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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

screen on the right will display.

You will be required to enter the
following:

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
email address on file.
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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.

Emplog% 1

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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nouncement Board ]

Al P

by Friday.
Thanks

Payrall

4
Payroll Update *: i
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 g
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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.

% wmEmployas Higek N Diher Links \lF'I:I-'-“ N NCOECH - Klgsk tvabeie =0
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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 /s sssitisns ;
contract information. | —
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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 = BEvaluation Date Attached
1001301 994 - 1

1-1

,-[Perfnrmanl::e Review Info }

Employee Name Evaluation Date = Next Evaluation Date
SANDREA S BULLOCK | 10/13/19949

,-[Assuciated Performance Review Files }

File Id Filename Description Created By Created Datetime A
Sandra
gp— . | Bullock Ferfarmance 10/06/2009 04:18
download: 2008 Review 2009 KIOSKDEMOEMCOECH. ORG PM
review. docy
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PAYSLIP

There are now 2 options for viewing payslips.

e View USPS Payslip

e View/Print Pay Slip {PDF}

éF’a].stip

View USPS Payslip

wiPrint 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.

it L L e L

Steciing [t 110

jm el Ty 1 B

|
==

L Pyl |

- Papsip Summary |
Humber o Roeaes Eeeplages] SO0 - \

. 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.

. 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.

< Fay Slip Summary

Click 1o View  Bagiieil Chack

aroms et

Fay B Dofz & Rum
[ QDTTZ00R MO0 |§1.623.09 5145008
'ﬁ I | 032000 SOAST (81,0035 08 81,450 60
{ [TAGT) QXDZ0IL M0 (51136407 SE3040
[} QXD+ SO0 |[81,136.48 SEIR1O
[TAnT) MiZ3200L BE™ 511389 SE3810
[} Q1idids SO0EsS 8113648 SEIDIO
[AG) 12203 M0ZE 5113841 569010
[ap} 1A 22005 SO0did |81,13648 SEIRL10
[ 117723 01m |§1.13689 SE3810
[} TIHAR00% 500154 |84, 13648 SEAD10
[AGT}) TVIZ03 013 5113840 569010
[ap} AN TE200S SO0i0d |81,13648 SEIRIO
[ATE] TVTEZ0 3 B00aTs 5113640 SEF0.110
[} Q200 s SOmSH |81,13648 SEIDIO
5117 QRTIZ03 MW |(51.1368] SE3810

Expori in S5 *—

g
;
;

-r-c-.-c-.-c-.'-c-.-c-.'-c-.-c-rg

i
i

O g oo o oo o o9

is

5 EE
g
B

Py ey ey gy
=N
=T T

=

a e oo o oo o o9
I A I A N G A
a e oo o oo o o9
L T R R T R R T R T R R T

PR g ) ) PR ) R e

Bumier of Rows Dpleyed 200 5 \

2/7/2011

Page 7 of 20



|~ Wiwm [ Frint Fap BoE |
The information displayed is the
same as that on the direct deposit
email notification.
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View/Print Pay Slip {PDF}

o TR

T Rary Slip

T T W W W W I T WY LW T

J 5 :_-r_ & ..l--._l‘.._g. _—

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 |

T WL,

1-1
. . Download &
View and/or Print Payslip save Payslip Pay Date = Check Number
'w.‘ _'w\' 01282011 | 5838680
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.

2/7/2011
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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 74 74 2007

Payslip 1-1

YiewlPrint -2
Leave Balahces

Leave Reguest
Substitute
Coordinator Leave
Repaorts

Wiew Building Leave
Calendans)

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.

{ Leave Balances]

Personal Leave MiA | Daily 2.00 3.00 2.00
Sick Leave 1.25 | Daily | 200.00 MiA 1275
Yacation Leave 0.00 | Daily 0.00 [iA 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 Al A Start Date
Accumulation), and End Date
Start/End Date. Once you
have selected how you want [ 'petail Leave Activity |
the information filtered you
m_l:_Sttpress t?let Go icon to Humber of Rows Displayed 100
initiate your filter.
Job Trans —  Activity
_ Categol o d | Iype 2. M pat
Each column that is Absence
underlined gives you the Sfu:k 0 Au:u:umulatfon 1.25 Dafly 02/01/2004
abiIity to sort the Sfck 0 Accumulatfon 1.25 Dafly 01/01/2004
information based on that Sick 0 Accumulation 1.25 | Daily | 12/01/2003
.. Sick 0 Accumulation 1.25 | Daily | 11/01/2003
column. To sort on ACtIVIty 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 | 07/071/2003
Export detail activity to CSV
1-9
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LEAVE REQUEST

There are 4 areas under Leave Request: Leave Request
O Create New Request
Q My Request(s) in Process
Q My Processed Request(s)
O 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 leave Job | Active - Elementary School Teacher [ m

type. If your district
l‘eCIUireS an additional Balance before request 3.00 Day|s)  See you'r' Personal Leave Ii{'equ-e'sts'
reason for a specific
leave type (sub-
category) another box Reason
will display to select
additional reasons for

Leave Type | personal Leave bl 2

-

0 of 1000

the |eave request 4 Start Date ;| (use MM/DDNYYY format) Start Time | 01 |- ;; oo [ Am | '_
Once you have < End Date gl (Use MMIDDAYYY format) End Time | 01 oo [ | am __.
selected your leave St use format i, ##, ##4, e 4| ©)
type a balance of that e e —
leave type will display ca&?‘;ﬁ:g:}‘ﬁg (444) 4844484 | { || Full Notification []| 8

i Relating to This Request .
and you will have an

icon to click on to see
additional leave c .

omments pertaining
requests that have to this Leave Request .
been requested but N
not subtracted from o

Enter the name(s} and contact information, if available, for any

the balance 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 Name: Marcia ES Principal  Supervisor's Email: eSPRIN@NCOCC K12.0H.US
req uest. 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.

