture, FOod, And NATUTE RECOUrceE & - 12 E A~ 1
150 Al Level v o
159 All-Level (FK=13) OO - - ]
32 Amancan Sign Language (ASL) EC - 12 b~ - ]
107 ANGELO STATE LUNIVERSITY v o
aa Aratic B - 43 Vo
1 Art EC-12 ¥ o
134 ASHFORD UNIVERSTTY F I - ]
[P DO rocia17 - QO

Click OK to continue to delete the specialization.

Click OK to Delete Are you sure you want to delete this abject?

The Specialization has been moved to the Archived Records.

-,

Finance > HRL > Support Codes > Specalzation

S e €D Add New Program
Page size: 10 - w
e —— ; e
120 ARM UNIVERSITY -
Records: 1 QO ruociotl ~ O Q
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Restore a Specialization

Finance > HR > Support Codes > Specialization

Change to Archived Records

Clickon 7 to restore the Specialization

iy General Ledger | (7 HR - Payroll | = purchasing & AP Banking & Recelpts

Finance > HR. » Support Codes » Spedaization

"
Use Drop Down Arrow to
Specialization Change to Archived Records © Add New Program
pagesize: 10 v Flter: Archived v _
Click to Restore P
120 ABM UNIVERSITY -
Records: 1 QO Pt - QQ

Click OK to Confirm the Restore.

Click OK to confirm Are you sure you want bo delete this object?
Restore

Specialization - © At em Progam
page Size: 10 mw

System 10 | Description | Actons |
No Specialzations Found

Records: 0 QO P11 -1 QQ

The specialization has been restored to Active Records.

Finance = HR > Suppart Codes = Spedalization

Spedalization
e !f R -\ o AGC et Frograr.
Page Sz 10 - MM The Specialization has been
restored to Active Records
System 10 | Description | Actons |
120 ABM UNIVERSITY ve
A4 Agricultural Science and Technology 6 - 12 Q e
85 Agriculture, Food, and natural Resources 6 - 12 ¥veo
158 Al-Level FA x|
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Certification Source

The certification source is the manner in which an employee can become certified.

Adding a Certification Source

Finance > HR > Support Codes > Cert. Source

Click on © Add New Program

| (TIHR | Pay = py

Finance > HR > Support Codes > Cert, Source
List of Active

(" cerift. Certification Sources Ww Na g |
Page Sze; : ; D —
System 1D | Description |"‘“°"'
3 Alternative 9 0
14 Alternative - ACT E‘o" 0
5 Callege YO
4 Out of State Y0
] SBEC-One Year 9 0
10 SBEC-Faraprofessional Eo" 0
9 SBEC-Professional R 5 )
7 SBEC-Provisional Sf 0
2 SBEC-Standard] Y0
1 SBEC-Standard2 Yo
Records: 13 QQ recioiz ~ QQ

Enter description, or name, of the Certification source.

Click & Create

Finance > HR > Support Codes > Cert. Source

New Certification Source

Certification Source

A certification source is a manner by which an employee can become certified Enter DESCI'I[JIIOH of
Identifier

Description* |Alternatwe Program ‘
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Edit a Certification Source

Finance > HR > Support Codes > Cert. Source

Click &/ Edit next to the certification source that will be corrected.

G il - Payroi S
Finance > HR > Support Codes > Cert. Source
(" certification Source e, €3 Add New Program )
Fage Sze: 10 ~ W
m' T i Click here to edit the :SI il
2 SIS Certification Source Yo
14 Alternative - ACT T = ]
15 Alrernatwe Program ve
5 College ¥o
4 Out of State b ]
6 SBEC-One Year ve
10 SBEC-Paraprofessional p A ]
3 SBEC-Professianal b ]
7 SBEC-Provisional Y )
Fl SBEC-Standardl ¥ 0
Records: 14 00~ - 00

Click &/ Edit Identifier

IR | rayron

Finance > HR > Support Codes > Cert. Source

Gﬂwr.ll

Edit: Alternative

P [ et to list
A certificalion SOUFCE 15 a manner by which an employee can become certified LCIick here to Edit Identifier
Identifler | [dit Tdentitier

Description Altemative

Correct the description field.

