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Feature Discussion

m Ability to build and work with a list of employees
m Ablility to save and recall employee lists
m Navigation tools for employee lists
m Multiple choices for searching and retrieving employees
m Flexible settings for an individual experience
Employee...
QuikPeeks

Auto-highlight required fields

m Local configuration options
Favorites
Hot Keys
SpeedLinks
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Accessing QCC/Employee Maintenance
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Employee Maintenance — Main Form

£+ Employee Maintenance 39 - The Train USD : - |EI|£|

File  Options Window Help HotKeys

PR P F+8EH

=l Personnel
- Demographic (MA)

- Termination (TE) |
e By SSN | By Ex Ref | By Name

- Comments (C0) I—
- Client Defined (CL)
-- Name Change History
- Employment Verification (VE) S5N Ext Ref# -
- Leawe Information (LV)
- Benefits Management (BM) —Search Results [Press Ctrl + Enter to select the highlighted employee]
- Applications {AF) | Name | D | G | Ty [Ste | BU | RC | LG | Teminated | Work Phone
- Action Log (AL)

- Action Log History (AH)

- Search Action Log History
- View Audit Log

- Quick Label Print

- Employee Data Import
[+ Emergency/Medical
- Professional
Bl Pesition Control
& Payroll

—Search Panel
District: |39 - [ Include Terminated [~ Addto grid

EyIDl

| =

”SBlected Employee/List

[ ¥r: 2008 Dist: 39 Site: 1 G5: W | 8/8/2012 [ 8:23:22 AM .:
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Employee Search — Simple
SSN, Ext Ref, Name or ID

%+ Employee Maintenance 39 - The Train USD QS50 _1Ol x|
Eile Options Window Help Hot Keys
<752 | searchby ssn Crl+Alt+5 |u
%, Search by External Ref  Ctrl+Alt+E
a Search by Mame Ctrl+alt-+H4
E..
I Search by ID Ctrl+alt+1 rch Panel
Rdarerriuarrelissan =i H By SSN | - Refl - — | District: |33 = I Include Terminated [~ Add to grid
ame
EL] Search F3 Selected EmployeeiList
“32  Advanced Search Cirl+Alt+A I ﬂ =]
“#  Clear search results Ctrl4F1 SSh: ExtRef#:
Change SN F10 arch Results [Press Cirl + Enter to select the highlighted loyes]
4= Add MNew Employee Fa MName | |8} | G | Ty | Site | BU | RC | LG | Teminated | Worle Phone
[ Grid Output shift+F11
& Printscreen Fi1
First Employee Shift+F5
- Frevious Employee F5
g Mext Employee F&
L] LastEmployee shift+F&
View Autodoad Settings Ctrl-+M
Enable Favorites
Advanced Search (Old)

[ ¥r: 2008 Dist: 39 Site: 1 GS: W [ 8/8/2012 [ 8:25:47 AM _.:
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Employee Search — Advanced

£+ Employee Advanced Search

File  Options

[?q:}hﬂ H X %I r'"sF Q Saved Searches

=10l x|

{General Ffamitian | Dates | Payrol |

District: 39 - The Train USD | Terminated: | =|
Name : I Gender : Iﬁ
Street Address © | City: |
State I j ZipCode : I—
HomePhone: [(_ 3 - WorkPhone: [(__) _ - B [ PayrolliPosition control FY: |
[ee =] | Employestype: [ [ ([ [ [ (T T T
[ea =] [5%] werktocaion: [ [ [ [ [ [ [
[ee =] & sebemtegory: [ [ [ [ [ [ [ [ I I
[ra =] (5]  Joboode: | | | | | | | | | |
e =] 159 Workealendar- [ [/ [ [ [ [ [ [
[ee =] Effsataryscheae: [ [ [ [ [ [ [ [ [
[ee =] S| Reporteode: [ [ [T [ [ [
[ee =] & teaveorow: [ [ [ [ [ [
en =] & Bergainingunit: [ [ [ [ [ [ [
[ee =] & Termination: [ [ [ [ [ [ [ [
[en =l (3| Ewiccode:[ [ [ [ [ [ [ [ [ [
[ee =] S| Racectmic: [ [ [ [ [ [ [
[en =l [ Rececode: [ [ [ [ [T [ ]

Yr: 2008 Dist: 39 Site: 1 G5: W | 8/8/2012 | 8:29:18 AM _:
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Employee Search — Advanced (cont.)

£+ Employee Advanced Search

File  Options

P X

r"sF Q Saved Searches

=10l x|

" General Information
—Hire Date —Original Hire Date —Rehire Date ———————— — Termination Date
Start: |/ Start : I_f"_f_ Start : I_f_f_ Start : I_f"_f_
End: |/~ End : I_x"_f’_ End: |_/ / End: |_/_/
— TB Expiration Date —Fingerprint Date — Evaluation Due Date —Last Check Date
Start : I_f’_f Start : I_f"_f_ Start : I_f_f_ Start : I_f"_f_
End: |_/_/ End : I_x"_f’_ End: |_/ / End: |_/_/
—Senionity Date —Previous Semonty Date —Misc Date
Start : I_f’_f Start : I_f'_;’_ Start: |_/_/
End: |_/_/ End : I_f'_f‘_ End : I_f_f‘_
r—Birth Date — Longewvity Base Date
Start: |_/_/ Start MonthDay : |—'— Start: |_/_/ Start Month/Day : |_/_
End: |_/_/ End Month/Day : I_f’_ End: |_/_/ End Month/Day : I_,f_
—Anniversary Base Date
Start : I_f‘_:‘ Start Month/Diay : I_f'_
End: |_/_“ End Month/Day : I_,’_

¥: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 | 8:31:14 AM .:
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Employee Search — Advanced (cont.)

