Welcome to the alio Employee Portal!

The alio Employee Portal is a component of our alio Financial and Human Resources Software
Program. Convenient and easy to use, the portal is a valuable tool to access your personal
information as well as a staff directory and a library of district forms. Connecting is secure
and easy from any computer with internet access.

With the Employee Portal you can:

¢ View your current business and personal online business card information
* View a message area including district contact information for alio help and inquiries
» Access a staff directory

* Access a variety of district forms

¢ View your paycheck calendar

* View and/or print a copy of your pay stub (check or advice of deposit)

e View and/or print a copy of your W2's

* View leave balances and details (Personal, sick, vacation)

¢ View detailed leave calendar

¢ View your active deductions

¢ View your active benefits

¢ Submit changes to your demographic information to HR

What follows is a guide for using the alio Employee Portal. Please read through the following
guide before logging on. Please print this guide only if necessary. The Portal is very user
friendly and most will not need to refer to the guide after navigating through the portal once
or twice. We are focusing on saving paper and printing costs by providing this information
online. If you choose, you can save it to your desktop for future reference.

District 67 employees will use:
http://Ifsalioapp.ifschools.net:81/epd67/employee/serve/ss-request.php

District 115 employees will use:
http://Ifsalioapp.lfschools.net:81/epd115/employee/serve/ss-request.php

You can bookmark the web address in your “favorites” for easy access.

For employee information such as your employee ID number, please contact Lisa Tadel, [tadel@Ifschools.net
For help or questions about the Employee Portal, please contact Lisa Gillespie, Igillespie@|fschools.net
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Creating an Account

Your first step as a new user of Employee Portal is to create an account. You must have an active
employee record in the alio software solution to create an Employee Portal account.

If granted permission by the administrator, a former employee (employee status in alio is inactive)

may create an Employee Portal account.

To create an Employee Portal account:

1. Launch your Web browser and open the Employee Portal Employee Interface. The Login to

Employee Portal page appears.

Tip: A message will display if the MySQL or Oracle connection is not available. Contact

your Employee Portal administrator for assistance.

Figure 1-1. Login to Employee Portal page

=% Logln to Employee Portal
userame: | ]
Password: |
Signin

A

\

I Login to Employee Portal |

2. Click the Create an account link. The Create New Account page appears.

Tip: Fields marked with a red asterisk (*) are required.
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10.

11.

12.

13.

Figure 1-2. Create New Account page

Create New Account
* Required Information

Personal Information

¥ Employes No ¥Last 4 of Social Security No
* First Name Y Birth Date — ¥ = 7 =C
* Last Name *zip Code

Profile Information

¥ User Name : Minimurm 6 characters
* New Password Minimum 7 characters
*Confirm Password .
* Email i
grﬁ?:]l"Qvi!l b; usedifor system |Hbt|fiéaiia;and }’eiﬁévmg Iogin informatian

[ submit |[ cancel |

In the Employee No field, type your employee identification number. This number is
assigned in alio.

In the First Name field, type your first name.
In the Last Name field, type your last name.

In the Last 4 of Social Security No field, type the last four digits of your social security
number.

In the Birth Date field, select the year, month, and day of your birth date.
In the Zip Code field, type the zip code of your current home address.

In the User Name field, type the user name you want to use to log in to Employee Portal. You
must enter at least six characters. The back slash (\) character is not valid. If entered, an error
message will display prompting you to remove the \ from the User Name.

In the New Password field, type the password you want to use to log in to Employee Portal.
You must type a minimum of 6 characters. Single and double quote characters are not
permitted.

In the Confirm Password field, type the same password you entered in the New Password
field.

In the Email field, type the e-mail address at which you want to receive automatic
notifications from Employee Portal.

Click the Submit button to save your employee profile. An e-mail notification is sent to the
Employee Portal Info Email account.
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Logging in to Employee Portal

Follow this procedure to log in to the Employee Portal Employee interface.

NoTE: If you click the browser’s Back button when the Home page is displayed, the Login to
Employee Portal page appears and your Employee Portal session ends.

To log in to the Employee interface:

1. Launch your Web browser and open Employee Portal. The Login to Employee Portal page
appears (see Figure 1-1 on page 2).

2. Inthe User Name field, type your user name.
In the Password field, type your password.
4. Click Sign in to open Employee Portal. The Employee Portal Home tab appears.

Tip: A message will display if the MySQL or Oracle connection is not available. Contact
your Employee Portal administrator for assistance.

Figure 1-3. Home tab

@ Today Monday, November D9, 2009

(11 My Current Information &~ system Messages
| s my Business card | MylRerscnaliCard Thank you for logging into Emplayee Portal!
Kristin Baker .'. Your Paersonal and Businass Cards are shown to
N | g A
Lication THORNTON‘ I .l the left. To make changes, click the "Settings
ELEMENTARY (111) :JE' link above.

2900 PIN OAK DRIVE
TEMPLE TX 11111
Lot

warl, (997) 654-3111 L.t €413
Ll kbaker@ourschool.edu
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Requesting/Resetting a Password

Use the Forgot your password? link to request a new password, if you forget your current
password. You will receive an e-mail that contains a link to access the Reset Your Password page.

| Norte: This link will expire two days (48 hours) after the e-mail is generated.

A system administrator can also log into the system and manually unlock an employee’s locked
account.

To reset your password:

1.

On the Login to Employee Portal page, click the Forgot your password? link. The Forgot
Your Password page appears.

Figure 1-6. Forgot Your Password page

Forgot Your Password

Please enter your registered email address or user name below if
you have forgotten your login information. A link will be emailed to
reset your password.

