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LOGGING IN

Logging into the Kiosk requires a full email .

address and user password.
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To create a Kiosk Account, click on the First time user link at the login page and the
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screen on the right will display.

You will be required to enter the

following:

by

1. Either an employee id or
social security number

2. Select the county where
your district is located

3. Select your district

4. Enter your email address
that is on your payroll
record. You may need to
check with your payroll
department to verify the

To regrsiarfor e Emplape s Kinek, plaase mipply Hee follosing

1} Four Empd e ld or 350,
3T cauaTh i fwlhiean v ki ol neiles
1} Yearr disiicla name,

AR YT Al 3R s DTk 0 K 0 By &Jif e

Emiayia id
aR

S5
I e heeed

Conrmy |—Smbacd Caunky -
Deiincs |- Saiecl Distn — (03
Einat

[submit|

email address on file.

i '--_.ﬁl-‘"-r ..‘- .r-.,.-._qrh. o W L i

. W S R S, S

A notification will be sent to the email address you supplied with the password to use

for accessing the Kiosk.

Once the password is received you can access
the Kiosk using the email address and
password. When logging in for the first time
you will be prompted to change your
password. Currently the Kiosk password does

not expire.
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EMPLOYEE KIOSK DOCUMENTATION

This link will take you to the Kiosk website where you can find documentation, see
weekly summaries, enhancements suggestions and other information related to the
Kiosk software.
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KIOSK ANNOUNCEMENT BOARD

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

KIOSK Announcement Board ]

Payroll Update *

Clicking the (=) symbol will close the announcement.
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There has been a problem with processing email notifications for direct deposit. You direct deposit has been transmitted to the bank but you may not recieve your email notification
by Friday.
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OTHER LINKS

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

The profile page gives the user the personal information drawn from USPS (Uniform

School Payroll
System).
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If the information is in error you may Request Profile Data changes by clicking on the
link in the top right hand corner. You can then enter your change in the white box
next to that field that needs the correction and then click Submit Change Request. A
request is sent to the payroll staff and they will manually update the payroll system.
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POSITION DETAILS

This is a brief view of your /e sssitisus
contract information. it T Sl doe S
S | Ewirmsntary Sonodl Taecner | (210001 | Acke Dt Delaits
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Current Positions section o ;
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PERFORMANCE REVIEWS

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

My Performance Reviews ]

Current Mext Documents

Evaluation Date = Evaluation Date Attached
101319494 - 1
1-1

f-[Perfnrmanl::e Review Info }

Employee Name Evaluation Date = Next Evaluation Date
SANDRA S BULLOCK | 1013194949

ﬂ-[nssuciated Performance Review Files }

File Id Filename Description Created By Created Datetime A
Sandra
p——— + | Bullock Performance 10/0652009 0418
download: 2008 Review 2009 KIOSKDEMO@MCOECHN . ORG i
review. docy
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PAYSLIP

There are now 2 options for viewing payslips.

e View USPS Payslip

éF’ayinp

Wiew USPS Payslip

e View/Print Pay Slip {PDF}

View/Print Pay Slip {PDF}

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

actual year-to-date totals.

View USPS Payslip

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

1. When you first select
the USPS Payslip option
you are prompted with a
starting and ending
date.

2. The default is the last 3
months of pay.

3. You can click on the calendar icon to change the date range.
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4. Once you have your date range entered you can click Load Payslips.

5. You then are presented with a list of payslips. Click view icon to see the payslip

detail.

6. The data may be
exported to a .csv
file (spreadsheet),
not requiring you to
contact payroll to get
this information.

7. The number of
payslips that are
displayed can be
changed by selecting
the drop down arrow
and setting the
display to another
number.
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The information displayed is the
same as that on the direct deposit
email notification.

View/Print Pay Slip {PDF}
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1. When you first select the View/Print Pay Slip {PDF} option you can

e View and/or Print Payslip
e Download & Save Payslip

A List of Available Payslips |

W N L L T . 1T R &l

W W

View and/or Print Payslip SD""' "[';2"5:‘,

s 73

1-1
Pay Date = Check Number
01282011 | 588680

1-1

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

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

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

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

\ Employee Kiosk \ Other Links \ IPDP \ Scheduler \

Employee Kiosk

Dacumentation List of Available W-2 Wage and Tax Statements ]

Profile

Pasition Datails 1-1
Perfarmance View andior PrimW2 Download & Save W2 TaxYear Control Number
Reviews # # 2007

Payslip 1-1

WiewfPrint wy-2
Leave Balahces

Leave Request
Suhstitute
Coordinatar Leawe
Repaorts

Wiew Building Leave
Calendar(s)

Chanoe Password

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

At this screen the user can see the types of leave they have and a quick balance of
each. This balance reflects just the leave requests that have been exported into USPS.

