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HR Portal
All Staff Training



i What 1s an HR Portal?

The HR Portal is a web-

based application that
provides the following: @
] ‘ N

= Methods to make
demographic change N
requests and leave requests. ,

%'4gu
1Ty

T ¢q

= Provides various types of
iInformation to district
employees.




How will the HR Portal DIRECTLY
i affect me as an employee?

O Requesting Leave (Leave Requests)
= Requesting Change of Address
» Name Changes - (Pending Approval - Until you

have submitted a copy of your
NEW Social Security Card to
the HR Dept.)



How will the HR Portal INDIRECTLY
i affect me as an employee?

Anywhere that you have internet access
you will be able to view the following:

Personal and W4 Information

Pay History

Benefit HIStory (goard Paid Health/Life Insurance)
Deduction History (i payroll beductions)



Does this mean | can no longer submit paper leave

requests, address changes, or name changes?

Yes

Will this be mandatory?
Yes

When will submitting requests using the HR
Portal be mandatory?

January 2, 2008



What if | submit a paper request
i after January 20087

The paper request will not be processed,
and returned to you notifying you to
submit through the HR Portal.




How will I submit requests?

Anywhere that you have internet access you

can submit leave requests and personal information
changes with the district just by going to the district’s
website at www.sedalia200.com

and click on
the HR Portal



http://www.sedalia200.com/

Logon
Enter Your User ID and Password. Then
click the Login button.

SISFIN HR Portal il e

School District - St Louis Missouri

The first time you logon

your User 1D and Password '

Please Login

will be your

Enter your UserlD and Password

social security number e |123456789
passiord| 123456789 |

without any dashes.

caps lock may
interfere with password

Login &

Powered by School Information Systems Inc. www.siskl2.com




SISFIN HR Portal
MyPortal

Cliffﬂéve

School District - St Louis Missouri

This screen is used to

® Welcome, Monty Python

access the various portal
features.

myPortal
& Change UserlD, Password
3 view Personal and W4 Info

F view Pay History
View Benefit History

The “MyPortal” box contaln e beicton ssion
the authorized features fo

Wiew Leave Request Status
each user.

Submit Personal Info Changes
) Manage Portal

District News
There is a meeting for the
Maintenance Staff NEXT
Thursday (1/18/07)afternoon at
2:30 in the Main Auditorium.

Happy Mew Year. :)

Powered by School Information Systems Inc. www.siskl 2, com




SISFIN HR Portal
MyPortal — District News

Watch for District News
postings.

SISFIN HR Portal

School District - St Louis Missouri

OW n

District News
There is a meeting for the
Maintenance Staff NEXT
Thursday (1/18/07)afternoon at
2:30 in the Main Auditorium.

myPortal mySisfin
& Change UserID, Password e
3 view Personal and W4 Info i
F view Pay History
View Benefit History

= View Deduction History
Submit Leave Request

View Leave Request Status

Submit Personal Info Changes

L) Manage Portal

Happy Mew Year. :)

Powered by School Information Systems Inc. www.siskl 2, com




Change UserID, Password

Change User ID, Password Home | ® Welcome, Monty Python

User ID’s and Passwords
are changed separately. 8 Update UserD

They must be at least six [/

== |8  Update UserlD
(6) characters long and s | i)
contain no spaces. 8 Update Password

Password: ||eee

Verify Password | eee (:Updata Fasswomf)




Change User ID, Password

Change User ID, Password

To change User ID click on
your existing User ID; type
In your new six digit User
ID (with no spaces) ; click
“Update UserlD.”

To update Password click
on your existing Password,;
type in your new six digit
password (with no spaces) ;
verify password; click
“Update Password.”

Hone :’;T ® Welcome, Monty Python
8 Update UserlD
UseD: | 7§ | e s /)
8 Update Password
PSSO | v
verify Passworc: ;m [Undata Password /|




Submit Leave Request

( Home 7, )  Home > Leave Request ® Welcome, B

Leave Request Message

] i Submit Leave Request ~=required entry
The entered fields are Name |Beradine B Shockley

From Date*
the leave is to begin. Duration|

Requ ired entrY- Type of Leave" || -PLEASE SELECT A LEAVE TYPE-- v|

To Date — Enter the date Leave Request Routing* |[~PLEASE SELECT A ROUTE-- v
the leave is to end.
Required entry.

