PERSONNEL SYSTEM —

SETUP AND USE

1.1 Enter your assigned login name, district number, password and fiscal year.

Note: Fiscal year defaults to the current year.

Il_. Login

|| | | | 2003

Login District  Password FY

Eniter | Cancel |

Illustration 1.1

1.2 Select Personnel Master Maintenance from the Personnel/Master Maintenance menu.

Il_.Finam:iaI System

File Tools Help

=101 %]

EJ Flexible Reports
Ej Crirninal A ecords
[:] Credentials

EJ Accounts Payable
EJ Fized Aszets

EJ Warehouze

[:] Budgetsz

EJ General Ledger
EJ Maintenance
EJ Fersonnel

[:] Perzonnel Updates
E| [:] M azter Maintenance
Personnel Master Maintenance

----- Diigtrict Site b azter M aintenance

L Termination Codes Mantenance

=

[

Keyneared: I j Enter |

| |Distrin:t:‘|ElEl |FY: 2003 |D2£12£2DD:|EI:3?£—‘«M >

i

!

Illustration 1.2
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1.3 The Job Categories screen will appear upon selection of the Personnel Master Maintenance menu item.

COE Personnel Master Maintenance 1'

File Help

| Jaob Codes | Employee Statusl Bilingual Codes I Hepart Codasl

Job Categary | M ame | Abbr | -

0 Substitute Teacher SUB TCH

1 Substitute [Clazsfied) CLAS SUB

2 Board bember ED MEMER

3 Student STUDENT

4 Temparary Help TEMP HLF o
| Other Exempt OTH EXEM

10 Superintendent SUPT

1 Agsiztant Superintendent ASST S5UP

12 Director DIRECTOR

13 Admiriztrator [Principal) FRIMCIPL

14 d anager [&sst Principal) A55T PRM

158 Supervisor SUPYR

16 Coordinator COORD

19 Other M anagement OTH MGMT

20 Teacher TEACHER LI

Edit

Add Mew

Load List

Bl

Ezit |

Ready | |02n2/2003 956 AM

IMlustration 1.3

CREATING AND EDITING JOB CATEGORIES

2.1 Categories may be added or edited from this screen. Job Categories classify employees by the nature of their
assignment (i.e. teaching, administrative etc.)

2.2 Select a Job Category to work with; the Category should be highlighted with a dark bar across the entry. Left
click the Edit button to enter the Category. You will see the Category information appear in the lower left
hand corner of the screen where it is blank in Illustration 1.3

2.3 Change the Abbreviation or Name of the Category and click Update. If you choose not to save your
changes, click Cancel.

2.4 To add a new category, click the Add New button. You will be given the opportunity to create a new
Category Number, Abbreviation and Name. Click Add to save the new information.

CREATING AND EDITING JOB CODES

3.1 Codes may be added or edited from this screen. Job Codes also classify employees by the nature of their
assignment (i.e. teaching, administrative etc.)

3.2 Select a Job Code to work with; the Code should be highlighted with a dark bar across the entry. Left click
the Edit button to enter the Code. You will see the Code information appear in the lower left hand corner of

the screen where it is blank in Illustration 1.3

3.3 Change the Abbreviation or Name of the Code and click Update. If you choose not to save your changes,
click Cancel.
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3.4 To add a new Code, click the Add New button. You will be given the opportunity to create a new Code
Number, Abbreviation and Name. Click Add to save the new information.

Note: The remaining tabs on this screen are read-only and may not be changed as they apply County-wide.

CREATING OR EDITING PERSONNEL SITES

4.1 Select the Personnel Sites menu item from the Personnel Master Maintenance screen.

il
File Tools Help
- [ Persorinel =]

|_:_| [j Personnel Updates
Employes Update

Employes Evaluation
Termninations and Rehires

Enployes Hire Date Modification

oo

Termination Pay Date Modification
= [:J b aster Maintenance

Perzaonnel Master Maintenance

ter Maintenance

TET

Termination Codez M aintenance
- E] Personnel A eports

- [ Payrol
[]...[fj Pozition Cortral

- [:j Operator Functions LI

Keyword: I j Ertter |

‘ ‘DistricHEﬂ ‘F\’: 203 ‘nznz;zumz‘mqsm >

[Mlustration 4.1

4.2 The Personnel Site Maintenance screen will appear. (Note: The sites that were used on the HP system will
be migrated to SACS. It is at this point that you may choose to update them.)