ﬂ-[ Leave Balances]

Personal Leave MiA | Daily 3.00 2.00 3.00
Sick Leave 1.25 | Daily | 200.00 MIA 1275
Yacation Leave 0.00 | Daily 0.00 A 0.00
1-3

NOTICE: Displayed Leave Balances may not reflect current activity due to delayed posting.

You can also see detailed information of absences and accumulations for available
leave types. You can filter the information to only display information based on
Category (Leave Types

which could include sick, [ Filter Detail Leave Activity |
personal, vacation, etc.), Job

Number, Transaction Type Category  JobNo TransType

(Either Absence or Al ~IET~IE g StartDate
Accumulation), and End Date

Start/End Date. Once you
have selected how you want [ 'petail Leave Activity |

- - . ‘I
the information filtered you
mUSt press th_e Go icon to Number of Rows Displayed 100 D
initiate your filter. 3
Job Trans Lenath _ Activity
. Category L" T of Unit Date
Each column that is o Absence o
underlined gives you the Sfu:k 0 Au:cumulatfon 1.25 Dafly 02/012004
abiIity to sort the Sfck 0 Accumulatfun 1.25 Dafly 01/012004
information based on that Sick 0 Accumulation 1.25 | Daily | 12/012003
| T A .. Sick ] Accumulatian 125 | Daily | 110712003
column. To sort on CtIVIty Sick 0 Accumulation 125 | Daily | 10/01/2003
Date so that the most recent Sick 0 | Accumulation 125 | Daily | 09/01/2003
dates are at the top click on Sick 0 | Accumulation 125 | Daily | 08/01/2003
the Activity Date. Personal | 0 | Accumulation 3 | Daily | 07/01/2003
Sick 0 Accumulation 4 | Daily | 07/01/2003
Export detail activity to C5V
1-9
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LEAVE REQUEST

There are 4 areas under Leave Request: Leave Request | |
O Create New Request Create New Request
Q My Request(s) in Process
Q My Processed Request(s)
O Set Leave Starting & Ending Time Preferences

My Requesti{s)in Process

My Processed Request(s)

Set Leave Starting & Ending Time Preferences
|
Create New Leave Request.

1. Make sure your job

that is ellglble for ,{ New Leave Request}

leave is selected. [ cancel || cLEaR| [suBmIT
2. Select your |eave Job Acﬂve—EIementarySchTITeacherL-}.h:

. . Leave Type | personal Leave [+
type. If your district a2

reqUireS an additional Balance before request .00 Day(s) [ See your Personal Leave Requests
reason for a specific
leave type (sub-

category) another box Reason
will display to select

3

o 0 0f 1000
additional reasons for o _

the leave request 4 Start Date | (use MWDDYYY format)  StartTime | 01 [} 00 [ | A [
Once you have End Date ] (use MWIDDAYYYY format)  End Time | 01 [ 00 (]| am [
selected your leave e useformatés, 5%, 285 sl B

type a balance of that e

leave type will display Cag:‘;':g:zzﬁg (444) 444-4444 7 !Fm! Notification [ | &

and you will have an Relating to This Request

icon to click on to see

additional leave i

requests that have to this Leave Request
Az

been requested but N '

n Ot su btra Cted fro m Enter the name({s} and contact information, if available, for any

the ba|ance for that possible Substitute(s) you would like to have called below.

leave type. Substitute Needed? []

. 10
3. You will need to enter
a reason for the Supervisor's Hame: Marcia ES Principal - Supervisor's Email: eSPRIN@NCOCC K12.0HUS

request. Some Request Status: Initiated
districts require a

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

4. Start and End Date are both required - if you forget the date, you will be
prompted to add it upon a submitting your request. You can click on the
calendar icon to display a calendar to use to select your date.
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5. Start and End Times are both required - if you forget the time, you will be
prompted to add it upon submitting your request. This can be set as a
preference. See Set Leave Starting & Ending Time Preferences section.