Substitute Required | O

Comments

(‘Submit v )



Submit Leave Request

~ P

|_Home ’: ) Home = Leave Request ¢ Welcome, B

Leave Request Message

Duration —

Personal, sick, and vacation
must be entered as either

@ Submit Leave Request *=required entry

Name |Bernadine B Shockley

.50 for half a day of leave or AL
To Date”

1.00 for a full day of leave.

Duration®

Type of Leave™ || -PLEASE SELECT A LEAVE TYPE- ¥

Support Staff Only

Leave Request Routing™ || -PLEASE SELECT A ROUTE- +

Comp Time is entered by the St el

hour and must be entered In | would like to request 1.50
. hours of comp time next
increments of no less than .25 Comments || Tuesday. Please let me
of an hour know by this Friday if

possible. Thanks!

( Submit v



Submit Leave Request

~ —
( Home )  Home > Leave Request ® Welcome, B

Leave Request Message

Type of Leave —

This drop down list that
contains the leave types that
this person has.

@ Submit Leave Request *=required entry

Name |Bernadine B Shockley

From Date”

Leave Request Routing — This DT° E:_ﬂe:
IS the approval routing to be i
used in SISFIN.

Type of Leave™ || -PLEASE SELECT A LEAVE TYPE- ¥

Leave Request Routing™ || -PLEASE SELECT A ROUTE- +

Substitute Required | O

I would like to request 1.50
hours of comp time next
Comments | Tuesday. Please let me
know by this Friday if
possible. Thanks!

( Submit v -\}



Submit Leave Request

(_Home ', ) Home = Leave Request ¢ Welcome, B

Leave Request Message

Leave Request Routing — drop
down list. You will select from
one of the fOIIOWing: @ Submit Leave Request *=required entry

Name |Bernadine B Shockley

Administrator Leave Request — A/

Administrators regardless of From Date”
building/location. To Date*
Building Leave Request - All Buildings with Duration*
the exception of Administrators; Type of Leave* || -PLEASE SELECT A LEAVE TYPE- ¥

Departments; Whittier as listed below: .
Leave Request Routing™ || -PLEASE SELECT A ROUTE- +

Central Office Leave Request Substitute Required | O]

Food Service Leave Request

I would like to request 1.50

Maintenance Leave Request hours of comp time next
_ _ Comments | Tuesday. Please let me
Special Service Leave Request know by this Friday if

possible. Thanks!

Whittier HS Leave Request

( Submit v



Submit Leave Request

( Home ¢, )  Home > Leave Request ® Welcome, B

Substitute Required — Click
this box if a Substitute is

reCIU|red . @ Submit Leave Request *=required entry
Name |Bernadine B Shockley

Leave Request Message

From Date”

[ ]
ToDate*|| |
[ ]

Duration®

Type of Leave" || -PLEASE SELECT A LEAVE TYPE-- v|

Leave Request Routing* || -PLEASE SELECT A ROUTE-- v|

Substitute Required | O

I would like to request 1.50
hours of comp time next
Comments | Tuesday. Please let me
know by this Friday if
possible. Thanks!

(‘Submit v )



Submit Leave Request

( Home ¢, )  Home > Leave Request ® Welcome, B

Leave Request Message

Comments _ @ Submit Leave Request *=required entry
Name |Bernadine B Shockley
Enter any additional FromDate’ [ |
information. ToDate'|| |
_ _ Duration”|[ |
When all the entries are filled Type of Leave" || -PLEASE SELECT A LEAVE TYPE-- v|
in, click the submit button. Leave Request Routing” |[-PLEASE SELECT A ROUTE- |

Substitute Required | O

. This is for Jury Duty.

Comments

(‘Submit v )



View Leave Request Status

This screen dlsplay_s the o5 fl) Home > View Leave Request status @ Welcome, Bernadine B Shock
status of any pending

Leave Requests.