File  Options

[?qf}‘; H X %I r'"# Q Saved Searches

=10f x|

Mﬁl Paylocation: | [ [ [ [ [ [ [ [ [

e =] & Pyt [ [ I

(2 =] ﬂl Control group - | | | | | | | | | !
e =] & Retsysem:[ [ [ I

lﬂﬁl BankTRvee: | [ [ [ [ [ Bank ABA Number : |

e =] 49| Payschedue: | | | | | | | | | |

e =] (|swtDedprofie: | | | | | | | | |
o =l e[

—Payroll Select — Tax Information

)

Exempt

Status
Iﬁ‘dl Pay name : I Federal :

Date paid for payroll select I_f_f'_ State

County :

City :

I
ninininint
ﬂﬂﬂﬂﬂ%
Ll L) Lo L e

Local
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Employee Search — Add to grid

£+ Employee Maintenance 39 - The Train UsSD

File  Options Window Help HotKeys

P RE P F F 5 EHE

Search complete. 1 record(s) found.

=101 %]

= Personnel \
r—Search Panel

inati | trict : - i i
Termination (T E] By SSN By Ext Ref | By Name 1stri 39 Include Terminated Add to grid
- Employee ID Maintenance

EyIDl

- Comments (CO)
. Client Defined (CL) [o01006

Selected Employee/List
HPAIN. TRUE |

- Name Change History
-- Employment Verification (VE) Ext Refi : 001006 S5M - }-3¢-1000 SEID: 1000123456

- Leawe Information (LV)

- Benefits Management (BM) —Search Results [Press Ctrl + Enter to select the highlighted employes]

- Applications (AP)
. Action Log (AL) Name ! E'“nga' G | Ty |Ste BU | RC | LG | Teminated

Wark Phone

- Action Log History (AH) FAIN, TRUE 001006 F FT |DO26 M |02z AV (630372-0200

-- Search Action Log History
- Wiew Audit Log
- Quick Label Print
-- Employee Data Import
- Emergency/Medical
- Professional
- Position Control
B+ Payroll

[ ¥r: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 | 8:34:31 AM _:
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Employee Search — Grid Output

%+ Employee Maintenance 39 - The Train "< 10| x|
File  Options Window Help HotKeys

PR P XFEL TS DO |

Search complete. 1 record(s) found.

= Personnel
LD hic (MA) Search Fanel
. Termination (TE) r DR B | District: [39 =] I Include Terminated [+ Add to grid
[Bonaoupne =
File  Cptions

‘@0 = A [ o3l pal e |

e |Hstory Name emed Dist | £demel G |Ty |Ste |BU |RC |LG | Teminated | Work Phone
» 39 |o01006 F o[rm [oo2s [o4 [o2 [av (B50)372-0200
"~ |PERCOX, DEWAYNE DAPMAN 39 |001004 M |FT |ooo2 AV

PERSNIKITY. REALLIE SNIKSTER 33 |001003 M [T [ooo2 o4 (o2 |av 5551212143

PERSON-SMITH, DARRYL 39 |oo1002 M |FT |oom |04 |02 |A2 (E50)372-0200 X608

TESTER, IMA 33 |001007 M |FT o000  |of AV
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File — Settings ...

%+ Employee Maintenance

39 - The Train USD

QS5/0ASIS

=10l x|

ﬁl Options  Window Help HotKeys
[5  show status Cirl+F12 h
View recently added employees [Empty]  Alt+v
| settings v Load
“®  Clear Settings on Exit Save...
% Bt F12 Sl " Include Terminated ¥ Add to grid
W I_ Delete Employes/List
.. Client Defined {CL) Employee... TRUE j
- Name Change History ] Employee Search
mem?:g. VE) . Default Masterfile Sort SEID: 1000123456
- Benefits Management (BM) i PYHDATE Range. ..
B wmirprl QuiPeek... BU | RC | LG | Teminated |  Work Phone
. Action Log History (AH) ﬁ Previously Viewed List 04 02 P (B50)372-0200
- Search Action Log History Color Mode AV
2_::!{h:3dﬁm — Auto-activate on Mouse hover
.. Employee Data Import | Auto-highlight required fields 04 |0z AV 5551212143
- Emergency/Medical ] Auto Action Log 04 |02 (A2 (620)372-0200 x608
S mﬁmc?mm I Put cursor in search panel when this screen is activated 01 AV
- Payroll Show info icons when highlighting required fields on dataforms

[ ¥r: 2008 Dist: 39 Site: 1 G5: W | 8/8/2012 | B:51:56 AM .:
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Settings — Employee...