Click ¥ save

Finance > HR > Suppart Codes > Cert, Source

General ]
Edit: Alternative Return to List to verify [ retum to ket
Description has been corrected
A certification source is a manner by which an employes can become: Make Correction \‘
Tdentilier
N S

[ Program -

Description #
Click to Complete _kdsave | | @cancel

Return to List to verify the item has been corrected.
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Delete a Certification Source

Finance > HR > Support Codes > Cert. Source

Finance > HR > Support Codes > Cert, Source

(" Certification Source

— €3 Add New Program
- =D

System 10 | -~ ~ | Actions
3 ARemative LSe!ect Item to Delete I___)H—o
14 Alternative - ACT y 0
15 ARemative Program Yo
5 Colege y 0
4 Out of State Vo
3 SBEC-One Yiear vV
10 SBEC- Paraprofessional Yo
9 SBEC-Professional vV
7 SBEC- Provisional veo
2 SBEC-Standardl vo
Records: 14 QQ o2 - QQ

Click OK to continue to delete the certification source.

Are you sure you want o delete this abject?

Click OK to
confirm delete

Restore a Certification Source

If the certification source has not been used and it is deleted, it is permanently deleted and
would have to be added back through the “Add Certification Source” process.

If the certification source has been used, it will disable. It can be restored by filtering the
certification source to archived from the drop down arrow.
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Click the ** to Restore the Certification Source

() General Ledger | (DR | v Pyl |
Finance > HR > Support Codes > Cert. Source

Use Drop Down

Arrow to change to
Certification Source “Archived"

Page Size: 10 - Fiter: Archived =7
System 10} | Description
3 Alternative

Records: 1

© Add New Program

o
b

QO rage1oi1 - QD Q

Click OK to confirm the Restore

Are you Sure you want to restone thes abject?
Click OK to confirm
Restore

Certilication Source The Certification Source ) Add New Pragram
is no longer shown inthe

Page Size: 10 ~ Archived ¥ Archived Records

System 1D Description | Actions

No Certification Sources Found

Records: 0

00 Pagelofl = o@

The item has been restored to the “Active” records.

Finance = HR, > Support Codes > Cert. Sourge

o r;he Cert. Source has N )
Page Size: 10 ~ W been restored to the
m‘ Description ___,/:_ i “Active" records , | Actions
3 Alternative v e
14 Alternative - ACT ve
15 Alternative Program 90
5 College g 0
4 Out of State ¥o
6 SBEC-One Year Ve
10 SBEC-Paraprofesisionl ¥0
9 SBEC-Professional Vo
7 SBEC-Provisional vo
2 SBEC-Standard1 Y0
Records: 14 QO rugeiaiz - QQ
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Background Checks

Background Checks is designed to maintain code tables for locally defined Background Checks
for employees relative to new hiring screening and other checks.

The Background Check code tables are used in the HR screens for local use.

Adding a Background checks

Finance > HR > Support Codes > Background Checks

Click on € Add New Code

Finance > HR > Support Codes > Background Chks

Background Checks e —— [ Click to Add New Code

Page Size: | 10 - Active Records = e

System 10 | mrmrim)m

2 c Criminal History Yo
1 e FIngerpanting RV ]
S @o.Pagciutivoa

» Code - Enter a short code (abbreviation) for background check that is being added.
» Description — Enter a description of the background check.

Enter information in the fields.

Click & Creat

i 6 HR

Finance > HR > Support Codes > Background Chks

P —
New Background Check Enter short code (abbreviation)
for background check type
PEIMS coding of the same name
Identifier 2'/‘—/

code* on

—t
Description®  Crminal Hstory 4r a description of the background check |
Create to complete b..u Create © Cancel
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thy

g summary appears as the backg

round check is created.

Finance » MR, > Support Codes > Background Chks

(Gewa o)
(" Edit: €1 - Criminal History [N Retum to st |
PEIMS coding of the same name
Identifier £ Edit Identifier
Code* CH
State Cquivalent  None

Description®  Crimnal Hestory
List Description®  Criminal History

Effective Date 4/27/2016

Expiration Date  12/31/9999

Note: The Effective Date and Expiration Date are self-populating but can be changed
with the Edit feature.