User Name or Email: |

|ResetPassw0|d | Cancel ]

Contact the Employee Portal Administrator at admin®gurschoel.edu if you
do not remember your email address or user name.

In the User Name or Email field, type your current user name or your e-mail address.

Note: You may contact your Employee Portal Administrator using the e-mail address located
at the bottom of the page if you do not remember your e-mail address or user name.

Click Reset Password. A message appears notifying you that a link was sent to your e-mail
address.

4. Launch your e-mail account and open the e-mail notification.
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5. Click the link included in the e-mail. The Reset Your Password page appears.

Figure 1-7. Reset Your Password page

I Reset Your Password

please enter a new password in the fields below. Your new password must be at
least 6 characters and na more than 30 tharacters long.

password: ||

Confirm Passwordr

[ Reset passward ] [ canca |

6. 1In the Password field, type your new password. You must type a minimum of 6 characters.
Single and double quote characters are not permitted.

7. Inthe Confirm Password field, type your new password again.

8. Click Reset Password to save the new password. The next time you log in to the Employee
Portal you must use your new password.

Logging out of Employee Portal

To log out of Employee Portal:
» Click the Logout link in the upper right corner of the page.
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Navigating Employee Portal Pages

Employee Portal is a Web-based software solution. Use this section to familiarize yourself with
the terminology related to the Employee Portal pages and the techniques used to navigate those

pages.

The following figure illustrates a typical page and identifies the essential items on that page that
are referenced throughout this guide.

Figure 1-8. Employee Portal page components
Tab

Education

Cartificates Benefits & Deductions i 1 ==

Links

Page title LeaveDetails
Drop

Leave Type Fersonal v Down list

( Loave Type From To Description Duratlon.  Dock  Hour/Day Posted °|u'.“n
Fersurnal 11/01/2009 11/01/2009  ACCRUAL 5 0 HOURLY POSTED Headlngs

Personal 10/03/2009 10/03/2005  ACCRUAL 5 0 HOURLY POSTED
Personal 09/01/2009 09/01/2009  ACCRUAL 5 D HOURLY ROSTED
Page personal 12/01/2008 12/01/2008  ACCRUAL 5 0 HOURLY POSTED
Details_") personal 01/01/2009 01/01/2009  ACCRUAL 5 0 HOURLY PUSTED
Persanal 04/01/2009 04/01/2009  ACCRUAL 5 0 HOURLY POSTED
PeIsonal 03/01/2009 03/01/2009  ACCRUAL S 0 HOURLY POSTED
Personal 02/01/2009 02/01/2009  ACCRUAL 5 0 HOURLY POSTED
Personal 08/01/2009 08/01/2009  ACCRUAL 5 0 HOURLY POSTED
Personal 0S/01/2009 05/01/2009  ACCRUAL 5 D HOURLY POSTED

Page

<< <12345. 22 puger | v o Links
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Navigating the Home Tab

Use the Home tab to access the links to configure your Employee Portal settings, display a

company directory, and view company forms.

NoTE: If you click the browser’s Back button when the Home page is displayed, the Login to
Employee Portal page appears and your Employee Portal session ends.

Current
date

Business
card

l Curtificates

—>

) Today Monday, Novembor 09, 2009

[} My current Information

@l My Business Card My Personal Card

Kristin Baker

toeat:an THORNTON
ELEMENTARY (111) d.
2900 FIN OAK ORIVE P’.‘- 4
TEMPLE TX 11111

Dept

Job:

ok (987) 654-3111 Fal: 8413
tndl kbaker@oursthoskeds

RO system Messages

Thank you for lagging into Employee Portall

Your Personal and Business Cards are shown to ‘_
the left Ta make changes, click the “Settings"
link above.

System
[ messages

Click the My Personal Card button to view your personal contact information.

Figure 2-2. Home tab with My Personal Card

Personal
card

md'jl Padyrull Leaves

(%) Today Monday, November 09, 2009

[=h My current Information

My Business Card 1_Q My Personal Card :

Kristin Doker
Adiiacs: BOBL MoGregor Pk, R,

Templn, TH 11123 -y

Ih
Fhone  (F54) $65-1278 Fﬁ

Emergency Contact
s Kelly Parker
(111) 222-3333
A Sister
w5 4857 Wawa Ln
Temple, TX 11111

Benefits & Deductions
e | [

G230 gystem Messages
fh’ank yoa f;)l; |Eqruir;gilrr1to ‘Er;ploit;e bnrtal!
Your Paisanal and Business Cards are shown to

the left. To make changes, click the "Settings"”
link abave.
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Home Tab Links

Click the links at the top of the Home tab to configure the Employee Portal Employee Interface
account settings, view a company directory, and view company forms. The following table
explains each option.

Table 2-1. Home tab links

Home Page Click the Home Page link to return to the Home tab from N/A
another page in the Employee Interface.

Settings Click the Settings link to configure your Employee Portal Page 14
account settings.

Directory Click the Directory link to view a company directory. You can Page 20
also search for an employee in the directory and print that
employee’s business and personal cards.

Employer Forms Click the Employer Forms link to view and print company Page 26
forms.
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Configuring Your Employee Portal Account Settings

Use the Settings link to:

« Change your e-mail address, Employee Portal user name, and password

+ Select the home information that displays in the Company Directory

« Set the start and end month for the calendars that display on the Pay Check Calendar and

Leave Balances pages

To configure your Employee Portal account settings:

= On the Home tab, click the Settings link. The Settings page appears.

Figure 2-3. Settings page

Banifits & Deductions

o

Seltings

Your Employee Portal Account Settings

Manage your Employee Portal account settings by dicking nn an area below
a Your Email add ross
Change your email address.
" Change your usar name andfor password.
°€ 5 .
‘Change your parsonal intarmation ssttings.
0 Your Calendar Settinds

Changs your catendar settings.