,{ New Leave Request |

[ cancel | cLEAR]| [suBmMIT

6. Enter amount of time
you are requesting off. Job | Active - Elementary School Teacher [
If your district uses LeaveType personalLeave [l i)

hours you will enter
your time in hours. If
your district uses days

Balance before request 3.00 Day(s) [ See your Personal Leave Requests

you will enter your Reason 3
request in increments of
25 0 of 1000

4 Start Date |:s4| (use MMDDNYYY formaty  StartTime | 01 [ 00 (2] At [

7. Your phone number will End Date i3] (use MMDDAYYYY format)  End Time | 01 [ 00 (]| Am [

be populated from your e use format t#, ##, ##%, s a0| B

Profile information. e |

ca;‘o?%':z:ggﬁg 444y 4440244 | [ || ruosiication | &

8. Place a check mark in Relating to This Request

the box if you want to

receive an e_mall every o el

time action is taken on to this Leave Request s

your request. If you do 9 o

nOt p|aC€ a CheCk mark Enter the name(s} and contact information, if available, for any

in th|S bOX you W|” possible Substitute{s) you would like to have called below.

receive an email Substitute Needed? []

message when the 10

request is initiated and

when it has received Supervisor's Hame: Marcia ES Principal  Supervisor's Email: eSPRIN@NCOCC K12 0H US

fl na I a pp rova | Request Status: Initiated

9. Enter any comments
you want your supervisor to be aware of.

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

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

File(s) to Attach |

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

2/7/2011 Page 12 of 20
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12. Click browse to find the
attachment that is
located on your PC.

13. Once you have located
the file click open.

{Swlect Filetal ta Attach |

14.Type in a description for
your file and click Select
File(s).

15.When your request has
been filled out
completely press the
submit button.
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If you choose Professional Leave from the drop down menu, another form appears with
the needed information for a professional leave.

1. You can enter the location of
the event.

2. If your district requires you
to enter the vendor
information in the instance
when a purchase order
needs to be made out to the
vendor.

Enter any information that
you want about the request.
For example who the
purchase order should be
made out to for registration
or if you are sharing
expenses with a co-worker.

Enter your expenses. Enter
the miles of the proposed
trip and the tool will
calculate the mileage
amount to be reimbursed
based on the district entered
rate.
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5. At the bottom of the Professional Leave Form Part, you may click on Calculate to
have it total the expenses entered. (The fields appearing are set by the
administrator, and some features can be added, for instance, the fund code
could be added.)

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

Today's Date: 11/23/200%
Position: Elementary Schocl Teaches

Lodging Amount:
Meals Amount:
Registration Tess:
Othar Expenses Amount: 510,
Total Expanses Amount: §135.00

\h\'\\\"v‘\ e T W L T T O T W

e e g g TATD BGEIRTS WMUST BE ATTACHED FORALL BYPENSES % .

i
L3
§
\

If you submit a request that will span multiple days you will then be presented a
screen to verify the dates and the leave request for each day.

[ Leave Request Information]

Start Date  Start Time End Date End Time Total Leave Day(s)
12/07/2009 | 07:30 AM 12/11/2009 | 03:00PM | 5

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

Week One

Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , Saturday ,
December 06, 2009 December 07, 2009 December 08, 2009 December 09, 2009 December 10, 2009 December 11, 2009 December 12, 2009

0 1 1 1 1 1 0

Accept Leave Details ” Cancel ]
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My Request(s) in Process

You can quickly see all requests, what their status is, and where they fall in the steps
toward approval.
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You can click on the word 'Details’ to see the original request.

You will see a non-edit-able view of your original request and can do the following
when looking at the details of the request.

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

Cancel the Request

Make Comments

Add Attachment

Update Request. As long as the first approver has not taken action on your
request you have the ability to click update request and make changes to your
request and then click the apply changes button. Once a request has had action
taken on the request you will not be able to update it.
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Further to the right you will see the approval process.
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When you click on the Update from the My Leave Request(s) in Process screen you
have the ability to click update request and make changes to your request and then
click the apply changes button. Once a request has had action taken on the request
you will not be able to update it.
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When you click on the [B icon from the My Leave Request(s) in Process screen you
will see the approval tree and where the request lies in that tree. The tree is set up by
the admin.
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My Processed Request(s)

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

You can filter these requests based on
Start/End Date

Leave Type

Status

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

Filter by Date Range ]