Edit a Background Check

Finance > HR > Support Codes > Background Checks

Click &/

next to the background check

that will be corrected.

Finance > HR > Support Codes > Background Chks

Background Checks

Page Size: 10 -

Active Records =
| state Equivalent | Description

System 10 | Code

Click on the Background
Check to be corrected Actions
2 o criminal History YO
1 e Fingerprinting vo
Records: 2 @a.mgclnrlvaa
. 'y . .
Click % Edit Identifier
£ Ganersl Ledger HR - Payrol | &) purchasing &.AP | = | Banking & Receipts | . Reports
Finance > HR > Support Codes > Background Chks

| General Information l

(" edin: ch - Criminal History

PEIMS coding of the same name

Identifier

Code* CH

( B meturn to st
Edit Identifier
£ Edit Tdentifier

State Equivalent Mone
Description®  Crimenal History
List Description®  Criminal History

Effective Date 4/27/2016

Expiration Date 12/31/999%

Correct the appropriate fileds.
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Click ¥ save

) G Wi

Finance > HRL > Support Codes > Background Chis

General Informaticn

need to be chang
Edit: CH - Criminal History

Edit each of the fields that

J

PEIMS coding of the same name

I Return to st

Telentifier

coder on

State Equivalent  none v

Descriplion®  Driving Record

Ust Deseription” [priving Record |
Effective Date [4/272016 | 7]

Expiration Date [13/31/9995 | ™)

Save to Complete  To{ jdsave | | @cancel

correct.

A summary screen will appear. Verify the information is correct. If not, Edit Identifier again to

Finance > HR > Support Codes > Background Chks

General Information

Edit: CH - Criminal History

PEIMS coding of the same name

Identifier

Code* DR

Bl Return to kst

&) Edit Identifier |

State Equivalent None
Description®  Criving Record
List Description®  Driving Record
Effective Date 4/27/2016
Explration Date 12/31/99%%

Delete a Background Check

Finance > HR > Support Codes > Background Checks

Finance > HR > Support Codes > Background Chiks

Background Checks ) Add New Code
Page Sge: 10 | & :Acm Records = ; | Click to Delete
2 cc Criminal History Yo
3 oR Driving Record ¥ o
1 FP Fingerprinting p 0
Sz QQ reeio -1QQ
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Click OK to confirm you want to delete.

Are you sure you want o delele thes obpecl?

Click to Confirm
Delete

The item has been removed from Active Records

Finance > HR > Support Codes > Background Chks

(" Background Checks © add New Code |
Page Size: 10 + Filter: Active Records =
2 (o Criminal History 9 0
1 FP Fingerprinting g 9
Records: 7 QO rocior - QQ

Restore a Deleted Background Check

If a background check has been deleted but never used or attached to an employee it will be
permanently deleted.

If a background check has been used or attached to an employee then the deleted background
check moves from the active records to disabled records. If this contract was deleted in error
follow the following steps to restore the background check.

Finance > HR > Support Codes > Background Checks

Active Records

Finance > HR > Suppart Codes > Rackground Chks

/rUse Drop Down Arrow to

" Background Checks Achange to Disabled Records J © 1d New Coce N

Fage size: 10 v Fiter: Acove Records <

sstem 10 | Code | sate Equivalent | vescrption | acions
2 cc Criminal History 90
1 FP Finiges printing 90
Records: ? QO raciotl - QQ
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Disabled Records

Clickon ©

to restore the background check.

e

-\ Pyra

Finance > MR > Support Codes > Background Chis

Background Checks

Fage Size: 10 ~ | Filter: | Disabled Records |

€D Add New Code

! Click to Restore 8 ]"“"""‘
-

QO recio - 00

System ID | Code | State Equivalent | Description

2 £c
Records: 1

Criminal History

Click OK to continue to restore the background check.

The itemisn

o longer

el iR Eplaia

Finance > HR > Support Codes > Background Chis

Background Checks

Page Sz 10 *

Filter: | Disabled Records =

System 1D

€3 Add New Code

| code| state Equivatent | pescription

No Background Checks Found

9

|4mions.