Configure Maximum number of Open employees

Choose the maximum number of employees that can be opened :

i@ Windows Colors () Basic Colors
Configure Employee Color Identfication

(Erveret | [Erverez | [Enoeies] [ Erverset ] [ Envieres |

| FontColor | | FontColor | | FontColor | | FontColor | | FontColer |

Choose Employee Grid Colors

Row Color Font Calor

|

] [_I Sample Grid Row
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Settings — QuikPeeks

%+ QuikPeek Settings

=10l x|

Awailable QuikPeeks

|Cnmments

Prime Paosn
Deductions
Pay Lines
Checks CY
Checks FY
Chks Range
W4 Data

Loailable DataForms

[T Teaching Preferences (TS
[T Assignments/EMH (EA)

[T Assignments/STD (PO)

[T Assignment Info (EC)

[T Position Control Search

[T Job History (JH)

[T PAT - Other Assignments
[T PAT - Related Data

[T Senicrity Inspection (S)
[T Wié/Control Data (\W4)
[T Direct Deposit

¥ Deductions (PD)

¥ Pay Lines (PR)

[T Payrall Events (PE)

[T Time Card Entry (TC)
[T Deferred Pay

[T Deduction Accumulators
[T Substitute Batch Entry
[T Tax Meodeling

[T Payroll Data Import

[T Payroll History

[T Search Pay History

[T Inspect Labor/Benefits
[T View Retirement History
[T View w2 Data

Ml Right-click context menu

Checle All

Uncheck All

|mvert Selection |

oK
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Employee Maintenance — QuikPeeks

0% Demosraphic 30 he tram _nixi
File Options Mavigaton  Window
l H H%qﬁ r'"# e Eg Q&Switch to: = | AllPosns - | Comments - .
PAIN, TRUE 1006 XXX-XX-1000 ID: 1000123456 ChangeMode Lot
Show 55N |/| DEA1-04/09/2011-18:05:24 .
Title Last Name First Name I Preferr
| [pa1n {TRUE [ Name History |
/
Mailing Address : IBG'I LAmerican Street [~ Restrict
%+ All Posns for PAIN, TRUE 1ol =|
|
1 File  Options -
- : T: I VI
™ Close | [ Grid Output .;-; Print Screen
W |
He
Seq| Postion | Mame P | Start End | Placement | P-FTE | Pct E-FTE | Location
000024 |COUNSELOR |Y |07/01/2002 11C <11 | 1.0000 | 100.0000 | 1.0000 | UNION MIDDLE SCHOOL
Residen
L/21/1956
La
|
Fa
i — MGEMNT 'I
Hispani 'I
Ethn I Loyaly: @
| vl
— Y

[ ¥e: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 | 11:02:51 AM .
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Settings — Auto-highlight required fields

%+ Employee Maintenance

File | Options Window Help HotKeys

39 - The Train USD

Q55/0ASIS

=10 %]

[ Sshow Status Crl+F12
View recently added employees [Empty]  Alt+V
| Settings 4 | Load
%2 Clear Settings on Exit Save...
% Exit F12 Save As... " Include Terminated ¥ Add to grid
s (CO) Delete ed Employee/List
- Client Defined (CL) r Employee... TRUE j
- Name Change History ] Employee Search
. Employment Verification (VE) = SEID: 1000123456
o I tion (LV) Default Masterfile Sort
- Benefits Management (BM) [ Searc PYHDATE Range...
Sy — I_':'“ m[f]P] Quikpeek.. BU | RC | LG | Teminated |  Work Phone
- Action Log History (AH) O  Frevioust ViewedList M iz |av (650)372-0200
- Search Action Log History Color Mode AV
;f:km L‘;_:irl — Auto-activate on Mouse hover
- Employee Data Import _ Auto-highlight required fields |0z AV 5551212143
B- Emergencyﬂlacicd | Auto Action Log 04 (02 |A2 (650)372-0200 x608
i-- Emergency (M
I ZEIIOIEIS[E']"E'] _ Put cursor in search panel when this screen is activated o1 AV
Medical (ME") I Show info icons when highlighting required fields on dataforms g & ALUB L
----- Handicaps (ME™)
- Professional
- Position Control
- Payroll

[ ve: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 | 1:56:39 PM .:

15




"
Employee Malnt MA — w/requwed fields

£+ Demographic - The Train USD Q550 - |I:I|
File  Options Mavigaton  Window
L ¢ M« 174 1IN 15 g i - - -
H H % b'i r'"sF g | Q& Switch to: All Posns Comments .
ChangeMode .:

PAIN, TRUE 1006 XXX-XX-1000 ID: 1000123456

Show 55N || DEA1-04/09/2011-18:05:34 _:

Tifle  LastName First Name . Preferred
| [eazw [rruE |_ [ NameHistory |
Mailing Address : 867 American Street ™ Restrict

City: [San carlos sate:[ca +| zP: [sa00

Hm: |(g50) 777-7777 | j [ Restrict Wrk: |(850) 372-0200 Ex: | T | j Oth: [(000) - - T | j
Work email : |
Home email : |

Resident Address : |

city: | [ = ze: [

Hire - [01/24/2000 Rehire: | Original Hire : [01/24/2000 Date of Birth : [11/21/1956
Longbase: | Annbase: [04/24/2000) TBEx: [10/01/2010 Evalustiondve: |
Fingerprint: [01/24/2000 | | Senionity: [04/24/2000 PrevSeniority: [ mise: [

Type: |FT - FULLTIME | Group: [ Gender: [F s: [ [ Bargaining unit: |04 - M@mT < |

Ethnicity : [KL - KL =] Repcode: |02 - crass 7] Citizen: US - USA =]
r e e | | 5| 5| 5| -
Ethnic/Race : | | Disabled : [~ Veteran: [ #Dependents: [0 Fringe: [~ Loyaly: ¥
- | =] | =] o | g

[ ¥r: 2008 Dist: 39 Site: 1 G5: W | B/8/2012 | 1:58:48 PM .
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Options — Enable Favorites

