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Employee Self-Service Overview

The HCM system provides an Employee Self Service (ESS) portal for CCSD
employees. ESS provides features such as:

> Ease of changing personal information

> Electronic submittal of time and absence

> Ability to view paychecks online as well as modify direct deposit information

> Ability to view and edit benefit details including dependent/beneficiary changes or
additions and other life events

> View and apply for jobs online

> Universal accessibility using multiple browsers and devices

> And much more

Important!

PeopleSoft is a web-based program that can change. These updates
might change the look of some of the images and/or directions in this
document.

olele)

This manual was created for the HCM Project in collaboration with the
Human Resources Division and Business and Finance Unit.
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Navigating in Employee Self-Service

Accessing the HCM system

CcCcsD® The HCM system provides an Employee Self Service (ESS) portal
@ for CCSD employees. Employees can log into the system via the

HCM icon on the desktop or by going to hcm.ccsd.net

ESS is compatible with Mozilla Firefox, Google Chrome, and most mobile
browsers. Employees use their Active Directory (AD) credentials to access ESS.

BROWSERS

H 9

CCSD®
Sign in

someone@example.com

our account?

FIREFOX CHROME

By logging in, you agree to follow the District’s
Acceptable Use Policy (AUP). Activity across District
systems may be monitored by CCSD staff or law
enforcement. Misuse can lead to disciplinary or legal
action. Thank you for helping keep our network
secure.

An important thing to remember when using ESS is that, when navigating
throughout the system, employees should always use the navigation buttons
provided within the system, not within the browser.

Use ESS Navigation Controls

PeopleSoft HCM: Employee Self-Service Essentials
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The Banner

The Banner provides constant access to navigational and application features.

A home page/dashboard is a PeopleSoft page that combines related information
and displays tiles. PeopleSoft HCM supports multiple home pages/dashboards for
employees, managers, and timekeepers that provide users with quick access to

role-based transactions. When multiple home pages/dashboards are present, use
the drop-down on the banner to select a home page/dashboard.

The Employee Self-Service (ESS) home page/dashboard provides access to a
variety of employee self-service transactions.

Payroll Benefit Details

e
)
%

LastPay Date 09/03/2025

Taleo Internal Job Postings Annual Open Enroliment Password Reset Information

Open Er
open at

Separation/LOA Request OnBoarding Activities Employment/income Verification

? @ Get Started 8/

Summer Employment NV PERS & Retirement Plans

p

a |9
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Home Button
Click the Home button from any page/screen to return to the ESS Dashboard

Notifications Button

Clicking the bell icon will display any notifications, such as information
regarding absence/time approval.

Actions List Button

The Actions List (3 vertical dots) displays a list of actions the employee can

perform. Help and Sign Out are standard actions in the list; however, other

options may appear when visiting a transaction page. The Help option links
to the CCSD Employee Business Training_ website (training.ccsd.net) where

additional information and videos can be accessed. The Sign Out button
should always be used instead of closing the entire browser window to
ensure that the session is properly exited each time.

Employee Self Service ~

Employee Calendar Personal Details

£ Ly

Time / Absence Payroll

ol

Last Pay Date 10/02/2024

Taleo Internal Job Postings Annual Cpen Enrollment Password Reset Information Separation/LOA Request

2
2 g

Performance

ol

Open Enrollment occurs once a year and is not
open at this time.

For New Hire Enroliment and Life Events, please
click on the Benefit Details Tile.

OnBoarding Activities Employ il Verificati

= & f&ﬁ Get Started

ED
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Tiles

Tiles provide access to transactional pages in Employee Self Service. These tiles are
visually distinctive from each other and are easier to navigate and access when
using a mobile device.