00 ricvi- 00

The item has been restored to Active Records.

Ly General Ledg (T HR *

Finance > HR > Support Codes > Background Chiks

< | Banking

s | P

Background Checks © 204 tew Code |
mmm| m] State Equivalent | Description { The item has been restored to ] |

2 == Criminal Histo Active Records Ve

4 oR Driving Recard pY ]

1 ® Fingerprnting ¥ O
Records: 3 QO reiofl - QO

Updated August 23, 2016
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Chapter 6

Frequently Asked Questions & Checklists

How to Use Multiple Funding Sources for one Position?

Employees who work on multiple activities or cost objectives are required to maintain monthly
personal activity reports (PARS) to support the distribution of their salaries or wages.

WebSmart has now simplified this process for you. The wage allocation can be updated on the
employee’s Position each payroll as needed without affecting the annual salary.

Finance > HR > Staff Manager

» Edit the employee
» Click on the Payroll tab

| Demaographics | Payroll H Roles ‘ | Certifications | ‘ Contact Info | ‘ Documents | | Reports |

1 Click onthe
Payroll tab

n Return to list

Employment Contracts ( Click on the Positions Add Contract

Page Size: Period: ‘Current Period | District: |AH Districts V| Filt

System ID | Period | District | Contract Dates | ACA I Days % of Day iti | Actions |

5284 2015-2016 6/4/2015 1A 187 / 187 100% ' 5 Position(s) ) X/ o
Records: 1 0 o Page 1 of 1 V o 0

» Click to edit Position to update the

Finance > HR > Staff Manager

el i e e el e
Albiter, Olivith Y s O Retum to st

Positions S e 1SD ** 9/1/2016 - 8/31/2017 Click on edit button on the
Position to edit the all i
use this screen to modify the positions asscdated with this contract. All salaned wages will be pro-rated by 239 / 239 days or 1.0000

Positions %«;m Position

Page Stre: 10 ~ Calendar: Al Calendars.

Contract List

System 1D | Calendar | same | BACIDE | Sch Wik Days | coding | catcutation ions |
as04 (%) Srandard Calendar Maint & Custodial District Wide (03) BO/N 239.00 / 239 199-51-6129.00-999-7-99-0-00 (100.00%) 100.00% @ 18,738.00 per year 7] t“ a
8503 (*) Standard Caendar Maint & Custodial Hourly (03) 80/Y 239.00 / 239 199-51-6129.00-999-2-95-0-00 {100.00%) 0.00% @ 9.80 per hour = y o
#5602 (*)  Standard Calendar  Maint OT (03) BO/Y 239.00 / 239 199-51-6129.00-999-7-99-0-00 (100.00%)  0.00% @ 14.70 per hour myYe
Records: 3 QO rFaerol - D Q)

» Coding Allocations — This is a new field, which can be selected for updating the wage
allocations for each pay period to update wage allocations for PAR’s. The user may
select up to 4 Coding Allocations to enter.

0 Select the number of Coding Allocations

Updated August 23, 2016 WebSmart HR Module Page 6-1



0 Make any necessary adjustments to the account codes
o0 Enter the percent(s) to the right of the account code

Coding Allocations*

(19
“ The user can select

Coding Allocation 1* _ up to 4 allocations WH ? V|24 v[o V] oo v]|

for one position.

Coding Alloction 2* (734 /{1 eemmmmgpmmmmmeft V12 |25 V1[5 V1[0 V],

The user can
enter the
percentage
allocations for

each line

Coding Allocation 3% [563 v [11 v][6115 V][00 v[101 V][? V|25 ™[]0 v[[oo V]|

Coding Allocation 4* [517 v [11 v[le119 v|[oo v/ oa1 V{7 v[[2a v[{o v] oo v||

code.

» Overtime Object — The user may now select an overtime object code if they prefer to

expense overtime to a separate code.

