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LOGGING IN

Logging into the Kiosk requires a full email address and user password.
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NEW EMPLOYEES
HOW TO REGISTER FOR A KIOSK ACCOUNT

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

1.

2.

3.

You will be required to enter the following:
Either an employee id or social security number
Select the county where your district is located

Select your district

. 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.

. 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.



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.

Clicking the (=) symbol will close the announcement.

KIOSK Announcement Board

Scheduled Maintenance Windows *

Security/Privacy Announcement *

appropriate school officials.




PROFILE

The profile page gives the user the personal information drawn from our payroll
system

Employee Profile
Employee ID: HEDOOO 100 State Certification 1D ZToE01021
Name
Grace Nietle Mame c Last Name Payrell
Contact Information
Education / Qualifications
Degree Type Bachelors ECE Qualifcatar Neot Applicable
:
Employee Dates

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 contract information.

If you have multiple positions you can select the position from under the Current
Positions section and the contract information for that position will display below.

Current Positions

Job Title Calendar Start Date Job Status

Payroll Clerk 08/G4/1999 Active Display Details

Position Details

Job Title  Payroll Clerk
Building Name  Cherokee Elementary School

nt  $50,000.00

y 8
od §1,923.08

260 Calendar Start Date  08/04/1999

zme  Kevin Treasurer Supervisor Email  treasurer@ncoce.k12.0h.us



PAYSLIP

There are now 2 options for viewing payslips.

0 View USPS Payslip

O View/Print Pay Slip {PDF}

The main difference between the two optionsis 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.

Payslip

B View USPS Payslip

[Fe View/Print Pay Slip {PDF}

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.

The default is the last 3 months of pay.
You can click on the calendar icon to change the date range.
Once you have your date range entered you can click Load Payslips.

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

The number of payslips that are displayed can be changed by selecting the
drop down arrow and setting the display to another number.

Payslip Sumimary



View / Print Payslip

The information displayed is the same
as that on the direct deposit email
notification.

View/Print Pay Slip {PDF}

1 When you first select the
View/Print Pay Slip {PDF} option you
can e View and/or Print Payslip

e Download & Save Payslip

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.

List of Available Payslips

Qv |‘ Go PRows 15 v Actions >

Download & Check
View and/or Print Payslip Save Payslip Pay Date Number

|71 07/25/2019 637319

174 & 07102019 637141



VIEW/PRINT W-2

i [

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

Leave Balances

I:.‘\.‘ View/Print W-2

| agve Request

List of Available W-2 Wage and Tax Statements

Q | Go Rows 50 v Actions v
View and/or Print W2 Download & Save W2 Tax Year
71 2018

Control Number
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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

Monthly Accum Begin
Accrual Unit Max Bal Balance
Personal Leave N/A Draily 3.00 3.00 2.00
Sick Leave 1.25 Draily 200.00 MN/A 4475
Vacation Leave 0.834 Draily 18.00 MN/A 6.838
-3
NOTICE: Dispiayed Leave Balances may not refiect 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, personal, vacation, etc.), Job
Number, Transaction Type (Either Absence or Accumulation), and Start/End Date.
Filtering on any of the areas requires you to click the Action icon to initiate the
filter.

Each column that is underlined gives you the ability to sort the information based

on that column. To sort on Activity Date so that the most recent dates are at the
top click on the Activity Date.

Detail Leave Activity

Q A i
M Go Rows 100 v Actiohs ¥

Trans Type Length OFf Absence Unit Activity Date
Sick ] Accumulation 125 Daily 02/01/2004
Vacation o Accumulation 834 Daify
Sick 0 Accumulation 125 Daily
Vacation 0 Accumulation 834 Daily
Sick o Accumulation 125 Daily
Vacation 0 Accumulation 834 Draily
Vacation 1 Absence 1 Daily
Sick o Accumulation 1.25 Coaily

Vacation 0 Accumulation 834 Daily



LEAVE REQUEST B Leave Request

There are 4 areas under Leave Request: B3 Create Mew Request
O Create New Request
O My Request(s) in Process
O My Processed Request(s)
O Set Leave Starting & Ending Time Preferences [ Set Leave Starting & Ending Time Pref

BEm v Request(s) in Process

B My Processed Request(s)

E Supervisory Functions & Reports

Create New Leave Request.

New Leave Request

Notice: you hava entersd 2 Date that exists in the past.

08/08/2012

08/08/2019 = o4 o

1. Fiscal Year To Date Absences display at the top of the leave request.
2. Make sure your job that is eligible for leave is selected.

3. Select your leave type. If your district requires an additional reason for a specific
leave type (sub-category) another box will display to select additional reasons for
the leave request. Once you have selected your leave type a balance of that leave
type will display and you will have an icon to click on to see additional leave
requests that have been requested but not subtracted from the balance for that
leave type.

4. You will need to enter a reason for the request. Some 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.

5. 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. NOTE: If you enter a date that
is in the past you will receive a warning message that the date exists in the past.
You can still create the request for the date in the past by clicking submit.



6. Start and End Times  sevsereaes
are both required - if you [
forget the time, you will

be prompted to add it pr
upon submitting your e
request. This can be set ==t 2

as a preference. See Set
Leave Starting & Ending
Time Preferences section.

7. Enter amount of time
you are requesting off. If
your district uses days '
you will enter your

request in increments of

.50. (Refer back to

announcement board)

8. Your phone number | N -

will be populated from o B
your Profile information. e i

Initiated

[ sonwer |
9. Place a check mark in

the “Full Notification” box

if you want to receive an email every time action is taken on your request. If you
do not place a check mark in this box you will receive an email message when the
request is initiated and when it has received final approval.

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

11. Substitute Needed

PLEASE IGNORE - YOU STILL NEED TO FOLLOW YOUR CURRENT PROCESS
TO NOTIFY YOUR SUPERVISOR THAT YOU NEED A SUB.



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

File{s) to Attach

1. Click browse to find the attachment that is located on your PC.
Once you have located the file click open.

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

3. When your request has been filled out completely press the submit button.



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.

If the date you are entering in your leave request is duplicated in another request
you will receive a warning message.

Leave Reguest Informaticn

Start Date Start Time End Date End Time Toral Leave Day(s)

08/26/2019 DE00 A 0973/2013 04:00 PM =S

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

Week One
Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday,
August 25, 2019 August 26, 2013 August 27, 2013 August 2B, 2013 August 29, 2019 August 30, 2019 August 31, 2013

d L | [ | o | [ | b | [




Set Leave Starting & Ending
Time Preference

Filter *

Filter Type ® coumn O Row

You can enter a starting and e B i i — )
ending time preference so that

when you go to create a leave

request the starting and ending
time that you have set as a Starting Time
preference will be automatically o i o 9
entered into the leave request i i
when creating a new request.

Clear DEFAULT Time Preferences Set DEFAULT Time Preferences

Ending Time
v

Enter a starting time
Enter a ending time
Click Set Default Starting

QPW N

Ending Time Preferences