To

o
Al

=t

:
J
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Updating Your Employee Portal E-mail Address

Use the Your Email Address link to change the e-mail address used by the automated e-mail
notification system. Changing your e-mail address in Employee Portal does not update your
e-mail address in alio.

To update your e-mail address:

1. Click the Your Email Address link.
Figure 2-4. Your Email Address settings

Your Employee Portal Account Settings

Manage your Employee Portal account settings by clicking on an area below

© rour Emiay Addrass
Enter an Email Address below then dlick "Update Email”. This infarmation will only affect the Employ=e Portal
and will not updats your infarmatian in aha.

Current Email Address: employesS23@ourschool.edu
New Email Address: i 1

Update Email
© Your User Name and Passward

Change your user name and/or passwoid.
[» 3% rsonal Information Settings

Change your personal mformation settings
© Your Calendar Settnas

Change your calendar settings,

2. In the New Email Address field, type the e-mail address you want to use with the automated
e-mail notification system.

3, Click the Update Email button to save the new e-mail address. A message is displayed
stating that your settings were saved and the Your Email Address link is closed.
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Updating Your User Name and Password

Use the Your User Name and Password link to change your user name and your password.

To update your user name:

1. Click the Your User Name and Password link.

Figure 2-5. Your User Name and Password settings

Your Employee Portal Account Settings

Manage your Employes Portal account sattings hy chicking on an ares helow.

© Your Emall sddrass
Change vour emall address

Four Usar Hame and Fassword,

User Name
Enter a new User Name of a minimum 6 characters. Then click “Update User Name”,

Current User Name: employes523
New User Name:

Update User Name ]

Password
Enter your current password in "Old Password". Then enter your new password below and click "Update
Password"

Old Password:
New Password:

Re-type New Password: |

N Jpdats Password

[» 27 rsonal [nformation Settin
Change your personal information settings.
© Your Calendar Settinas

Change your calendar settings.

2. Type the New User Name.

3. Click the Update User Name button. A message is displayed stating that your settings were
saved and the Your User Name and Password link is closed.

The next time you log in to Employee Portal, use your new user name.
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To update your password:

1.
2.
3

Click the Your User Name and Password link.
In the Old Password field, type your current password.

In the New Password field, type your new password. You must type a minimum of 6
characters. Single and double quote characters are not permitted.

In the Re-type New Password field, type your new password again.

Click the Update Password button. A message is displayed stating that your settings were
saved and the Your User Name and Password link is closed.

The next time you log in to Employee Portal, use your new password.
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Changing Your Personal Settings

Use the Your Personal Information Settings link to set the default home information that displays
on the My Personal Card in the Company Directory page.

To change your personal settings:

1. Click the Your Personal Information Settings link.

Figure 2-6. Your Personal Information Settings

Your Employee Portal Account Settings

Manage your Employes Portal account settings by clicking ar an area below
© Your Email Address

Change your email address,

© Your User Name and Password
Change your user name and/ar password.,

r '::Yog[ Persqnal Information Settinas
Salect the checkboxes belaw to display related informatian in the Directary. Click "Update Sertings” ta commit
your changes

[ pisplay Home Address
[ pisplay Home Phone

Update Seliings

© Your Calendar Settinas

Change your calendar settings.

2. Click to select the Display Home Address check box to display your home address on the
My Personal Card on the Company Directory page. Select this option to make your home
address visible to all employees.

3. Click to select the Display Home Phone check box to display your home telephone number
on the Personal Information Card in the Company Directory. Select this option to make
your home telephone number visible to all employees.

4. Click the Update Settings button to save your changes. A message is displayed stating that
your settings were saved and the Your Personal Information Settings link is closed.
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Changing Your Calendar Settings

Use the Your Calendar Settings link to set the start and end month for the calendars that display on
the following pages:

« Pay Check Calendar page

» Leave Balances page

To change your calendar settings:

1. Click the Your Calendar Settings link.
Figure 2-7. Your Calendar Settings

Your Employee Portal Account Settings

Manage your Employes Fortal account settings by clicking on an area bslow

© Your Email Address

Change your email address.

© Your User Name and Password

Change your user name and/or password,

© Your Personal Information Settinas
Change your personal information settings.

© ltour Calendar Settinas!
Select the starting and ending manth for the calendar displayed on the Pay Check Calendar and Leave
Balances pages. Click "Update Settings” to commit your settings.

Starting Month: 01 v
Ending Month: .12 v

Update Settings

2. In the Starting Month list, click the first month that will display in the calendars, where 01
represents January, 02 represents February, and so on. For example, to display a calendar from
January through December, select 01 as the starting month.

3. Inthe Ending Month list, click the last month that will display in the calendars, where 01
represents January, 02 represents February, and so on. For example, to display a calendar from
January through December, select 12 as the ending month.

4. Click the Update Settings button to save your changes. A message is displayed stating that
your settings were saved and the Your Calendar Settings link is closed.

19



Using the Home Tab

Viewing the Company Directory

Use the Directory link to view all employees that work in your organization or in one specific
location. Your system administrator determines the locations that you can view in the Company
Directory.

An employee must have an active status in alio to be included in the Company Directory. If the
employee’s record in alio has an inactive status, that employee’s information is not available in
the Company Directory even if their Employee Portal status is active. An inactive status in alio
indicates the employee is no longer part of your organization.

The Location displayed on the employee's Business Card is from the employee's current job. If no
valid job is found in the current contract year, the employee's work location is used. If more than
one work location record exists, the first one found is displayed. If there is no work location
record found, then a message displays stating no current information can be found for this
employee.