2+ Employee Maintenance

File | Options | Window Help HotKeys
w30 F  Searchby s Crl-+Alt+5 u
%, Search by External Ref  Cirl +Al+E
@ Search by Name Cirl+Alt+H
Search by ID Cirl+alt+ ch Panel
L_—_l..
Put cursor in current search field  F1 District© [39 - st e ed] 7| Add to orid
EySSNlEyE:dHeflEyName By ID | W [z e o
ECl Search F3 Selected Employes/List
X Ii.’ Advanced Search Cirl+Alt+A IUUlUUT I j ’]PAIN, TRUE j
fiz  Select Highlightsd F4
¥ Clear search results Ctrl+F1 By SEN ; XX 1000 SEID: 1000123456
Change 55N F10 arch Rezults [Press Ctrl + Enter to select the highlighted employes]
4 Add New Employee Fg e + || Bdermdl G| Ty |Ste |BU|RC| LG | Teminaed
{|  Add Substitute Employee Ctrl+F39 i PAIN, TRUE 001006 F FT |D026 oM |02 AV (650)372-0200
| Grid output Shift+F11 e 001004 M |FT |oooz AV
'..3 Print Screen F1i1 PERSMIKITY, REALLIE
5 (SMIKSTER) 001003 M FT Dooz 4 02 AV BB5-1212 %143
& FirstEmployee Shift+F5 PERSON-SMITH, DARRYL 001002 M |FT |0D01 o (02 (A2 (650)372-0200 608
Previous Employee F5 TESTER, IMA 001007 M |FT |DOOOD m AV
Mext Emplayee F& TROUBLE, REAL 001005 M [FT |DD15 0o |02 (650)372-0200 x608
] LastEmployee shift+F6
B View Autodoad Settings Ctrl-+Hq
g Enable Favorites
Advanced Search (Old)

39 - The Train USD QS5/0ASIS

=10l x|

¥r: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 | 2:02:32 PM .:
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Adding forms to Favorites

%+ Employee Maintenance 39 - The Train USD QS5/0ASIS =3 x|
Fle Options Window Help HotKeys

P RE P L +5¢FH

Favorites -
&l Personnel Search Panel
.Eyssr\ll By Ext HE.‘fl By N By ID | District: |33 = " Include Terminated [ Add to grid
- B ame
== |al L= |. Selected Employesilist ——————————————
B AddtoSpeediinks > oo1007 | =l “PNN,THUE |
- Client Assign Hotkey
s Remove Hotkey Ext Ret : 001006 SN : X06X0¢-1000 SEID: 1000123456
.. Leave Information (LV) —Search Results [Press Ctrl + Enter to select the highlighted employes]
- Benefits Management (B
B = Name s || Exemal G| Ty |Ste | BU|RC | LG | Teminated | Work Phone
- Action Log (AL) ﬁPAIN,THUE 001006 F [T (oo |4 (o2 |Av (650)372-0200
- Action Log History (AH) PERCOX, DEWAYNE
::E:;:MI It "°9|H1_ - P.sErEFKquIETH\; REALLE 001003 M |FT |oo02 |04 (02 |AV 555-1212x143
- Employee Data Import 3 y x
Empl Data | PERSON-SMITH, DARRYL 001002 M |FT (o001 |4 (02 |A2 (650)372-0200 x608
- Emergency/Medical TESTER. IMA 001007 M [T [oooo (o AV
IE'"B'Q“_ z:"ior(:E(aE.] TROUBLE, REAL 001005 Mo|FT |om5s | |02 (650)372-0200 x508
Medical (ME*)
----- Handicaps (ME")
[ Professional
&- Position Control
- Payroll

[ ¥r: 2008 Dist: 39 Site: 1 GS: W | B/8/2012 | 2:24:58 PM .:
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Employee Maintenance — Favorites

2+ Employee Maintenance 39 - The Train USD 10| x|

Fle Options Window Help HotKeys

PR P XFD

B}-Favorites —Search Panel
- Demographic (MA) _ reh Fans Dietr ) _
.ﬁs&{lnerl:'fENH (EA) By 55N | By Ex Fba‘fl By Name By ID | istrict : IBB- vl [T Include Terminated ¥ Add to grid
- Pay Lines (PR) Selected EmployesiList
fons (°0) Joo1007 | =l | [panTRUE |
- Demographic (MA)
.. Termination (TE) Ext Refif : 001006 SSN ; X004 1000 SEID: 1000123456
- Employee 1D Maintenance
- Comments (CO) —Search Results [Press Ctrl + Enter to select the highlighted employee]
- Client Defined {CL
e F[EQLY Name || Bdemal G| Ty |Ste | BU | RC | LG | Teminated |  Work Phone
- Employment Verification (VE) |ﬁ PAIN, TRUE 001006 F [FT [0026 |4 |02 |Av (650)372-0200
- Leave Information (LV) PERCOX, DEWAYNE
- Benefits Management (BM) {DAPMAN) 001004 M FT D002 AN
. Applications {AP) FERSNIKITY, REALLIE
_ Action Log {AL) SNIKSTER) 001003 M |FT |0002 |04 |02 |Av 555-1212x143
- Action Log History (AH) FERSON-SMITH, DARRYL 001002 M |FT [0001 |4 |02 [A2 {650)372-0200 X608
-~ Search Action Log History TESTER, IMA 001007 M |FT |ooDD | AV
TROUBLE, REAL 001005 M [FT [0015 |04 |02 {650)372-0200 X608

[ ¥r: 2008 Dist: 39 Site: 1 G5: W | 8/8/2012 | 2:27:39 PM .
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Employee Maint. — Adding Hot Keys

QS5/0ASIS

%+ Employee Maintenance

File

Options  Window  Help

Hot Keys

39 - The Train USD

PR P FF50 0

E-

- Immunizations (ME™)
- Medical (ME”)
‘- Handicaps (ME")