5
File Help
SiteMo | DistictMa | Mame | abbr | Addre
1 101 Genenc High Schoal GHS 123
1] | |
Load List frefresh] Add | Edi | Delete | Esit |
| Status: Fleady |Distrct 101 | Year: 2003 | 10:16 AM Ilustration 4.2
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4.3 Click the Add button to insert another Site into the table.

Personnel Site Maintenance
District Nurmnber ; |1 0

Site Mumber ;

MHame :

|
Abbreviation ; I
|
|
|

Address 1 :

Address 2

City

State I £ip Code : I

School COS Mo : . -
Godigis] |o0ao0od =]

Save | Lancel |

Shatus: Ready |Distric:t:‘|[l1 |“r’ear:2EIEIE |1n:1sm«|

Illustration 4.3

4.4 Fill in the requested information and click the Save button. Use the Cancel button to exit without saving.
4.5 Editing is much the same. Select the record by single clicking it in the grid and then click the Edit button.
You may make changes to the information contained in the fields and may save it by clicking the Update

button.

4.6 To delete, select the record and click the Delete button. A message box will appear asking whether you wish
to delete the site. Sites may only be deleted if no employees have been assigned to it.
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ADDING AND EDITING TERMINATION CODES

5.1 Termination Codes are District specific and may be defined by the Personnel department to describe specific

situations.
o]
File  Tools Help
Termination Endel Description
1 |0 Pending Final Payroll
2 |1 Reszigned
3 |2 Deceased
4 |3 Hetirement
h |4 Discharged
6 |5 Laid OFF
7 |6 End Of Contract
g |7 Leave Of Absence
9 |8 Dizability
10 |3 Unknown
gddﬂew
Exit
Done District: 101 |¥ear 2003 ‘ 0242/2003 | 10:31 Ak y

IMlustration 5.1

5.2 Click the Add New button to enter a new Code. This will load a box in the bottom left hand corner of
[lustration 5.1 with the following text areas: Termination Codes, Termination Reason, and Abbreviation.

Fill these out and click Add to save.

5.3 Editing of the existing codes is performed by selecting the Edit button or double clicking on the record that
you wish to affect. Changes may be made and subsequently saved through the Update button.

REPORTS OF THE MASTER LISTS

Note: Any of the master lists may be printed by selecting Personnel Reports, Master List Reports, choosing the

report and selecting the menu item.
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EMPLOYEE UPDATE

6.1 Select the Employee Update menu item from the Personnel Updates list.

F‘Financial System

File Tools Help

=101 %]
Al

General Ledger
Maintenance
Fized Aszets
Fersonnel
. [:] Perzonnel Updates
: Employee Update

I TOTS

Employes Evaluation

Teminations and Rehires

Employee Hire Date Modification
Termination Pay Date Modification
. [:] Mazter Maintenance

. [_"j Perzonnel Beportsz

Emm

- [ Pavral —
[]EJ Paoszition Control

[]EJ Operator Functions ;I
Keysnord: I j Erter |

| |Distri-:t:‘|[l1 |FY: 2003 |D2£12£2DD:|1D:4D£—'-.M p

I1lustration 6.1

6.2 The Personnel system is tied together with the Credentials system. Upon entry of the Employee’s Social
Security Number (SSN), the Employee’s Indicative Data will be imported into the Personnel screen if they
already exist in the Credentials system. This information may be overwritten in the Personnel screen if so
desired (this will not affect the data in the Credentials system). A new entry to the system must be made by
SSN; searching may be by SSN, last name, or if the box is checked, by former last name. Further filters may
be applied to the search criteria by selecting Active, Terminated, or All.

i Personnel - Employee Update ll
File Tools Help

Enter Social Security Number or Last Mame to Search On: (B & Active

" Terminated
[~ Search By Former Name Al
[ SocSecMo | LastName [ FirstName =
E xit |

Fieady |District: 100 |Year 2003 | 10:47 Ak v

[llustration 6.2
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6.3 Once an employee has been selected and the records have been found or in the case of a new employee, the

Employee Update screen has been displayed, the user may make changes to the information.