You can use the Your Personal Information Settings link on the Settings page to determine the
home information that displays on your My Personal Card in the Company Directory. You can
elect to display your primary home address and telephone number, only your home address, only
your telephone number, or no home information. The primary home address and phone number
that displays is maintained in alio.

To view the Company Directory:
1. On the Home tab, click the Directory link. The Company Directory page appears.
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Figure 2-8. Company Directory page
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2. Click an Alphabet tab to list all employees whose last name begins with that letter.

3. Click a name in the employee list to display that employee’s Business Card.
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Figure 2-9. Company Directory displaying an employee's business card
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Tab

4. Click the My Personal Card button to display that employee’s home information, if

available.

Figure 2-10. Company Directory displaying an employee's personal card
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Searching the Directory for an Employee Record

You can search the directory by name for a specific employee record, by location, or by name and
location.

To search for an employee record by name:
1. In the Search field, type the characters contained in the employee’s name.

2. Click the GO button to display the employee records on each Alphabet tab that meet the
search criteria entered, that is the characters entered are contained in the employee’s name.

To list employee records by location:

1. In the Location field, click the location from the list provided. Your system administrator
determines the locations available for selection in this list.

2. Click the GO button to display the employees on each Alphabet tab that work in the selected
location.

To search for an employee by name and location:
1. In the Search field, type the characters contained in the employee’s name.

2. In the Location field, click the location from the list provided. Your system administrator
determines the locations available for selection in this list.

3. Click the GO button to display the employees on each Alphabet tab that meet the selected
search criteria.
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Viewing Employer Forms

Use the Employer Forms link to view company forms uploaded by the system administrator.

To view a company form:

1. On the Home tab, click the Employer Forms link. The Employer Forms page appears.

Figure 2-12. Employer Forms page

Education

Status Memo Template

¥ o Ly H %
? RIREMployer Forms . SRS
L T e T
il

IMPORTANT: You must select the Display PDF in browser option to view PDF documents
using Adobe® Reader. You may set this option by accessing Edit > Preferences >
Categories: Internet in Adobe Reader.

Bunulits & Deductions . -._-_ v
I G| O

2. Click a form name to download the form. A window appears prompting you to save or open

the form.

3. Select the Save option to save the form to a directory on your computer or the Open option to

open the form in a new window.

Tip: If you open the form in a new window, you can print the form using the application’s

print function.

4. Click Close to close the page.
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Navigating the Payroll Tab

Use the Payroll tab to view the payroll calendar for the current year and your Payroll Advice,
salary compensation details and W-2s. Your system administrator determines the number of past
year pay checks/advices and W-2s available to view and print.

You can set the first and last month that display in the pay check calendar using the Your Calendar
Settings link on the Settings page. Refer to “Changing Your Calendar Settings™ on page 19 for
further information.

Dates with a green highlight represent a pay day.

Figure 3-1. Payroll tab
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Using the Payroll Tab

To change the calendar year:

= Click the Left Arrow button to view a previous year’s pay check calendar. Click the Right
Arrow button to view the next year’s pay check calendar.

Note: Your administrator defines the range of years available in the Calendar Year field.

Click Today to return to the pay check calendar for the current year.

Viewing Your Pay Check/Advice Detail

You can view and optionally print a Pay Advice for any pay day. Pay days are highlighted in
green.

If you received multiple checks on the same day, a Pay Check List displays the checks paid on
that day. You can select a check to view that pay check and advice detail.

Searching for a Pay Advice

You can use the Past Pay Checks list on the Pay Check/Advice Detail page to search for a pay
check by date and check number.

To search by date and check number:

= In the Past Pay Checks list, click a pay date/check number record. The Pay Check/Advice
Detail for that pay date and check number displays on the page.

Note: Your administrator defines the range of years available in the Past Pay Checks list.

Viewing and Printing a Pay Advice

Follow these instructions to view and print a pay advice. Your organization’s logo will print at the
top of the pay check/advice if the logo is defined in the Employee Portal system preferences by
your administrator.
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Using the Payroll Tab

To view and print your Pay Advice:

1.

In the Pay Check Calendar page, click the pay date for the Pay Advice to view. If you
received multiple pay check on that date, a Pay Check List page appears.

If you received only one pay check on the day, the Pay Check/Advice Detail page appears
(see Figure 3-3 on page 30).

Figure 3-2. Pay Check List page

: Pay Check List_

Employee No Employee Name Check Date Check No Net Pay

160628 Kristin Baker 01/04/2008 $2,290.00
160628 Kristin Baker 01/04/2008 30159796 $172.93

<< < 1 » »> Page) 1 v

Click a pay check in the list to view the corresponding advice detail. The Pay Check/Advice
Detail page appears.

Note: If the Pay Period Start and Pay Period End dates are not set, these fields will not
display on the Pay Check/Advice Detail page because this functionality was not supported
prior to the alio 10.3 release.