Professional
[+- Position Control
- Payroll

=10 %]

Hotkey for Demographic (MA)

El- Favorites -
D hic (MA) Search Panel —Maodifier
....gzm.:;gnu (EA) BySSNl By B F{efl By Name By ID | District : |35- d I I~ cil [ it ™ Shift
Selected Em
- Deductions (PD)
£ Personnel |oo1007 | [ HPAIN. TRUE Key
- Termingt Add to Favorites Ext Ref# - 001008 SSN - 300601000 I vI
- Employes Add to SpeedLinks
Qm._m| Search Results [Press Cirl + Enter to select the highlighted employee] —————
- Client Assign Hotkey
e S— Name + || Bt G | Ty |Ste | BU e
- Empl rorr ey |l Pin. TRUE 001006 F [FT 0026 |04 —or S
- Leave Information (LV) PERCOX, DEWAYNE
- Benefits Management (BM) (DAPMAN) 001004 M |FT |DDO2 AV
.. Applications {AP) FERSNIKITY, REALLIE
- Action Log History (AH) PERSON-SMITH, DARRYL 001002 M |FT (0001 |04 |02 |A2 {650)372-0200 x608
- Search Action Log History TESTER. IMA 001007 M |FT (0000 |O7 AV
3 gf:k "Labdm“:i - TROUBLE. REAL 001005 M [T foots |4 oz (650)372-0200 x608

[ ¥r: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 [ 2:38:32 PM _:
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Employee Maintenance — Show Hot Keys

%+ Employee Maintenance 39 - The Train USD Q5S5/0ASIS - IEllﬂ

File  Options Window Help | HotKeys
<3 5;%[_»? rEs | Demographic (MA)  Ctrlsshift+M |

Assignments/ENH (EA)  Ctrl+Shift+E
Pay Lines (PR) Ctrl+5hift+P
El- Favorites Deductions {PD) Ctrl+Shift+D

_g,m & ' District : [39 | T Include Terminsted
i : = nat
Assi : =/ENH (EA) E)'SSNl E)'E:ctF{Effl By Neme By ID | istri nec ermi

- Pay Lines (PR)

L pe Eaducll'm <=L [001007 [ =]
- Demographic (MA)
.. Termination (TE) Ext Refif : 001006 SSN : X0-XX-1000 SEID: 1000123456
- Employee 1D Maintenance
. Comments {CO) —Search Results [Press Cirl + Enter to select the highlighied employee]

- Client Defined (CL) , External i )
N al Fstoey MName Ref G Ty | Ste BU | RC | LG | Teminated Work Phone
- Employment Verification (VE) |ﬁ PAIN, TRUE 001006 F 0026 04 (02 (AV (650)372-0200

- Leave Information {LV) PERCOX, DEWAYNE T T o
- Benefits Management (BM) (DAPMAN)

- Applications (AP) PERSMIKITY, REALLIE
.. Action Log (AL) (SNIKSTER)

- Action Log History (AH) PERSON-SMITH, DARRYL 001002

- Search Action Log History TESTER. IMA 0071007

- Miew Audit Log
. Quick Label Print TROUBLE, REAL 001005

- Employee Data Import
E- Ema'gencyﬂleticd

¥ Add to grid

Selected Employeel/List
’]PAIN. TRUE =]

=

001003 0002 04 02 |AV 55512122143

0001 04 |02 A2 (650)372-0200 x608

0000 0 AV
(LE 04 |02 (620)372-0200 =608

=== =
LR ERERE

[ ve: 2008 Dist: 39 Site: 1 G5: W | 8/8/2012 | 2:58:17 PM _.:
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Employee Maintenance — Add SpeedLink

%+ Employee Maintenance

File  Options  Window  Help
PRy P& F d

39 - The Train USD

QSS/0ASIS

=101

- Employee ID Maintenance ;I

G ts (CO) —Search Panel -
..Client Defined I-[(i:;] By SSN | By Ex F{efl By Neme By ID | District: |33 = " Include Terminated ¥ Add to grid
clE= el oy Selected Employeellist
- Employment VEI-I[I ion (VE) IUUIUUT I j IP_NN TRUE j
- Leave Information {LV) :
- Benefits Management (BM)
. Applications (AP) Ext Refi : 001008 SSN 001000 SEID: 1000123456
- Action Log (AL) - I o
- Action Log History (AH) —Search Results [Press Ctrl + Enter to select the highlighted employee]
- Search Acti Hist
B ',‘_':gl'og o Name + || Bxemal G| Ty |Ste |BU|RC | LG | Teminated | Work Phone
- Quick Label Print PAIN, TRUE 1006 F FT |D026 D4 02 AV (650)372-0200
- Employee Data Import PERCOX. DEWAYNE
(- Emergency/Medical (DAPMAN) 001004 M |FT |DDOZ AV
i Emergency (ME") PERSNIKITY, REALLIE
- immunizations. (ME*) (SNIKSTER) ooioo2 W LA el il new SpeedLink
- Medical (ME™) PERSON-SMITH, DARRYL 001002 M FT  [00D7
s |-|::caps (ME") TESTER. IMA 001007 m |FT |ooon  Enter the name of the Speedlink:
# essi
&1 Position Control TROUBLE, REAL 001005 M FT |0015
- Payroll
- W4/Control Data (W4)
- Direct Deposit
- Deductions (PD)
< (PR IPa}rIines_Dedu-:tiDns
- Payroll | &} Add to Favorites
.. Time C4 - 1
.. Def |a aia L= il MNew SpeedLink...
- Deducti Assign Hotkey
ity Remove Hotkey
- Tax
- Payroll Data Import
[+ History / Inspect

[ ¥r: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 [ 4:49:07 PM _.:
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"
Employee Maintenance - SpeedLinks

%+ Employee Maintenance 39 - The Train USD =7 rOASIS -0 x|

Fle Options Window Help Hotkeys

PR P4+ g
Search complete. 1 record(s) found.