Personnel - Employee Update

File Tools Help

[ Clazs Information T Job Assighment T Additional Information
Employee Indicative T Caontact [nformation T Contract/Salary
S5N: 123-45-6789 Last Name: IDDE First Namne: HJANE Mid Init: IP
Street Address: City: State:  Zip: Phone:
|1 208 ANY STREET |ANYW'HEF!E IC.ﬁ. |99999-UDDU |[559]555-5555 [~ Restrict Phone
I Work Phone: I[ ] - Ext: I [~ Restrict Addressl
Ethnicil_l,l:l =T Mall_lal Status: — Sex: Birth Date: I .
& Single ' Female o
Bilingual'l j  Maried  Male Seniority Date: I A
—1-9 Status: ~TB Type: — Hire Date:l r
StatUS:l j I NonResident | XRay Teminated Date: I A
{« PFD .
Fepart Code:l j g t Rehire Date:l A
HE)
? TB Expire Date: I A

Views Farmer Marmes | Add LCancel |

Status SocSecho: 123-45-6789 Digtrict: 101 ear: 2003 | 10:46 &M .
| | | | | Z| Tlustration 6.3

The following information must be completed in order to move to the next tab or save the employee: Name,
Address, Ethnicity, Bilingual, Status and Report Codes. Birth Date, Hire Date and TB Expire Date must also be

completed before additional tabs may be accessed.

6.4 No information is necessary in the Contact Information tab, but may be used to keep emergency contact

information on the employee.

6.5 Move to the Contract/Salary tab to enter their Job Codes and work locations.

Personnel - Employee Update

File Tools Help

[ Clazs Infarmaticon T Job Azzignment T Additional |nfgrmatiar
Ermplopes Indicative T Contact |nfarmation T Contract/Salary
| Last Mame: DOE First Mame: JANE Iiddle Initial: P
— Contract Information: — Calculated Salary Information:
M ajor Job Code: Il j Prirnary Full Tirme Equiv: 0
Job Category: I j Primary Hours Per Day: 0
I j Frimary Work Days iy 0
“Work Locationd: .
Prirary Hourly Rate: 0
‘wiork Locationz: I j Primary Daily Fate: 0
B argaining Unit: I j Annual S alary/Payral:. 10
Units Above: Yt At Monthly Salary/Payrol: 0
B& Degree [ I_u b4 | I Annual Salanp/bzzignment; 0

& Degree I_I il |
PHD Degree. [ I _°| I

“Wigw Former Mames | Add Delete | LCahcel | Wienw Credentials |

| Status | SocSecho: 123456789 | Distict; 101 | Year. 2003

1038

I1lustration 6.5
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6.6 Using the drop down menus, select the employee’s Job Code, Category, Work Locationl and Bargaining
Unit. Note: Bargaining Unit is District specific and must be set up by the County Office of Education Payroll
department.

6.7 Under the Additional Information tab the first evaluation date must be assigned before the employee can be
saved. Select an evaluation date and move back to the Employee Indicative tab.

6.8 Click the Add button on the Employee Indicative tab to save the employee.

6.9 Upon completion of the save function, the Job Assignment screen will appear. If the Employee Assignments
screen does not appear, click the Add New Assignments button.

Personnel - Employee Assignments

File Help

SocSecMo: 123-45-6789 Employes: JANE DOE Seqo: O

— General Azzignment Information:

Start Date: Im Caompletion D ate: I A
Pozition Mar I vl Arhual 5 alary: |$.IZIIZI

JobCode: |524 - Teacher, Std. Sec. j Current Primary Azsignment: [
*wiark Lacation: |1 Generic High School j
Rezource Mumber: I j
—Salary Schedule: Hour/Day Work Information:
Salary Schedule: Range: Step: Hilp Rate: Hrz Per Day:  ‘work Daps Wil Days Assigned: FTE:

| | | 00 [ |_ o

—Audited:

[~ Walidated Date: I P Add Cancel |

I1lustration 6.9

Completion dates are only used to indicate a completed assignment and must be used only after the employee has
finished the assignment; future dates are not allowed. The Current Primary Assignment box must be checked to
indicate the primary assignment. The Resource Number (Program) must also be selected for the employee’s
assignment.

In order to use FTE reports, the Hour/Day Work Information section must be completed; this information is based
on primary assignments, and so must be filled out for jobs that are designated through the use of the check box as
primary assignments.