Figure 3-3. Pay Check/Advice Detail page
Pay Check/Advice Detail

—

L Past Pay Checks E|
ay Check/Advice
Emplayes Name iy ber Withholding Status | Add Withholding | Check Date  Chreck Humbar
| Federal State | Federal | State
Adama, Jane nG1ese ML 1271872039 2A21GH39R
Emglayee Name | PayPeriodStart | Pay Period End | Check Hessage
Langhrarril Schoel Bistacl 09/18,/2009 0872172010

Earnings Deductions/Benetits
fate | Tims | Amaunt Duscription | Dessrip b * Deduction | YTU Nesefit  YTD Bemaflt
| | Amaust || Amount Amgunt Amount
€,095.25 144 6.055.23 ART 5153 OPPENHEIMER ARHKUITY 750.00 9,450.00
1.200.00 9 1,260.00 PRO GROWTH gzt TRS 502.90 5.121.25
354.21 144 354.21 T C ALLOTMENT 0202 TRS [HS 31.08 520012
208.35 144 208.35 MASTERS Q22T MED RETMEUKSE 50.00 600,00
|euzs cenTAL s €L 33.00 396.00
03435 AMFI DISABILITY 69.56 £34.72
:1200 TRS EXCESS 1538.97 2. pmaiaT
1201 TRS CARE 43.22 440,13
1300 HEALTH BENEFIT 354 0a 4.243.00
1201 LIFE CONTRIB €.00 7200
1302 DEKTAL BENEFLT 20 90 36000
|1501 w C PROF 31.43 3z0.04
1600 UNEMPLOYMENT 777 79 00
|2200 TRS PASS THRU 315.27 5.677 .26

Direct Deposit
DFI Bank No DFI iank Mane } DFT Account Number Amount
31497664 crexsveigse 5.667 73
GROSS | TAX DEFERRED | SEC. 123 | TAXABLE | FEDERAL TAX | STATETAX | wMISC, | BOC. SEC. NET DAY
{ DEDUCTIONS | © | EARNINGS | WITHHELD { WITHHELD | DEDUC. | MEDICARE
7,857.81 790,00 83.00  6.481.31 693 54 9.00 623 54 940 5.667 73
80.019.76 9.480.00  996.00 §4,422.51 6451 74 DOC 647609 000 5661591
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Using the Payroll Tab

3. Optionally, click the Print button to print the Pay Advice. The Print Pay Check/Advice page
and Print window appear.

4. Print the Pay Advice.
Click Close to close the Print Pay Check/Advice page.
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Using the Payroll Tab

Downloading a W2

Use the View W-2s link to download a W-2 for a previous year or the current year. Your system
administrator determines the number of past year W-2s you can download.

Your district’s policy will dictate if you can view and print your original W-2 form or a reissued
W-2 form.

IMPORTANT: You must select the Display PDF in browser option to view PDF documents
using Adobe® Reader. You may set this option by accessing Edit > Preferences >
Categories: Internet in Adobe Reader.

To download a W-2:

1. On the Payroll tab, click the View W-2s link. The View W-2s page appears.
Figure 3-5. View W-2s page

| Home Tk aves

Download W-2 statements for 2008 TX
Download W-2 statements for 2007 _TX
Download W-2 statements for 2006 TX
Download W-2 statements for 2005 TX
Download W-2 statements for 2004 TX
Download W-2 statemants for 2003 TX
Download W-2 statements for 2002 TX

2. Click the year link to download the W-2 you want to view. The W-2 displays in PDF format
on a new page.

You can print or save the W-2.
3. When finished, close the W-2 document.

33



Using the Leaves Tab

Navigating the Leaves Tab

Use the Leaves tab to display a table showing the beginning balance, earned FTD, pending leave
(requested via Self Serve but not posted plus any requests awaiting processing in alio HRS), taken
FTD, and ending balance for each leave type that you accrue. You can also view a calendar that
shows when you have scheduled leave days. The type of leave is identified by the color

highlighting the date.

Tip: Refer to the calendar legend to determine the type of leave. See the following figure for the

location of the calendar legend.

You can set the first and last month that display in the leaves calendar using the Your Calendar
Settings link on the Settings page. Refer to “Changing Your Calendar Settings” on page 19 for

further information.

Figure 4-1.

Calenda
legend

Leaves tab

ATHLETIES
GOME HOURS
ELUCATION Ly EONCATIONS

OTHER
STATE BERSONAL
STATE SICK LY

raguests not finalized and any requests waiting processing in HRS.

ATHLTIES
. LOCAL 9ICK

TWTF S
34 567
1011 1213 14
516 17 18 19 20 21
22 23 24 25 2627 28
29 1C 31

5™
12
8 9
1

SMTWTF S
: 1
2 345 6 7 8
Q9 101112131415
16 17 18 19 20 21 22
23 24 2526 27 28 2%
30

CAOMP HOURE

OTHER

Leave Balances

Monies/Days Deginaing Dalance Earned FTO

Leave Type: All

DALY 0,0DD000 0.0D00CA  ©.DI00GY
HOURLY 0.000000  0.0000G0 0.000000
DAILY 3,500000  0.000000 0.000000
DALY 0.000000 0.0000C0 0 GO000O
HOURLY 63.500000 15.000000 6.000000
DAILY 0.000000  0.000000 0.000000
DAILY 32000000 15.000000 0 Q00000
HGURLY 14.500000  0.000000 0.000000

E0UCATION LV EDUCATIONA
l ITATE PERIOHAL

(< ETIEN -

SMTWTGFS

1234
5678 91011
12 13 1416 17 18
19 20 21 22 23 24 25
26 27 28 29

17 18 19 20 21 22 23
24 25 26 27 28 29 30

Oclubir 2012

SMTWTFS

1234568
7 8 9 10111213
14 15 15 17 18 19 20
2422 2324 25 26 27
28 20 30 31

SMTWTFS
123

4 5 6 7 8 910
111213 1415 16 17
186 19 20 21 22 23 24
25 26 27 28 29 30 31

2223 24 25 26 27 28
2930 11

SMTWTFS
1 2 3
4 5 6 7 3 § 10
1112 13 1415 1617
1819 2021222324
2526 27 28 39 30

0.000500
0.000000
0.000G00
2.000600
8,000000
9.000000
11.00GG00
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JUAY DUTY

. STATE 1CK LY

SMITWTFS
SR A - T - e
8 9 0k iz L+
15 1617 18 1830 21
ie 3 24-25 2047 38
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2345687 8
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1% 17 18 19 20 21 22
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0.00G00D
0.060000
-1.0086000
-2.000000

66.500000
-9.000000

37.000000
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Using the Leaves Tab

To change the calendar year:

= Click the Left Arrow button to view a previous year’s leave calendar. Click the Right Arrow
button to view the next year’s leave calendar.