Coding Allocations*

N

The user may now
Coding Allocation 1* [51; v|I11 v|[6129 V|00 V|{101 V|[7 V|| selectan overtime
object codeif they

50.00
50.00

Coding Allocation 2* | 211 W |_| 11 W |_| 6129 WV | | o0 Vv |_ 041 WL Dl’efer to expense to
" \% l a separate code.
N 4

o
- = -
Overtime Object* ([6121 - Extra Duty Pay/Overtime - Support Personnel

> Select Save — The allocated percentages will be reflected in the payroll journals. The

employee’s scheduled amount for payroll will remain constant unless the
change.

Updated August 23, 2016 WebSmart HR Module
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Adding 13 Checks to an Employee’s Payment Schedule

Finance > HR > Staff Manager

Go to Finance > HR > Staff Manager.
Enter or edit new employee.
Select the Payroll tab.

arwbPE

Sk

Select Save.

Select Add Contract for the New Year. In this example, we will use 2016-2017
Incl Addl Pmt — In this field, select True — provide additional pay period. This will add
an additional check to the employee’s payment schedule on their Position.

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

Barnell, Lisandra

Employment Contract

Placement Type*
District™

Instructional Period*

Contract Terms

FTE
Demo District 1 - 000001

2016-2017 School Year

Contract Days™

Contract Begin™®

Contract End*

Status™

Contract Attributes

187

8/1/2016 |
7/31/2017 |9

Primary Role*
Percent Of Day™
Pay Step®

Local Experience™
Prof. Experience®

ACA Offer®

Payment Attributes

|Assi5tant Principal (11 Month - 202 Days) Vl

This feature allows the payroll clerk to
assign 13 checks to an employee's
payment schedule.

Incl Addl Pmt: Select the
True - provide additional pay period

1A - Qualifying Offer

LU TN LIRS W True - provide additional pay period B4

Statutory Tax Status™

FUTA Exempt™

SUTA Exempt®

Overtime Exempt™

Updated August 23, 2016

| State Retirement and Medicare Eligible

| False - FUTA Taxes apply to this employee

| False - SUTA Taxes apply to this employee

|True - Employee IS MOT eligible for overtime V|

| ﬂSave | | OCanceI |

WebSmart HR Module

Page 6-3



7. Select on the employee’s Position where it indicates ~+ 3 Fosition(s)
8. Select Add Position.
9. Enter the employee’s Position Details.
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New Employee Set Up Checklist

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

https://oapi.trs.state.tx.us/ TRAQS/do/loginPage

It is important to complete all of the New Employee Setup screens in the order listed below and
as one process.

Following this check-list will ensure all required information is entered in the correct order.

STEP 1 — Demographic Information (FINANCE > HR > Staff Manager > Add/Find Staff.
When no match is found, Create New Staff; enter information and Create.

STEP 2 — Payroll Tab — Enter all of the required information and then Save.

______ STEP 3- HR Info Tab — There are multiple sections that must be completed,

General HR Attributes (primary facility, employment status, etc.)
Federal Withholding Elections

State Withholding Elections (Note: Texas has no State Withholdings)
Payment Elections (direct deposit, live check, etc.)

Background Checks (verification & results of background check)
Leave Policy Elections (per employee’s employment contract)
Benefit Program Elections (insurance deductions, savings, etc.)

Additional Allowance Elections (Healthcare Supplement/Refund Pre-
Tax Deductions

STEP 4 - Leave Tab — Enter the School Year, carry forward balances, etc.
STEP 5 - Roles Tab -
Teaching Campuses
Responsibilities
STEP 6 — Certifications Tab — Enter their Specialization and source for Certifications.
STEP 7 - Contact Info Tab — Enter address, phone, e-mail and emergency contact(s)

STEP 8 — Documents Tab — Upload documentation relative to the employee

STEP 9 — Reports Tab — this allows you to run reports. Not required for New Employee
Setup.
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What’s New for TRS 2016

Create Calendars for 2016-2017 on the Contract Types

Contract Types must be linked to a calendar, which is indicated below, containing the # of days

per month in a given school year the employees are expected to work for TRS reporting
purposes.