Note: If the District does not use the salary schedule information then the Annual Salary field must be completed.
(Some fields will be automatically populated when the Salary Schedule feature is used.)
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TERMINATIONS AND REHIRES

7.1 The time may come when an employee leaves or having left already, is rehired. The Termination and Rehire
menu options allow the District to perform these functions.

x

File Help

Terminations T BeHires

s5M: 123-45-6789 LastName: DOE First Mame: JAME Mid Init: P
Hire Date: 0241242003

Termination D ake: Termination Code: Lazt Pagroll Date:

Comments:

v g::::::;:mhce of Pl Update I Print Report | “Wiew Report | Cancel |

Fieady | SocSecho: 123456783 | Distict 101 ‘ear 2003 | 3.25AM

[llustration 7.1

7.2 Enter the last day of employment for the individual in the Termination Date field.

7.3 Select a Termination Code from the drop down menu. These codes are District defined and are created in the
Personnel Maintenance area. (See Section 5)

7.4 The Last Payroll Date field could be different than the Termination Date since the payroll period could
extend past the date of separation. Personnel should determine in conjunction with the Payroll department
the date that should be given as the Last Payroll Date to ensure that enough time is available to clear up any
outstanding payroll balances.

Note: The employee’s payroll information such as bank account (for direct deposit), payroll expense lines, any
voluntary deductions they may have had are dropped after the employee’s last payroll run as determined by the
last payroll date. This makes it extremely important to coordinate the timing with the Payroll department.

7.5 Comments may be included in the Comment text box.

7.6 Click Update to save the information.

7.7 The Generate Notice of Payroll Separation check box will print a form that Personnel can give to the Payroll

department for their records. This can be printed on NCR paper, one copy of which can then be filed in the
employee’s personnel folder.
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Date: 027132003
Requestad By:  bguenther

Diistrici: 101 - Test District

NOTICE OF PAYROLL SEPARATION

Emplovee Name: DOE, JANE

SocSecNor  123-45-6789
Address: 1258 ANY STREET Hire Date: 0271 272003
City, State, Zip: ANYWHERE, CA ©9999-0000 Employment Status: 1 - Parmanent

Payroll Number: | - Certificated Retirement System:

Dhates Comments

Termination Reason

Termination Date:
Last Payroll Date:

027132003
027282003

1 - Resignad

Sick Leave Balamce: Vacation Payoll:

Type of Leave:

Effective Date of Non-Paid Statos: Lo

Month/DayYear Monthhay/Year

Employee Transferred To:

Additional Termination Information:

IMlustration 7.7

7.8 Enter the Rehire screen. (If already there, select the Rehire tab.)

i Process Rehire

X
File Help

Terminations T BeHires

55N 123-45-6789 LastMame: DOE First Name:  JANE Midlnit: P
Hire Diate: 02/1272003 Last Termination Date: 024132003
Laszt Temination Comments:

Rehire Date; Mest Evaluation Diue [From Hired Date]

|_ =l

Camments:
v g::::::g:j atice of Payroll Update I Print Report | Wiew Feport | Cancel |

| Rieady | SecSecha: 123456769 | District. 101

Ve 2003 | 958AM

Illustration 7.8

7.9 Input the effective date of the employee’s rehire in the Rehire Date field. The Next Evaluation Date must be
selected once the rehire date has been input. De-select the Notice of Payroll Separation check box before
clicking Update so that you will not receive a separation report. Click Update to save the new information.
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7.10Termination and Rehire date modification training is available upon request but will not be covered here.

EMPLOYEE EVALUATIONS

8.1 Enter the employee’s SSN or Last name in the search criteria field.

%, Employee Evaluation - History/Schedule

File Tools Help

— Search Criteria

123456789 ) active
SSM or Lazt Mame: |  Indctive Search | Reset | Exit I
Mumber of Hecnrds:l'll]l] Al
— Ewaluation Records
Dist 55N Last Hame Firzst Hame | Ml | Hire Date | Term Date | Rehirte Date
101 123456789 DOE JAME P 02/12/2003 02/13/2003 03/0172003

— Evaluation Heports
E valuation Period
[riwrindid Ay

=~

Generate Repart |

| Diiztrict; 101

Ready rear 2003 | 10:12 Akd

&

I1lustration 8.1

8.2 If you choose to select the employee out of the grid, do not enter an SSN or last name; indicate how many
records (employees) you want the search to display (by entering a numerical value in the Number of Records
field) and click Search or hit enter. Partial name searches may also be performed simply by typing a portion
or the beginning letter of an employee’s last name and clicking Search or hitting the enter key. Note: The
numerical value in the Number of Records field determines how many employees are displayed in the grid.

8.3

The Evaluation program is primarily used to schedule employee evaluations and notify the managers of those

that are due within a specified time period as selected in the drop down menu on the Evaluation Reports text

box.

8.4 You may Double-click the selected row or hit enter to view the detail screen.

Note: The evaluation section is only meant to provide a means to track and schedule employee evaluations and

should not be used in lieu of the form itself.
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