In this example, the View Leave Request Status

request has 2 steps and /A . — —

both are canceled. This

. Monday, har 12 . e e

IS updated and kis'ﬁlsc/ - Tuesday, Mar 13 2007 | 2.00 ar 16, 200

maintained by
whomever approves
your leave request.

Usually your Principal/
Director and Bldg
Admim Asst.



Submit Personal Information Changes

Current Personal Information

Mame and Address Monty Python Jr
1708 BRIARWOCOD LANE

5t Louis MO 20202

Fhone Mumber (818)830-1913

Email Address




Submit Personal Information Changes

Personal Info Message

Enter Personal Information Changes

This screen is used to
submit Personal

First Name

Middle Name

Information Changes.

Last Name

At least one personal o
information entry plus

- - - Address

the routing is required. -

State

Zip

Phone Number

EMail Address

Effective Date

Routing *|| ~PLEASE SELECT A ROUTE-- v

( Submit v )




Submit Personal Information Changes

Personal Info Message

Enter Personal Information Changes

If the Effective Date for

. . First Name
the request is prior to _
i . Middle Name
the current date, or if
- . Last Name
the Effective Date is -
blank, then the change
. Address
after approved will -
update immediately. p—
Zip
Phone Number
EMail Address
Effective Date
Ruuting “ || --PLEASE SELECT A ROUTE- =

( Submit v )




Submit Personal Information Changes

Personal Info Message

|f the Effective Date iS [@ Enter Personal Information Changes
First Name
after the current date, _
Middle Name
the changes are not
) = ) Last Name
applied at that time of =
approval. They are PR
stored and are applied -
the first time a user p—
logs into SISFin on or =
after the Effective Date. S
EMail Address
Effective Date
Ruuting “|| ~PLEASE SELECT A ROUTE-

( Submit v )




View Personal and W4 Info

Various demographic
information is displayed
as well as Federal and
State W4 deduction
information, as well as
links to the Federal W-4
form, State W-4 form,
and to the Social
Security Administration
web page.

-

|'f|-|.m @E - )

3 Personal Information

=080
2000

Fed

State W4

ﬂﬂﬂﬂﬂ
uuuuu




View Pay History

® Welcome, Monty Python

.Va.”.OUS pay _Informa‘tlon @ Fl Pay History Page 1 of 1
IS d |Sp|ayed InCI Ud | ng . Gross Pay | Fed Tax | Stste Tax | City Tex | ©SOI | Medicare | PSRS | FEERS | Other | Tots! Ded | Nat Pay | Chedk Dste | cheo
GrOSS Pay, Deductions, 458.00 13.57 7.00 0.00 | 30.75 Fiig 0.00 27.28 | 0.00 0.00 | 410.21 | 7/27/2005

N | P CI I D | 53400 17.18 2.00 0.00 [ 33.11 T.74 0.00 2837 | 0.00 0.00 | 438.82 | /152005
y’ a0 100 aq | 18 za 280 000 14 419 ] ooo| 22885
9.00 a0 ad | 16.2 2.80 .00 0.00 .00 a0

282 00

and Check number.




View Benefit History

More detailed pay
deduction information is
displayed for each
benefit. In this case it is
Dental, Health and Life
Insurance.

@ ¥ Benefit History Page 1 of
=k # sk D Bensfit Amou
267 | 4272008 Bd Pd Cental 24 payments
4/27/ 2008 Bd Pd Health 24 180

104287 | 4/27/2008 Bd Pd Life 24 paym 1.80
230 132008 Bd Pd D | 24
330 | 4/13/2008 Bd Pd Health 24 180.
B30 | 413 Bd Pd Lif 1.80




View Deduction History

This screen displays

)
various other payroll S

. @®) =] Deduction History Page 1 of 2

deductions.