Click Today to return to the leave calendar for the current year.

Filtering the Leaves Calendar

Use the Leave Type list to filter the types of leaves that display on the calendar. The default is to
display all leave types on the calendar.

To filter the calendar by leave type:

» In the Leave Type list, click the type of leave you want to display. The Leave type table and
calendar display only the selected leave type details.
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Using the Leaves Tab

Viewing Leave Details

You can view leave details using one of the following methods:

* Click the Leave Details link.
» Click a Leave Type link in the Leaves table.
+ Click a highlighted date in the Leaves Calendar.

NOTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages™ on
page 8.

To view leave details:

1. Select the method you want to use to view leave details, The Leave Details page appears.
Figure 4-2. Leave Details page

! Leave Details

Leave Type Al v

| Leave Type Description Duyiation Dock Heur/Day Posted

Local N4/01/2008 04/01/2008 ACCRUAL S 0 DAILY POSTED
Personal 04/01/2008 04/01/2008 ACCRUAL 1 0 HOURLY POSTED
Local 03/03/2008 03/03/2008 ACCRUAL 5 0 DAILY POSTED
Personal 03/03/2008 03/03/2008 ACCRUAL 5 0 HOURLY POSTED
Local 01/29/2008 01/29/2008 ACCRUAL 5 0 DAILY POSTED
Parsonal 01/29/2008 01/29f2008 ACCRUAL S 0 HQURLY POSTED
Local 01/01/2008 01/01/2008 ACCRUAL S 0 DALY POSTED
Personal 01/01/2008 01/01/2008 ACCRUAL 5 0 HOURLY POSTED
Local 12/03/2007 12/03/2007 ACCRUAL .S 0 DAlLY POSTED
Personal 12/03/2007 12/03/2007 ACCRUAL 5 0 HOURLY POSTED

€ €4 2345 222 Pogar 1 ¥

2. To filter the leave details by type, click a Leave Type from the list provided. The table
displays leave records for the leave type selected.

37



Using the Certificates Tab

Use the Certificates tab to track earned certifications and to keep those certifications current. You
can view active and expired certifications and endorsements related to a certification. Employee
certifications are maintained in the alio HRS Employee Maintenance System.

This chapter discusses:

+ Navigating the Certificates Tab
» Viewing Active Certificates

+ Viewing Expired Certificates

+ Viewing All Certificates

+ Viewing Certificate Endorsements
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Using the Certificates Tab

Navigating the Certificates Tab

Click the Certificates tab to display the Active Certificates page. This page lists all certification
you have received along with the expiration date for each certification. Use this tab to verify that
your certifications are correct and up-to-date.

Figure 6-1. Certificates tab

Home payroll Loaves ; 1‘:_ i Benefits & Deductlons
—— = 5 v 2 () -

Active Certificates

Certlficate No. Certificate Type Certificate Level Recelved Date Exp. Date
10/01/2006 09/30/2012

121212 QOneY ALL 01/01/2009 12/31/2009
987654321 STAN PY.-8 11/19/2008 11/19/2010

<< % 1 x »> Page: | ¥

Certificates Tab Links

Click the links at the top of the Certificates tab to view only active or expired certifications or all
certifications The following table explains each option.

Table 6-1. Certificates tab links
Purpose Page Ref

Active Certificates Click the Active Certificates link to list your active Page 42
certification records on file with Human Resources. Active
certifications have an expiration date greater than today’s date.

Expired Certificates Click the Expired Certificates link to list your certifications Page 42
that have expired. Certificates displayed on this page are
expired when the date is prior to or equal to today’s date.

All Certificates Click the All Certificates link to list all of your certifications, Page 43
both active and expired.
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Using the Certificates Tab

Viewing Active Certificates
Use the Active Certificates page to view your current certificates.
I NOTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages” on

page 8.

To view Active Certificates:
= Click the Active Certificates link.
Refer to Figure 6-1 on page 41 for an illustration of the Active Certificates page.

Viewing Expired Certificates

Use the Expired Certificates link to view your expired certificates.

I NOTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages” on
page 8.

To view the Expired Certifications page:

= Click the Expired Certificates link.
Figure 6-2. Expired Certificates page

b s
Expired Certificates
Certificate No. Certificate Type Certificate Level Received Date Exp. Date
555955 , STAN 1-12 08/01/2008 07/31/2009
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Using the Certificates Tab

Viewing All Certificates

Use the All Certificates link to view your current and expired certificates.

| NoTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages” on
page 8.

To view the All Certificates page:
» Click the All Certificates link.
Figure 6-3. All Certificates page

1 Benefits & Deductions prsF

5 {J..

Certificate No, Certificate Type Certificate Level Received Date Exp. Date
10/01/2006 09/30/2012
01/01/2009 12/31/2009
0e/01/2008 07/31/2009
11/19/2008 11/18/2010

555555
987654321
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Using the Certificates Tab

Viewing Certificate Endorsements

Optionally, you can select a certificate number to list the endorsements related to that certificate.
Endorsements are defined in alio.

I NoOTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages” on
page 8.

To view the Endorsements page:

» On the Active Certificates, Expired Certificates, or All Certificates page, click the
Certificate No link to list the endorsements related to that certificate. The Endorsements
page appears.