The Personal Details tile will provide access to perform the following information:
Add resses Personal Details

Contact Details 8
Name f

Emergency Contacts

The Time/Absence tile provides access to perform the following functions:
Request an Absence
Cancel an Absence
@ View Leave Balances

g =] Timesheet: Submit Time Worked (positive pay, comp time, etc.)
View Time Summaries
View Requests

Time / Absence

The Payroll tile provides access to the following: | Payrol

Paychecks

Tax Withholding (W4) Changes
W-2/W-2c Consent

Direct Deposit | LastPay Date 01/08/2025

Legacy Paychecks and W2s (previous payroll system)

)

The Benefit Details tile provides access to the following:

Benefits Summary

Benefit Details L|fe Events
® Dependent/Beneficiary Information
& Benefits Enrollment and Statements
Affordable Care Act
View or Add/Change 403b and 457 deductions

Warrant & Benefits Designation

Taleo Internal Job Postings

The Taleo Internal Job Posting tile will allow the
employee to search for job openings within CCSD

Other tiles present include Open Enroliment, Password Reset Information,
Separation/LOA Request, Nevada PERS, and Onboarding Activities.

PeopleSoft HCM: Employee Self-Service Essentials
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Personal Details Tile

The Personal Details tile provides system information about the employee and

gives them the ability to make changes to addresses, contact details, and
emergency contact information.

Select the Personal Details tile from Employee Self Service to display the
Personal Details page.

Personal Details Time /| Absence

Payroll ' Benefit Details

18]

E

Last Pay Date 05/14/2025

Annual Open Enrollment Password Reset Information

Open Enroliment occurs once a year and is not

open at this time. i I
For New Hire Enroliment and Life Events, please

click on the Benefit Details Tile.

Separation/LOA Request OnBoarding Activities

Employment/ncome Verification
-

._ T {% Get Started % i
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Updating Addresses
After selecting the Personal Details tile, click the Addresses panel to display the
page. The employee's current home address will appear.

Addresses

1. To update the Address, click the Addresses panel.
A new window will appear with your personal
details.

Updated 11/25/2024

2. Click the Home Address section. A popup window will open in which you can
edit your home address.

Personal Details

Home Address

Current >

Las Vegas, NV

Cancel | Home Address

Instructions

Enter your full address in the spaces provided below.

My Address

Address Type Home

Change As Of |01f13f2025 \

Address 1 | ' ‘

Address 2 |

City | Las Vegas ‘

State | Nevada Q ‘

Postal |

T

a, Enter the new address.
b. Click the Submit button.

PeopleSoft HCM: Employee Self-Service Essentials
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Contact Information Details

After selecting the Personal Details tile, click the Contact
Details option from the left side panel to display the page. @
The employee's current contact information will appear

Contact Details

Personal Details

Lori Smith-Goeken (&

Phone

+]
Number Extension Type Preferred

Home v >
Email
+]
Email Address Type Preferred
no_reply@nv.ccsd.net Home v >

1. To update the Phone Number, click the > symbol on the right side of the listed phone
number. A new window will appear to update the phone number.

a. Select the phone number Type from the drop- ,
down list Phone Number
b. If the phone number that is entered is the Prer::: e
Preferred number, click the checkbox. If it is not,
leave it unchecked. Only one phone number can
be selected as the Preferred number.
c. Enter the new phone number in the Number field.
d. Click the Save button. (o]

Number ] |

Extension ‘ |

2. To add an additional email, click the + symbol. A new window will appear to enter the
additional email address information.

Email

+

Email Address Type Preferred
no_reply@nv.ccsd.net Home vy >

PeopleSoft HCM: Employee Self-Service Essentials
Revised 03/2025 10




a. Select the Email Type from the drop-down list.

b. Do NOT click the Preferred checkbox. Only one
email address can be selected as the Preferred
email, and it is strongly recommended to keep the
CCSD email address as the preferred email to
ensure the receipt of any communications through
the HCM system.

c. Enter the new email address in the Email Address
field.

d. Click the Save button.

The default business email address
(xxxxxx@nv.ccsd.net) is set as the
preferred email. It is strongly
recommended NOT to change it.

Email Address

*Email Type ‘ v

Preferred [

Save

* Indicates required fleld

Email Address ‘

PeopleSoft HCM: Employee Self-Service Essentials
Revised 03/2025
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Name Change

Name

After selecting the Personal Details tile, click the Name tile
to display the page.