Starting Date Ending Date

Leave Type Al ~ Status Al -

The sections are divided by Approved and Exported Leave Requests and Cancelled and
Rejected Leave Requests

In the Approved and Exported Leave Requests section
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You can click on the word 'Details’ to see the original request.
You will see a non-edit-able view of their original request and further to the right you
will see the transaction history for this request.
=
Fo

= B

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

You will also see a column with the status of leave request. Exported are requests that

have been exported into payroll. Approved requests have been through the approval
process but have not been exported to payroll.
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If your request has the status of Exported you have the option to cancel the request by
clicking on the red X in the Create Cancellation column.
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When you click the red X a leave request will be created and automatically populated
with the correct information for the leave cancellation. You can enter comments in the
request as to why the request is being cancelled.

2 Mew Leave Aeauest
b Bt i el A T

Click Submit to create the cancellation

request and send it through the approval

ol St - Elermnentiary Schicol Teactw
process. Leprow Type Sick Luzwre

(] [t

Helsnca tefore requass 1275 Hoars| | Ses your Sick Leave Reguests

BEpACLYE TRDERT TO DAtEESR p4LCEL LEave TiEs
peevicmaly Expoctad snd Podosd == TERS. dcigiasl
Legtoe Feegieard 1211025

Ramaoa

TVE arF 1000

Sieei Qule QTOTZ0N0 Eeyed Thmee 0700 A
End Doyt STOTI0T0 Bl Tirved  [0.00 FRY

Lt Bl i il .

Inboariap ~ * pan =
Pledisa "B Yol
i cedste ammom
Aedsiveg fo Thin Aequees
Commaney perinning
10 This Liada Fodhcpa ikl
=
[ ]
Supesnvise s Marre; Mard s E5 Princpal Sopervisers Emal eapinffnooc K2 ah vg
R il Sl 1 Il afied
4 dpproved & Exported Leave Requesting - J'
4
; AE.- Jab Iescrition tomelme gy, §
You may choose how many rows to view by S [ ?
clicking on the drop down arrow next to Number - R Exported §
of Rows Displayed. L = ew'-f:
I R e
Clatais i) 1 ?;mlhrrﬁmm E::mmum P—r
o | T | <[ EomAmereawd ik Lapa i

2/7/2011 Page 18 of 20



Set Leave Starting & Ending Time Preference

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

f-[ Set Default "Start Time"™ and "End Time" for Leave Requests}

Select Starting Time | 91 ] 00 [ am [

Select Ending Time |01 |- 00 ] Am [

| Set DEFAULT Starting & Ending Time Preferences :I

I: Clear DEFAULT Starting & Ending Time Preferences :I

1. Enter a starting time
2. Enter a ending time
3. Click Set Default Starting & Ending Time Preferences

CHANGE PASSWORD

£ i g ™ T N T P AT T T T T et T i g

This feature will allow {
L
you tO Change YOUF i New Password (must be at least & characters)
password once you are ; Re-Enter New Password [
|Ogged into Kiosk. Please enter old and new passwords.
i
You must enter your old ST ERPUe T Er R U e
password and then type the new one twice before clicking on ‘*Change Password’.

Old Password

Change Password ] [ Cancel ]

Your password must be 8 characters in length.

Your district has the ability to configure that your password change in a certain humber
days. Your district may also require you to use at least one capital letter, number or
special character when creating your password. They will let you know of those
requirements.
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CORRESPONDENCE

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

% EEPRIHGﬂl:-ﬂU:I-"-z‘ﬂ-I'JEI?EIMEI"‘_" | Logent

y Empioyas Kiosk h Diner Links M (1] N Enek Dapumeniaion  WEOECH

When you click on Contact Kiosk [ Eampaes Messsge

Admin a message box will
display for you to type a
message that will be sent to the
Kiosk Admin for your district.

Click Send with done typing your
message. [cancel | [ Sema |

Fubprct

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

,-[ Correspondence ]

Status Open hd
Opened ¥ Subject Status Last Message
Q 02/07/2011 02:33:27PM | Sick Leave Accrual | Pending | My sick leave accrual amount does not look correct.
1-1
To view the correspondence . Compose Wessaps
between you and the Kiosk
. . p Enhiecl Sk Lamw sooal
Admin click on the magnifying Measagd
glass. You will see a history of
the correspondence and have
the ability to send a new
| Archive Correspondence | Camenl ||5e11d |

message. |
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