A\ New Leave Request |

[ cancel | cLEAR]| [suBMIT

6. Enter amount of time
you are requesting off Job | Active - Elementary School Teacher [
If your district uses Leave Type Personal Leave wd | D
hOUI’St_YOU _Wi:]] enter If Balance before request 3.00 Day(s) [ See your Personal Leave Requests
your time In nours.
your district uses days
you will enter your o i
request in increments of
25, 0 0f 1000
4 Start Date ﬂ[use MIM/DDNYYYY format) Start Time | 01 | |; 00 AN
7. Your phone number will 1 EndDate 7| (use MMIDDYYYY format) End Time | 01 [ 00 £ | A [
be populated from your e use format i#, ##, ##4, ##8%| B
Profile information. SR .
C‘"’E'O?Eﬁiiﬁﬁﬁﬁ (444) 4444448 | £ jFuH Notification [ | &
8. Place a check mark in Relating to This Request

the box if you want to

receive an email every ot e

time action is taken on to this Leave Request e
your request. If you do 9 oo

nOt place 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 |t has received Supervisor's Name: Marcia ES Principal  Supervisor's Email: eSPRIN@NCOCC.K12.0H.US

fl nal a pproval 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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{Select Fileis) 1o Atiach |

12. Click browse to find the
attachment that is
located on your PC.

13. Once you have located
the file click open.

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.

3. 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.

4. 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.

2/7/2011
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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.)

Professional Leave Request Form
6. Once you have submitted the s o e
request for prOfESSIOnal |eave Name: Emily Es Teacher A . Position: Elementary School Teacher
you have the ability to print a e
Professional Leave Request ot Tasvs reestad: 1 Dey()
Form to submit after your leave aSeaten Eron eeting
So you can enter your actual recessionss ST S
expenses, attach receipts and Buspose of Hesting: Heting
submit for reimbursement. Yenor OCRAOn: O e, o8 45221
rooes mepamens oot 4135 00
o g, gt "FNID BECEIRTS MUST BE ATTACHED FORMLL EXPENSES 5% b e o

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 | &

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

NALAA At A A e s Ve ity

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.

A LaEva Fapuasla) in Brocess

e

ok | Tapr TSR | sl ikl D
ot Apotoes R ARELIER||C s | T
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Eepan ip C5

Bymbes of Roms Diaplayed 5 -

Snam Do

Q2T (36PN | 0LETR0 DT A0 | DRI QL TOPY

1-1

Eni Diss

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.

Cancel the Request
Make Comments
Add Attachment

nhownNe

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

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.

| Transaceion History

| Lanvs Benuest Oatail ;
11 PEscatano ts W Loave Adsasist | [cancel m ‘ll?_}
— ———— = M hcsoa Comunang. | | /ESSELEN
13 | npply Comments DMLY | Dain
Chilthiil R HardsES a2mani
Stams o ik Lisa Acliniy: DN 6 %30 B Principal Flow Intinied TP
3 Masin ES Buagliut (00T
k. Ebarreardsy Privecipai Principal Hapded 9x¥FH
Leawn Types Gick Leove
Ciwrand Balooca 3975 Dagis (STETRTTR
Rz T2
Hia 2adic. | Bumiser of Bows Dtaplayad &

ERard Dty FHTTEDT -ERard Thme; O7:00 54
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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 rE;l 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 All » Status Al Al GO |

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.

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.

»Approved & Exporied Leave Raguesiie) -
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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.

Click Submit to create the cancellation
request and send it through the approval
process.

You may choose how many rows to view by

clicking on the drop down arrow next to Number

of Rows Displayed.
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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.

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

Select Starting Time | 4 - 00 AM

Select Ending Time | 01 ;00 AM

Set DEFAULT Starting & Ending Time Preferences

Clear DEFAULT Starting & Ending Time Preferences

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

CHANGE PASSWORD

- D I — B R PR o
N T il i e A R T e

This feature will allow

é Old Password
1
you to Change your 1 New Password (must be atleast § characters)
password once YOU are ? Re-Enter New Password Change Password ] [ Cancel ]
|Ogged into Kiosk. Flease enter old and new passwords. 4
i
3
You must enter your old R T e s gy

password and then type the new one twice before clicking on ‘*Change Password’.

Your password must be 8 characters in length.

Your district has the ability to configure that your password change in a certain number
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.

Emp G

% Emptoyes Kook

ESPRINENCOCS K1Z 0H US| Eﬁlx Mgk fumir | Logoa

% Eiek Dacumiaion MODED
n DENGrLinks % BDR MODECH

When you click on Contact Kiosk . [cempass Messnge
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. [Cancet | [ Sen]|

Sulbrrct

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

,-[ Correspondence ]

Status Open -

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 { Composa Nessags

between you and the Kiosk i

Admin click on the magnifying Measagd

glass. You will see a history of

the correspondence and have

the ability to send a new e — (et [t
message. ; —
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