Figure 6-4. Endorsements page

Endorsements

Tyne Level Description
Elermentary Seli-Cantaingd L0/ EONE 09/30/201%Z

Kindergarten 10/01/2008 10/01/2012
Information Processing Technology 10/01/2006 09/30/2012
Elementary Music

< £ 1 2 22 Pager 1V
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Using the Benefits and Deductions Tab

Navigating the Benefits & Deductions Tab

Click the Benefits & Deductions tab to view your current payroll deductions and benefit packages
for accuracy. You can also view future and expired payroll deductions and benefits.

Figure 7-1. Benefits and Deductions tab

Anmoant Percent Amount YTD Start Date End Date

0019 BCBS-BASIC EE ONLY S57.54 230,16
TRSI TRS INSURANCE 0,65 31.76
TRS TRS 6.40 312,69

Benefits & Deductions Tab Links

Click the links at the top of the Benefits & Deductions tab to view current, future, and expired
payroll deductions and benefit packages. The following table explains each option.

Table 7-1. Benefits & Deductions tab links

Active Deductions Click the Active Deductions link to list your current payroll Page 47
deductions. This is the default view.

All Deductions Click the All Deductions link to list your current, future, and Page 47
expired payroll deductions.

Active Benefits Click the Active Benefits link to list your current benefit Page 48
packages.

All Benefits Click the All Benefits link to list your current, future, and Page 49

expired benefit packages.
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Using the Benefits and Deductions Tab

Viewing Active Deductions

Use the Active Deductions page to view your current payroll deductions. Your payroll deductions
are maintained using the alio HRS Payroll Processing System.

I NoTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages” on
page 8.

To view Active Deductions:
= Click the Active Deductions link.
Refer to Figure 7-1 on page 46 for an illustration of the Active Deductions page.

Viewing All Deductions

Use the All Deductions link to view your current, future, and expired payroll deductions. Future
payroll deductions have a start date that begins in the future. Expired payroll deductions have an
end date.

l NoTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages” on
page 8.

To view the All Deductions page:

» Click the All Deductions link.
Figure 7-2. All Deductions page

Amount Percent Amount YTD Start Date End Date
(018 BCBS-BASIC EE ONLY 57.54 230.16
DYCR TISD DAYCARE 225.00 08/01/2006 05/31/2007
TRS] TRS INSURANCE 065 3176
TRS TRS 6.40 312.68
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Using the Benefits and Deductions Tab

Viewing Active Benefits

Use the Active Benefits page to view the benefit packages in which you are currently enrolled.

I NOTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages” on
page 8.

To view the Active Benefits page:
* Click the Active Benefits link.
Figure 7-3. Active Benefits page

Hoine I Payiall I Leaves I Education ' Celtificates

Amount Percent Amount YTD Start Date End Date
1,028.00

8CBS DIST PD - BCBS 257.00

LI TISD PD LF 1.15 4,60
TREC Entity Contribution 0.55 26,89 09/01/2003
WCA DIST PD- WRK CMP 0.38 1B.56

£€ £ 1 > 22 Page: | V
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Using the Benefits and Deductions Tab

Viewing All Benefits

Use the All Benefits page to view the current, future and expired benefit package enrollments.
Future benefit package enrollments have a start date that begins in the future. Previously enrolled

benefit packages have an end date.

I NoTE: See the sorting and page navigation methods in “Navigating Employee Portal Pages” on
page 8.

To view the All Benefits page:

= Click the All Benefits link.
Figure 7-4. All Benefits page

Amount Percunt Amoaunt YTD Start Date End Date

BCBS DIST PD - BCBS 257.00 1,028.00

DEN DIST PD- DENTAL - SINGLE 24.96 07/31/2006
LI TISD PD LF 1,15 4.60

MED DIST PD - MED REIMB 157.04 09/01/2005 08/31/2006
TREC Entity Contribution 0,55 26,88 09/01/2003

WCA DIST PD- WRK CMP 0,38 18.56

€ €1 2 3> Pagu | ¥
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Submitting a Request

Submitting a General Information Request

Follow these steps to submit a request to change your contact information in your electronic
personnel file.

To submit the request:

1. On the Self Serve tab, click the Make A Request link. The Make a Request page appears
(see Figure 1-2 on page 3).

2. Click the Demographics link. The Demographic Request page appears with the General
tab selected.
Tip: Any field with a gray background is protected information and cannot be changed.

Note: The message displayed at the bottom of the page is entered by the administrator. This
message may change so it is important to read the message each time you make a request.
Figure 2-5. Demographic Request page

Damoglaphic Request

Self Serve Requests > Demographic Reguest

Enerency ot

~ Required Informauion

* First Name: Middlo Mamme: ! Last Npmie: Generalion:
Kimbathy i] Harisan H v

* Address 1: Address 2: Address 3:

10626 LORVOOL DR

* Clty: ¢ State: ¥ Zip Code:

Wy GISSIng iy 12512-55496

Home Phone: Mobile Phone: Office Phone: Extenslon:
7155555656 11112225696 [

Humans v shuss a0ty liumaeric values 2nly liumans vslues only

Comments

O Emall me each step of the approval process.
@ Emall me only on the final step of the approvai process.
O Do not emall me about this request.

~ Submit Cancel |

Verify the mformation is cottect

3. Make the necessary changes to the data entry fields.

Tip: A red asterisk (*) identifies required fields. Press Tab to move from one field to another.
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Submitting a Request

4. Click to select one of the following options:

+ Email me each step of the approval process option to receive an e-mail
notification each time the request is approved.