Cheoi s Cheok Date Deduction Amount

104287 412712008 FLEX HEALTH INSURANCE 2R2 .48

104287 47272008 MISC NEA DUES .43

104287 4/2712008 MISC NTA INSURAKNCE 18.20

04287 41272008 FLEX MTA INS. 125 22.95

03930 47132008 FLEX HEALTH INSURANCE B2 48

103930 4/ 32008 MISC HEA DUES 2,43

103930 4132008 MISC NTA INSURAKNCE 18.90

103530 41132008 FLEX NTA INS. 125 2295




If you forget your User ID, Password

To reset your User ID and
Password you

MUST EMAIL the

HR Department at
pmoon@sedalia.k12.mo.us

or

Payroll Department at

hammerly@sedalia.k12.mo.us

Your User ID and Password
will default back to your social
security number without
dashes.

® Welcome, Monty Python

8 Update UseriD
UserD: 784 | [Updats Usaﬂl}i)
8 Update Passiord
PassHord | oo |
Verify Password: | eee [Updata Fasswonlf)



mailto:pmoon@sedalia.k12.mo.us
mailto:hammerly@sedalia.k12.mo.us

Create a Short Cut to the
HR Portal on Your Computer Desk Top

' Welcome to Sedalia SchoolIDistrict - Microsoft Internet Explorer =
Fle Edit View Favorites Tools Help f,'
To create a shortcut on On- 0 DG P drow @ 8% B- LD

Address Ejhttu:/fseda\iaZUD.cum/ [V] . Go  Links ¥
s - Pettis County Early Childh[v] B8 search [ Redpesearch [ » ickPassmore Suagests Wi... ¢~ [ Cupboard ~ [ NuritonData (5 Cuinary Travel (4 ” @)

you r deSktO p : Y- ¢ (vl| seachweb - 2 T3 @ @ | AhUpwace your Toobartont + [0l ~ @ty vahool @ Basebal - »

‘ || Welcome to Sedalia Schaol District | o add Tab m

[not available for elementary]
Add 6 classrooms and restroom facilties each to Parkview and Skyline to support the
e yo u r C u rS 0 r O n e alaslo projected growdh at the kindergarten through dth grace level
Print sccess form ~ SMS
Prirt actess form = 5C Estimated completion date: December 15, 2007
y Construct & new high schoal for grades 10,11 and 12
g r e e n O r a C /c Estimated 'move in' date: August, 2009

‘The Link Network'
Once the new high school is built, our district will

button a n d r I h t C | I C k Use SMS as a 5th & 6th grade certer to remove modular units at elemertary schools
L1 TG AN (Early Chilchood Special Education inthis facilty wil relieve the district of lease)

click here:
(14 7 House 7th, Bth & Gt grade students et Smith-Cotton
r To view our most recent
. newsletter... = =
The Link'issued or 014207 Construction plans for our district

Wk ta receive Parkview addtion click here

more information Skyline addiion click here
about aur district on-ine?

Then minimize and go to i

upper level
lower level

your desktop right click e
(anywhere), and select
“Paste Shortcut.”

Ej . Inkernet




This presentation has been placed on our
website. Go to www.sedalia200.com

= Welcome to Sedalia School District - Windews Internet Explorer

@.\; + | le] hetpusisedaliaznn.comy DIEIEN |[o]-
The “HR Portal All Staff - = = == = »

~ »
= l-_;}’Page v () Tools =

]

Training” Presentation can e = a-o
be found by going to EDALIA

School District #2°

eHuman Resources

Our ScHoots
EpucaTtioNaL s[!\"lﬂl!

District EVEnTs

Select (double click) on

Career OPPORTUNITIES
Boarp of Epucarion

HR Portal All Staff Traini PO o, o
Budget & Position Management
O r a- a- ral n I n g SepaLia ScHool Founpar — L — L
Grant Development
SEpALIA CoMMUNITY
Conract Us Fayroll | District #200. Recognized by the State of Missouri with
Pupil Services b in 2005, Sedalia School District#200 has established
ktudents and staff. Our on-going commitment to maximize
or all students is accomplished by providing high-quality
T BT TR ary educational experiences for our students.
was with i

EaBeronnacel Sy 20008 Help us name the new high school by participating in our
new Communitv Survev

Inkermet H100% -

Gstah CFEEGEREDEEDEES®




!'_ Sedalia School District 200

End of All Staff Training Session
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