» Go to Finance > HR > Organization > Contract Types
> Select to & edit each Contract Type

Finance > HR > Organization > Contract Types o

Select to edit each contract type to link

Contract Types the calendar. O Add Contract Type

Page Size: Filter: |Active Records

System ID‘ Name ‘ Dags‘ Payro = Accrue | Actions

7 10 1/2 Month - 196 Days 196 a/1 True
10 1/2 Month - 197 Day 197 a/1 True
10 Month - 180 Days 180 False

10 Month - 187 Days 187 True

» Select the _Calendar tab
> Select to & edit the 2016-2017 School Year calendar

| General i Calendar } ™
Click on the Calendar
Edit: 10 1/2 Month - 196 Days tab u Return to list

Contract type calendar details how many days per month in a given school year an employee is expected to work (

Select to edit the 2016-2017
Calendar

Page Size: 10 WV
System ID ‘ Instructional Period Sep / Oct / Nov / Dec / Jan / Feb / Mar / Apr / May / Jun / Jul / Aug ctions l

Calendars

20 2016-2017 School Year 22.00/21.00 / 22.00 / 22.00 / 22.00 / 20.00 / 23.00 / 20.00 / 23.00 / 22.00 / 21.00 / 23.00

19 2015-2016 School Year ~ 22.00 / 22.00 / 21.00 / 13.00 / 21.00 / 21.00 / 18.00 / 21.00 / 22.00 / 22.00 / 23.00 / 21.00 Y]

» Enter the number of days worked for each Month for this Contract Type
> Be sure the total number of days work equal the Contract Days. If the days do not
match, the user will receive an error.
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Additional Errors:/ Property: 2016-2017 School Year Calendar
*Work days must equal 187 but were 186.0

> Select Save

)

Eisave

QCa ncel

> Select Return to List and repeat for each Contract Type

General Calendar

Edit: 10 1/2 Month - 196 Days

H Return to list

o)
el
al
=
—
[=]
=
=
]
<
w
]
=]
fr}
T
)
=]
fry
-]
1]
=]
=
[=]
=
-
1]
1]
-

September*
October#
November#
December#

January#*

Febrary*

March#*

April*

May*

June*

July*

August#*

Updated August 23, 2016

> 4

{44025 g

Enter the # of days expected
to work each month for this
Contract Type.

Select Save

WebSmart HR Module
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Enter Hours Per Day on the Position Types

Position Types manage default hours per Contract Type for TRS reporting. There may be
multiple Position Types set up in WebSmart based on the number percentage of Contract Days.
For example, if your school, has 3 counselor positions, but they each have a different number of
contract days, you may see something similar to this in the database:

a. Nurse/Counselor (10 ¥2 Month — 196 Days)

b. Nurse/Counselor (10 ¥2 Month — 197 Days)

c. Nurse/Counselor (10 ¥2 Month — 202 Days)
» Go to Finance > HR > Organization > Position Types
> Select to &/edit each Position Type

Position Types €D Add Position Type

Select to edit each

System ID ‘ Code ‘ Description EIMS Exempt ‘ Actions ‘

3 AsstPrinc Assistant Principal (11 Month - 202 Days) Professional Staff
13 AsstSpt Assistant Superintendent (12 Month - 226 Days) Professional Staff False

22 AsstSpt Asst Superintendent Professional Staff False

> Select the Contract Types tab
> Select to ¥ edit each Position Type

General | { Contract Typesﬂ
Edit: Assistant Principal (11 Month - 202 Days Select Conttr)ﬁ[:t Types M Return to list
ta

Position types can be bound to different contract types each\,k ect which contract type i school year.

Contract Types Select edit to enter
hours for the 2016-
Page Size: |10 W 2017 Position Type

System ID | Instructional Period Contract Type

20 2016-2017 School Year 11 Month - 202 Days

19 2015-2016 School Year 11 Month - 202 Days

»> Enter the number percent of hours per day the employee is scheduled to work
» Select Save

» Select Return to List and repeat for each Position Type

General Contract Types |

Edit: Assistant Principal (11 Mmonth - 202 Days) “ Return to list

Contract Type 2016-2017 School Year

- Enter the # of hours
Contract Type* [11 Month - 202 D for this position

Default Hours/ Day* | ( 7_00|

[
q‘ Eisave J__‘I__eﬂgﬁ Select save
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Error Codes

There are times an error code will pop up when you are trying to complete a process. Many of
the codes will be self-explanatory and will tell you exactly what you need to correct the error.
Other codes are not as detailed.