Updated 07/01/2022

1. To initiate a name change, click the > on the right side of the current name.

Current ()
Formal Name Display Name
: t Details v

2. Enter the following:

a. Enter the Change As Of date.

b. Confirm Name Format is English
c. Select Name Prefix (optional).

d. Enter new First Name.

e. Enter new Middle Name (optional).
f. Enter new Last Name.

g. Enter new Name Suffix (optional)

Name
Current
Display Name
Formal Name
Proposed
Change As Of |091082025 |
Name Prefix ‘ vl
*First Name ‘ |
Middle Name ‘ |
“Last Name ‘ |
Name Suffix ‘ vl
Preferred First Name ‘ |
New
Display Name
Formal Name
Attachments
‘You have not added any Altachments
Add Attachment

3. If you have any supporting documentation, click the "Add Attachment" button at the
bottom of the window to upload it.

PeopleSoft HCM: Employee Self-Service Essentials
Revised 03/2025
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4. Click Add Attachment button. The File Attachment page displays to upload the required
supporting documentation.

a. Click the My Device Icon.

Please note that supporting

File Attachment
choose From documentation (such as a
‘:‘ birth certificate, or other
0
My Do court documents) may be
£ required depending upon the
e type of change to the

primary/legal name.

b. Navigate to the desired file name, select it, and then click the Open button.
'G Open

€ v > Desktop > working folder > For Capture e &) Search For Capture R

Organize = New folder o
> OneDrive Mame Date modified Type Size
HR Survey Portrait B/12/2024 3:24 PM Adobe Acrobat D... 104 KB
2 Desktop
& Downloads
—
My Pictures
@ My Music

3 My Videos

> g Creative Cloud |

File name: ~ | AllFiles ~

Open Cancel

c. The selected file is displayed and is ready to be uploaded. Click the Upload button to
upload the displayed file.

File Attachment X
Choose From
e e e L L L L L L L L L L -
H HR Survey Portrait. pdf H
| BEZ| | File Size: 103KB i
L e e e o o o e e e e e e e e e e e e e e e m H

PeopleSoft HCM: Employee Self-Service Essentials
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d. When the File Attachment page shows Upload Complete. Click the Done button to

attach file.
File Attachment

Choose From

e e et e L LR L L]

i HR Survey Portrait. pdf i

H File Size: 103KB H

L e o oo o o o o o oo o e oo e e e — o m e m e m e mm e mmmmmmm e m—mmmmmmmmmmmmmmmmm e mm e H
Upload Cumg\e{e

5. The Name page appears with the attachment. Choose either View Attachment or
Delete Attachment by clicking on the corresponding button. Click the Save button to
submit the name change transaction for approval.

Name
Current -
Display Name
Formal Name
Proposed
Change As Of [02125/2025 |
Name Prefix | V|
*First Name I | |
Middle Name | |
“Last Name | 1 |
Name Suffix | v|
New
Display Name
Formal Name
Attachments
Add Attachment
1 row
Attachments 1l Description 1. Attached By 11 Attached 11
HR_Survey_Portrait pdf : 02/25/25 01:42.26 PM ‘ & |

6. The Name page appears with the New Name displayed, the effective date, and the
status of the name change transaction. This completes the Employee Self Service
transaction; the name change is awaiting approval by Human Resources.

Please note that changes to the Preferred Name do not currently effect other
systems (such as Google Mail).

PeopleSoft HCM: Employee Self-Service Essentials
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Emergency Contacts

After selecting the Personal Details tile, click the Emergency
Contacts panel to display the page. The current emergency
contact information, if any, appears on this page.

Personal Details

Emergency Contacts

&

1 Contact

Emergency Contact Details

[+
Contact Name Relationship

Preferred

Contact

1. Click the Plus button to add an emergency contact. A new window will appear to enter

the emergency contact information.

a. Enter the emergency Contact Name.

b. Select the Relationship to the
employee from the drop-down list.

c. If this is the Preferred Emergency
Contact, click the checkbox. If it is
not, leave it unchecked. Only one
Preferred Contact is allowed.

d. Click the Add Address button.

i. If the emergency contact's address
is the same as the employee, click
the Same as mine checkbox.

ii. If not, enter the Emergency
Contact's Address.
iii. Click the Done button.