—Search Panel
/K by Name By 1D | District: [35 = I Include Terminated | Add to grid

Selected Employes/List
_~~"Joo01007 | [~ ’]PAIN,THUE =]
Ext Refit - 001006 SSN : 3004041000 SEID: 1000123456

—Search Results [Press Ctrl + Enter to select the highlighted employes]

o + || Bdermdl G | Ty | St BU | RC | LG | Teminated |  Work Phone
|ﬁ PAIN, TRUE 001006 F [FT (o026 |04 (o2 |av {650)372-0200

PERCOX, DEWAYNE

DAPMAN) 001004 M |FT |oD02 A
. PERSNIKITY. REALLIE
- Cirert Dicfined (13 SNIKSTER) 001003 M o[FT (o002 |4 (02 |Av 555-1212x143
.. Name Change History PERSON-SMITH, DARRYL 001002 M o|[FT oo |4 [0z |A2 (E50)372-0200 %508
- Employment Verification (VE) TESTER, IMA 001007 M |[FT |oooo [0 Ay
- Leave Information (LV) ] —
frtae o) TROUBLE. REAL 001005 M [FT (o015 |4 (o2 (650)372-0200 %503

- Applications (AP)

- Action Log (AL)

- Action Log History (AH)

- Search Action Log History
- View Audit Log

- Quick Label Print

Immunizations (ME*)
Medical (ME")

| | Yr: 2008 Dist: 39 Site: 1 GS: W | 8/9/2012 | 8:16:03 AM _.:
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"
Employee History Lists

£+ Employee Maintenance

File

Options

Window  Help

Hot Keys

39 - The Train USD

@ B8 P& F 5

Search complete. 1 record(s) found.

QS5/0ASIS

=10l x|

E..

- Leawe Information (LV)

- Benefits Management (BM)
- Applications (AP)

- Action Log {AL)

- Action Log History (AH)

- Search Action Log History
- Wiew Audit Log

- Quick Label Print

- Employee Data Import

- W4/Control Data (W4)
- Direct Deposit

- Deductions (PD)

- Pay Lines (PR)

- Payroll Events (PE)

- Time Card Entry (TC)

- Deduction Accumulators
- Substitute Batch Entry
- Tax Modeling

- Payroll Data Import

i~ Payroll History

- Search Pay History

- Inspect Labor/Benefits
- View Retirement History
‘. View W2 Data

=

—Search Panel
- District: [33 = Include Terminated ¥ Add to grid
EySSNlByE:dHBflEyName By ID | W vz i e R
Selected Employee/List
[oo1007 | =l ﬁPAlN.THUE =l
Ext Ref# - 001006 SSN - JOCK-XX- 1000 SEID: 1000123456
—Search Results [Press Ctrl + Enter to select the highlighted employee]
Nams || e G | Ty | Ste BU | RC | LG | Teminated |  Work Phone
|l Pain. TRUE 001006 F o[ Joozs |4 Jo2 [av (650)372-0200
PERCOX, DEWAYNE
DARMAN) 001004 M [FT |oo02 AV
PERSNIKITY. REALLIE
SNIKSTER] 001003 M o[FT (o002 |04 |02 |Av 555-1212x143
PERSON-SMITH, DARRYL 001002 M [FT |01 |04 |2 |A2 (650)372-0200 x608
TESTER. IMA 001007 M [FT [oooo |01 AV
TROUBLE, REAL 001005 M |FT |om5 |04 |02 (650)372-0200 x608

[ Yr: 2008 Dist: 39 Site: 1 G5: W | 8/9/2012 [ 8:23:29 AM
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Payroll History

39 - The Train USD

2.+ Payroll History
Options

CD:I Add CD:I Add From @ Refresh '™ | Save

Eile

Window

Save and Close dclose | | ‘Q o

% | 5 switch to: ~ |

N =154

PERSNIKITY, REALLIE 001003 XXX-XX-1111 Warrant: 99999998 12/31/2010 1 3E mnspectMode .:
|
| Inspect (PHUPDT) | Inspect Detail (PHINSP) | Warrart Distibution | CTD Totals |
@Gl‘id Settings w753 Search Parameters
Pas | mege. | Setus | Wemnt | g |Pc Yex~ |Gustor |Goss | Shoter | Gmes  |C
06,07/ 2006 A 00000000 | 06072006 0o [ oe [} 2.00 0.00 0.00
06052006 A 00000005 | 06/05/2006 0o oo o6 [ 30.00 0.00 0.00
06/04/2006 A 00000004 | D6/04/2006 oo oo 05 o1 2.00 0.00 0.00
06/03/2006 A 00000003 | 06/03/2006 0o oo 15 [} 0.00 0.00 0.00
06,02/ 2006 A 00000002 | D6/02/2006 0o oo 06 0 0.00 0.00 0.00
06022006 A 1111112 | 0650272006 0o oo o6 [ 2.00 0.00 0.00
06/01/2006 A 00001111 | D6/01./2006 oo oo 05 o1 2.00 0.00 0.00
05/31/2006 M 72132582 | 05/31/2006 02 oz 15 oz 5.482.00 700.00 532354
04,28/ 2006 M 72131150 | 04/30/°2006 02 oz 06 0z 5.482.00 700.00 5.323.54
04102006 HC 09899587 | 03,31/2006 0z 0z oe 0z 1.686.72 0.00 1.686.72
03-31,2006 Yes M T2129045 | 03/31/2006 0z oz oe 0 5.271.00 700.00 5.112.54
02/28/2006 M 72127031 | 02/28/2006 [17] a2 05 o1 5.271.00 700.00 5.112.54
01/31/2006 Yes MC 72124832 | 01/31/2006 02 oz 06 [} 5.271.00 700.00 511254
013172006 A 72124832 | 0173152006 0o oo o6 oo -72.96 0.00 0.00
01./06/2006 A 00000000 | D6/06/2006 0o oo oe 0 2.00 0.00 0.00
010142001 A 11122222 | 02/02/2002 oo oo 1 o1 0.00 10.00 0.00
014012000 A 00000111 | 01.401/2001 0o oo 1 01 10.00 6.00 0.00
01011900 A 0111121 | 0150141500 0o oo 0o oo 0.00 0.00 0.00
01011500 A 0111122 | 0150141900 0o [ 0o 0z 0.00 0.00 0.00
01011900 A 1111123 | 015011900 0o oo 0o [ 0.00 0.00 0.00 =
il I —
Record Court