Below is a list of the codes that may occur.

Editor is Locked

Error: Editor is locked to undefined...please wait or complete your action

Editor is locked to undefined..__please wait or complete your action

Action: Click OK and then either Save or Cancel the task you are working on to continue.

Updated August 23, 2016 WebSmart HR Module Page 6-9



Chapter 7

ACA

Account Number
Accrual Limit
Accrual Period
Accrual Units
Accrue

Active Only?
Additional Rate

Additional
Withholding

Allocation

Allowance
Allowances
Bank

Benefit Program
Birthdate

Calculation
Method

Calendar

Checking
Code
Comments

Compensation
Type

Contract Begin
Contract Days
Contract End

Updated August 23, 2016

Glossary of WebSmart Terms

Affordable Care Act.

The employee's account number for direct deposit purposes.

Indicates the maximum amount a leave type can accrue.

Indicates how a leave type will accrue, i.e., monthly, annually, etc.
Indicates units of accrual such as hours, days, etc.

Indicates if an item should, or should not, accrue a designated leave amount.
Criteria that will yield a results of active data only

The amount or percentage requested on the employee's W-4.

The additional amount, if any, that the employee has requested be deducted from their
payroll.

The amount or percentage that is distributed among designated resources.

Allowances are associated with Payroll and accounts for deductions associated with
TRS and other designated benefits.

The number of dependent allowances the employee has elected on their W-4 form.
The name of the employee's bank for payroll distribution purposes.

A benefit program as any program to which an employee may elect that results in non-
statutory deductions and/or contributions being applied to their paycheck.

Date of Birth to be entered as MM/DD/YYYY Format

Determines if an item is to be a flat rate or a percentage amount.

Indicates the type of bank account the employee has elected to have payments
deposited to.

An abbreviation (up to 10 characters) that will print on the employee's service record.

Additional detailed information associated with an action or item.

Indicates if the employee is paid a salary, hourly rate or daily rate.

Indicates the first day the employee reported for work for the instructional period. This
information is used for TRAQS reporting.

The number of days an employee will work.

Indicates the last day the employee is required to report for work for the instructional

WebSmart HR Module Page 7-1



Contract Month
Contract Type

Daily Increase
Degree Type

Demo Release

Display

Distribution Type
District

Driver’s License
Effective Date

Election Type

Eligible for Rehire
Employee

Employment
Status

Estimated Leave
Balances

Ethnicity

Exempt From
Dock

Expiration Date

Export Data to
Excel

Filing Status
FUTA

Gender

Highly Qualified

Hourly Increase

Instructional
Period

Updated August 23, 2016

period. This information is used for TRAQS Reporting.

The contract month a leave is being used.
Indicates the annual number of days/months the employee's contract contains.

Indicates a flat amount of percentage of a daily rate of pay to be increased by. The
increase will automatically be calculated and increased when the position is
"promoted."

Indicates the highest degree the employee has received.

Designates if the employee has authorized or declined the release of their demographic
information. This field defaults to “NOT authorized to release demographic
information”

Generates a summary of balances or a detailed list of pre-designated criteria

Indicates the percentage of the employee's pay that is to be distributed in a particular
way (i.e, part to savings, part to checking, etc.)

The school district the employee is associated with.
The Driver’s License number of the employee.
The actual date an action becomes effective. Use the MM/DD/YYYY format.

Indicates of the employee has elected to receive their pay via a live check or direct
deposit.

When employment is terminated, this indicates if the employee is eligible to be rehired
or not.

An individual who works for the district.
Indicates if the individual is employed full-time, part-time, substitute, etc.

The forecasted amount of leave that an employee has available.
Affiliation with a social group that has common national or cultural traditions.

Indicates if the position is exempt from being docked for items such as Extra Duty or
Stipend pay.

The date an item expires. Use the MM/DD/YYYY format.

Exports report criteria to into an Excel document.

Indicates which tax table the employee has elected (i.e., single, married, etc.)
Federal Unemployment Taxes

Male or Female

Indicates if an employee is highly qualified based on the HQ requirements.