« Email me only on the final step of the approval process option to receive an
e-mail notification only when your request receives final approval.

+ Do not email me about this request option to not receive any e-mail notification
about the approval status of your request.

5. Click Submit to submit the request for approval.

Submitting a Dependent Request

Use this procedure to submit a request to add a new dependent record, update an existing
dependent record, or delete a dependent record.

To submit a request to add a dependent:

1. On the Self Serve tab, click the Make A Request link. The Make a Request page appears
(see Figure 1-2 on page 3).

2. Click the Demographics link. The Demographic Request page appears.

3. Click the Dependents tab.
Tip: If applicable, a list of current dependents displays at the top of the page.

Figure 2-6. Demographic Request page, Dependents tab
Demographic Request

Self Serve Requests > Demographic Request

T (G N ST

O Add New

Name 558 Nirth Date  Helatiopship Phons Number Address Edit

tarcus Hanson  &2z.3= 9488 Husband 10626 LORWCTOD DR 4
Wyomissing, pa 19612

Ltuke Hanson sze=-==-8372 056/05200G Son 10625 L ORWGOD DR 4

Wivonussing. pa 19612

Verify the information is correct,
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Submitting a Request

4. Click the Add New button to display the form used to request the addition of a dependent.

Note: The message displayed at the bottom of the page is entered by the administrator. This
message may change so it is important to read the message each time you make a request.

Figure 2-7. Dependents tab after clicking the Add New button
Damographic Requast

Self Serve Requests > Demographlc Request

O sdd New

Name  SS#&  Birth Date Relationship Phone Number Address Edit

There Is no dependent Informatian on file.

e
w Use the form below to request a new dependent.

= Required Information

* Flrst Name: * Last Name:
* Soclal Security Numbur: * Blrth Date: o ‘Bglgllrurnsilllp:ﬁ B
Numaric values only Fr=mat vl ddl vy T
* Phone Number: * Address 1: Address 2:
|
humeric valuas only
¥ City: * State: * Zip Code:
[ ¥
Comments

O Emall me each step of the approval process.
® Emall me only on the final step of the approval process.
QO Do not emall ma about this request.

(oo )

Please checl vour dependents to make sure the information in accurate,

5. Complete the fields marked with a red asterisk (*) and any optional fields necessary.
Tip: Press Tab to move from one field to another.
6. Click to select one of the following options:

« Email me each step of the approval process option to receive an e-mail
notification each time the request is approved.

+ Email me only on the final step of the approval process option to receive an
e-mail notification only when your request receives final approval.

« Do not email me about this request option to not receive any e-mail notification
about the approval status of your request.

7. Click Submit to submit the request for approval.

Click Cancel to cancel the request.
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Submitting a Request

To submit a request to change or delete a dependent record:

1.

4,

On the Dependents tab, click the Edit button that corresponds to the record you want to
update or delete. The details for the dependent selected display.

Make the necessary changes or click to select the Delete this dependent check box to delete
the dependent record.

Tip: A red asterisk (*) identifies required fields. Press Tab to move from one field to another.
Click to select one of the following options:

« Email me each step of the approval process option to receive an e-mail
notification each time the request is approved.

+ Email me only on the final step of the approval process option to receive an
e-mail notification only when your request receives final approval.

+ Do not email me about this request option to not receive any e-mail notification
about the approval status of your request.

Click Submit to submit the request for approval.

Click Cancel to cancel the request.

Submitting an Emergency Contact Request

Use this procedure to submit a request to add a new emergency contact, update an existing
emergency contact record, or delete a emergency contact record.

To submit a request to add an emergency contact:

1.

On the Self Serve tab, click the Make A Request link. The Make a Request page appears
(see Figure 1-2 on page 3).

2. Click the Demographics link. The Demographic Request page appears.

Bt

Click the Emergency Contacts tab.
Tip: If applicable, a list of current emergency contacts displays at the top of the page.

Figure 2-8. Demographic Request page, Emergency Contract tab
Demographic Request

Self Serve Reguests > Demographic Request

ST '

© Add New

Name Relationship  Address Phone 1 Phone 2 Edil
MARCUS  H4NSON 10623 LORWOOD DR (111)222-3333 4

WYOMISSING, PA 19610-1234

Verifs the inforration 1s correct




Submitting a Request

4. Click the Add New button to display the form used to request the addition of an emergency
contact,

Note: The message displayed at the bottom of the page is entered by the administrator. This
message may change so it is important to read the message each time you make a request.
Figure 2-9. Emergency Contacts tab after clicking the Add New button

Demographic Request

Self Serve Requesis > Damographic Request

© add New
Name Relationship  Address Plione 1 Phonie 2 Edil
MARCUS  HANSON 10626 LORWOOD DR (111)222-3333 4

WYOMISSING, PA 196101234

-
/\l) Use the form below to request a new emergency comtact.

* Required Information
* Name: * Relationship: ¢ Address:

FCly: ! State: * 7ip Code:
|

* Phone 1: Phone 2:

liumere values only

Comments

O Emall me each step of the approval process.
@ Emall me only on the final step of the approval pracess,
() Do nol emall me aboul thls request.

[ suomit | |_cancet |

Verify the information s correct,

5. Complete the fields marked with a red asterisk (*) and any optional fields necessary.
Tip: Press Tab to move from one field to another.

6. Click to select one of the following options:

« Email me each step of the approval process option to receive an e-mail
notification each time the request is approved.

« Email me only on the final step of the approval process option to receive an
e-mail notification only when your request receives final approval.

+ Do not email me about this request option to not receive any e-mail notification
about the approval status of your request.

7. Click Submit to submit the request for approval.

Click Cancel to cancel the request.
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