VC

buttons

39 - The Train USD

£+ Employee Maintenance

File

Options

Window  Help

Hot Keys

AP =T -

=10l x|

|:..

- Leawe Information (LV)

- Benefits Management (BM)
Appli::ztions mp]

- Action Log {AL)

- Action Log History (AH)

- Search Action Log History
- View Audit Log

- Quick Label Print

- Position Control
El- Payrol

W4/Control Data (W4)

- Direct Deposit
- Deductions (PD)

- Pay Lines (PR)

- Payroll Events {PE)

- Time Card Entry {TC)

- Deduction Accumulators
- Substitute Batch Entry
- Tax Modeling

- Payroll Data Import

- I-_istory / Inspect

| Payroll History

- Search Pay History

- Inspect Labor/Benefits
-View Retirement History
View W2 Data

-l

—Search Panel
- District : |39 v[ Include Terminated ¥ Add to grid
EySSNlE‘yExtHeflE‘yName By ID | L < RS
Selected EmployeellList
|oo1007 = HPEHSNIKIT‘(, REALLIE |
Ext Refd : 001003 SSN - }00E0E1111 SEID: 5310563933
—Search Results [Press Ctrl + Enter to select the highlighted employee]
Name + || Bremal G | Ty |ste BU | RC | LG | Teminated |  Work Phane
FAIN, TRUE 001006 F |FT |0026 |04 |02 |AV {650)372-0200
FERCOX, DEWAYNE
| ‘oapmaiy 001004 M |FT |0002 AV
PERSNIKITY, REALLIE
, (SNIKSTER) 001003 M |FT |0002 |04 |02 |AV EEE-1212x143
PERSON-SMITH, DARRYL 001002 M |FT |0001 |4 (02 |A2 {6501372-0200 X508
TESTER, IMA 001007 M |FT |o000 |01 AV
TROUBLE, REAL 001005 M |FT |05 |04 |02 {650)372-0200 X608

L]

[ ¥r: 2008 Dist: 39 Site: 1 G5: W | 8/9/2012 | 8:29:21 AM _:
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"
Employee Demographic (MA)

2+ Demographic 39 - The Train USD Q55/0ASIS = |EI|£|
File  Options MNavigation  Window

H H%q”ﬁr’* '{"53 ';[Q Q&Switdﬂ to: » | AllPosns = | Comments -

PAIN, TRUE 1006 XXX-XX-1000 ID: 1000123456 ChangeMode .
Show SSN |/| DEA1-04/09/2011-18:05:24 .

Title Last Name First Name Preferred

1.
fi |ea1n TRUE I_ | Mame History |

Mailing Address : |867 American Street ™ Restict
City: [San Carlos Suate: [ca =] zP: [oaora
Hm: |(650) 777-7777 T: | j [~ Restrict Wrk: |(€50) 372-0200 Ex: | T: | j Oth: |(000) - T | j
Work email : |
Home email : |
Resident Address : |
City : | sae: | x| zP: |

Hire : Im Rehire I— OriginaIHire:lm Date of Birth : Im

Long base : I— Ann base : Im TB Ex: Im Evaluation due : I—

Fingerprint : Im I_ Seniarity : Im Prev Seniority I— Misc : I—
Type: |FT - FULLTIME ~ Group : I_ (Gender : I? 19: I_ I_ Bargaining unit : Im

Ethnicity : |EL - KL - Rep code : m Citizen : Im

Hispanic/Lating: [ Race: I jl jl jl jl j
BhnicRace: | <] Disabled: [~ Veteran: [~ #Dependents: [0 Fringe: [ Loyalty: @
Lang 1: I "I Lang 2 : I VI Lang 3 I vI

[ ¥r: 2008 Dist: 39 Site: 1 G5: W | 8/9/2012 | 8:31:31 AM :




Name Change History

%+ Demographic
File Window

Hm%%ﬁf—* '%"Eﬂ .g ¢ switch to: + | All Posns

PERSNIKITY, REALLIE 1003 XXX-XX-1111 ID: 5310563999

39 - The Train USD

Options  Mawvigation

Comments -

=10l x|

Show SSH u DADS-05/15/2012-15:50:27 .:

Title Last Name First Name } Preferred \
[1r |pERSHIZRTTY [rEALLIE [ [swxster
/
/
2. Name History 39 - The Train USD Q55/0ASIS - |EI|£|
File  Options  Window
FE
r—* Close ,{Q Q& Switch to: -
PERSNIKITY, REALLIE 1003 XXX-XX-1111 ID: 5310563999 InspectMode

- 2 item(s) found

[ tastMame  FirstName I Type LastUsed  Sowce I Date  Time |

< | Pagetor1 - |

PERSNIKITY |rEALLLY [ e =] Josn7/2008 | mn | |oaPp| |04/07/2008| |9:51:22 am| |
|caw'T GET THE FIRST WAME CORRECT... I
2. [pERsHIRITY REALLY [ [ =] [panz00 | va | [oaen] [0s/07/2008] [2:57:10 am

IHISPEI.I.ED FIRST NAME

ChangeMode _:

28



" A
Add New Employee

. Employee Maintenance

File Options Window Helg/ HotKeys

pBRe. P XFL D

Received all records. Notifying De

=8|

El- Favorites =

-~ Demographic (MA)
- Assignments/ENH (EA)
- Pay Lines (PR)
- Deductions (PD)
C

M BT L - - [ Addtogrid

‘- Deductions (PD) Last Name First Name I 0123456

| [revery [rEsaz [r ¥ Upshift Name

.. Assignments/ENH
(EA) SSN DOB Teminated Work Phone

[7}]

.. Demographic (MA) [333221111 [06/08/1972 (50)372-0200

- Comments (CO)
" Client Defined (CL) 555-1212x143

- Mame Change History (650)372-0200 x603

- Employment Verification (VE)

- Leawe Information (LV) (650)372-0200 608

- Benefits Management (BM)
- Applications (AP)

- Action Log (AL)

- Action Log History (AH)

- Search Action Log History

- View Audit Log -
- Quick Label Print Verify Reset Cancel

| Yr: 2008 Dist: 39 Site: 1 GS: W | 8/9/2012 | 10:26:39 AM
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Add New Employee (cont.)

Add New Employee ===
Eile Mavigation
cese B K I3 B | B | 8¢ Switch to: ~ |
2~ Demographic 39 - The Train USD x|
File Options Mavigation Window
ST [l < < 1 1 B Q £ # Swiitch to: ~
NEWGUY, HESAH R NoExtRef XXX-XX-1111 ID: n/fa AddMode
Show SSH

Preferred

=

First Mame .

HESAH IR—

Title Last Name
|wEWETY

MName History

[T Restrict

State : ICA "l ZIP : I

Mailing Address : I

City : |

Hm : In{ ] - T: I LI [T Restrict 'Wrk: I{ ] - Ex : I T : I LI Oth: I ] - T I LI
Work email : I
Home email : I

Resident Address : I

City : | State: | | 2IP: |

Hire : I Rehire : I OriginaIHirB:I Diate of Birth - |uﬁma;1974
Long base : I Ann base - I TE BEx : I Evaluationdue:l

Fingerprint: [ [ Seniority: [ Prev Seniority - [ Misc: [
Type: | = Group: | Gender: [ e: [ [ Bargaining unit - | =
Ethnicity : | | Rep code : | =] Citizen : |
HispriciLatno: [ Rsce: | = = = = =]
Ethnic/Race : | =~ Disabled : [~ Veteran: [ #Dependents: |  Fringe: [ Loyalty: [
Lang1: | ~| tang2: | | Lang3: | [

[ wr: 2008 Dist: 39 Site: 1 GS:'W [ 8/9/2012 [ 10:32:27 AM .:
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Add New Employee (cont.)

Verify New Employee

Last Mame First Mame |.
[ea1w |TRUE | ¥ Upshift Name
S5N DOB

IlEIEIEIEIEIEIEIEI I'I'IfZ'lr"'Iﬂ'EE

Thiz employee is already on file with a different 35H.

S5N: 111111000
Name: PATN TEUE

DOB: 11/21/1956

Beset Cancel

31



Change Employee SSN

%+ Employee Maintenance

File  Options

PR P

Window 1]

- Comments (C0)

- Client Defined {CL)

- Name Change History
- Employment Verification
- Leave Information (LV)
- Benefits Management (]
- Applications (AP)

- Action Log (AL)

- Action Log History (AH)
- Searnch Action Log Hist
- Wiew Audit Log

- Quick Label Print

] 3

Old 55N

|111111EIEIU

Mew 55N
|333221111

¥ Remove dats belonging to old SSN

o Gridoupat

=8|

Phaone
| Dataset / {No. of recs to be copied) | Dataset / (No. of recs to be copied) Dataset / {No. of recs to be copied) I 10200
55N master (0) Demographic data (1)
Leave balances (2) Client defined (1) Additional demog. (1)
Emergency data (1) Comments (1) Credentials (0) X142
Deagrees (0) Job hist: obsolete (0) Subjects (0) e
Inservice (0) Experience (0) Skills (0) | 5T, 571
Applications (0) Test results (1) Evaluation results ()
Position assign. (0) Site preferences (0) Teaching history (0)

Subject preference (0)

Payroll master (1)

Payroll payments (Z)

Payroll positions (3)

Payroll accounts (10)

Payroll adjustment (0)

Payroll labor hist (0) Pay deductions (0) Payroll history {0)
Pay/Ded history (0) Pay Deduction Hist (0) Defemed Pay Info. (0)
Absences (New) (4) Retirement master (0) PERS transactions (0}
STRS transactions (0} PAT other assign. (0} PAT Emp Extra info (0)

Continue Change |

Reset Cancel |

92012 [ 11:02:27 AM
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