Indicates a flat amount or percentage of a current salary that is to be increased. The
increased amount will automatically be calculated when the position is "promoted.”

Designates the instructional school year (i.e., 2016-2017).
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Leave Policy
Local Experience
Local ID

Mask SSN

Name

Non-Prorated
Value

Notification

Offering
Original Hire Date

Overtime Exempt

Pay Step
Paychecks

Payroll Activity
Code

Payroll Begin
Payroll Calendar
PEIMS Exempt
Percent of Day

Placement Type

Position Type

Preferred Name

Primary Facility

Primary Role
Primary Source
Process on or after

Professional
Experience

Promote Position

Updated August 23, 2016

Specific details and criteria for an employee's leave accruals and/or distributions.
The number of years of experience the employee has had at the district.
This field is the State VID, which is the information obtained from the TSDS.

Criteria that is designed to not display, or otherwise, hide an employee's Social Security
Number.

Name can either be the person's name and may include fields for their first, middle and
last name. Name can also identify an action.

Indicates a flat amount that an employee is paid for something such as a stipend.
Indicates if the employee has requested to receive their check stub via e-mail.

Associated with Benefit Plans with the appropriate employee deductions and employer
contributions.

The actual hire date of the employee. Use MM/DD/YYY'Y format.
Indicates if the employee is or is not eligible for overtime pay.

Indicates the pay grade step of the employee. This information may not be applicable
to all employees such as "substitutes".

Identifies how many paychecks will be issued for the instructional period.

This code is determined by the PEIMS Code Table.

Identifies the month and day that the contract should begin during an instructional
period.

Indicates how often the employee is paid, i.e., weekly, biweekly, monthly)
Identifies if a position is exempt or not exempt from PEIMS reporting.
Indicates the percent of the day that the employee is working for the district.
Designates instructional staff positions that are to be reported to PEIMS.

Indicates what type of position the employee holds, such as substitute, administration,
etc.

Name the individual prefers to be called (i.e., "Johnathan" may prefer to be called
"John"

The location where the individual is primarily assigned to work (i.e., elementary
school, middle-high, high school, etc.)

Indicates the employee's primary job position. This information is used for TRAQS
member data reporting.

The source that an employee obtained their specialized skills or certifications from.
The date a leave is to be processed on payroll.

The number of years of experience the employee has had in all school districts. This
information can be obtained from prior service records.

Moves the job position information forward to the next instructional period. You may
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Race

Rate

Rate

Reports
Retirement Date

Salary Increase
Specialization
SSN/State ID
State Position
Status

Statutory Tax
Status

Straight Time
Mask

SUTA
Timeclock ID

To Expire a
Certification

TRS Class

Units Accrued

Units Adjusted
Units Used
WC Category

Updated August 23, 2016

elect not to promote pay items such as a stipend, extra duty or extracurricular positions.

Refers to a person's biological physical characteristics such as White, Hispanic, Afro
American, Native American, Asian, etc.

Denotes an amount or percentage.

Indicates if an amount is a flat rate or a percentage of something.

Provides the ability to generate a report that contains pre-determined criteria.
The retirement date of the employee, if applicable. Use MM/DD/YYYY format.

Indicates the flat rate or percentage of salary that has been approved. The increased
amount will automatically be calculated and added to the current salary when a
position is "promoted"

Lists any certifications or special skills the employee holds or is qualified to teach.
Social Security Number or the State ID number that is assigned to the individual.
A job position that is approved by the State.

Indicates the employment status such as full-time, retired, etc.

Determines what taxes should be withheld from the employee's pay, such as Social
Security, Fica, Medicare, etc.

Indicates the payroll code as determined by the FASRG.
State Unemployment Taxes
This feature works with Time Clock Plus Software.

Provides a means by which to designate that an employee's current certifications have
expired.

A designated classification that is mandated by TRS (Teacher Retirement
Classification)

Identifies the amount of leave that is accrued for vacation, sick leave, personal leave,
etc. on a monthly or annual basis.

Generally associated with Leave Balances and is the method where Leave balances can
be adjusted.

Determines how much leave is deducted or added to an employee's leave balance.
The Workman's Comp category for the employee's position.
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