PeopleSoft HCM: Employee Self-Service Essentials
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Emergency Contact
*Indicates required field
*Relationship ‘ V|
Preferred Contact [
Address
No data exists.
Add Address
Phone Numbers
No data exists. At least one phone number is required.
Address (oo
ame as mine
5 ine O
“Country |Unned States Q |
Address 1 | ‘
Address 2 | ‘
Address 3 | ‘
City | |
State | Q |

Postal |

County |
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e. Next click the Add Phone Number
Cancel
button. A window will open to enter the
Emergency Contact's Phone Number. Same phone as
mine
i. If the emergency contact's phone

Phone Number w

: “Type v
number is the same as the ‘7‘
employee, click the Same phone as “Number | |
mine checkbox. Extension | |

ii. If the emergency contact's phone
number is different than the
employee, select the phone number
Type from the drop-down list.

iii. Enter the emergency contact's

phone Number.
iv. Click the Done button.

2. When finished, click the Save button. The new Emergency Contact will now be
displayed.

PeopleSoft HCM: Employee Self-Service Essentials
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Additional Information

Additional Information

After selecting the Personal Details tile, click the
Additional Information option panel to display the
page. The employee’s current information appears
here. If information is incorrect, contact the CCSD
Human Resources Department at 702-799-2812.

Personal Details

Review Additional Information

Gender

Date of Birth

Birth Country
Birth State
Smoker

Original Start Date

Last Start Date

Highest Education Level

Employee Information

Contact the Human Resources department if any of your Employee Information is incorrect.

Please note: CCSD does not gather information on certain topics ( such as the
Smoker Field, Birth State Field, Date Entitled to Medicare Field). These will
remain blank.

PeopleSoft HCM: Employee Self-Service Essentials
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Time/Absence Tile

The Time/Absence tile used to manage an
employee’s time and absences. Time is the
accumulation of time, which is the employee’s ;
regularly scheduled work day as well as any (T
additional time, and Absence which is earned or -
deducted based on employee negotiated
agreements.

Time / Absence

Examples of Time include Overtime, Extra Pay, etc.

Examples of Absence include Sick, Vacation, Personal Leave, etc.

Comp Time is unique in that both Comp Time Earned and Comp Time Taken qualify
as Time. This is because comp time cannot be taken without having first been

earned. In short, comp time is not contractual.

Select the Time/Absence tile from Employee Self Service to display the
Time/Absence page.

Time/Absence

Timesheet v Manage Absences

Manage Absence I I

© Report Time

View all requests
Sick -Personal lliness Sick -Personal lllness Vacation

02/04/2025 01/31/2025 08/27/2025
8.00 Hours. 6.00 Hours. 8.00 Hours

T Weekly Time Summary

% Payable Time n .
Approved H Approved H @ Approved

% Leave / Comp Time
Create a new Request

Cancel Absences

View Requests

D *Start Date \02&7/2025 \ End Date |02/27/2025 H +1Day l
% Absence Balances

*Absence Name ‘ Select Absence Name v‘ l Apply Absence

-] Employee Effort Certification

PeopleSoft HCM: Employee Self-Service Essentials
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Requesting Leave

Requesting an Absence

Time/Absence

After selecting the Time/Absence tile, click the
Manage Absence option from the left side panel to @, Timesheet v
display the page.

- Manage Absence

= Report Time

. Weekly Time Summary

‘2. Payable Time

Select the Absence Name from the drop-down field. Absence types vary by
employee group. (Depending on the option chosen, the additional required fields
displayed will chanae.)

*Start Date | 05/23/2025 |

*Absence Name | Select Absence Name v| | Apply Absence

Note: If Authorized Absence, District Business, or School Business has been selected,
the employee must also select the Reason from the drop-down box.

If the employee has more than one job, absences may need to be entered for each one. To
switch between jobs, select the job from the drop-down menu in the *Job Title box at the
top.

Sample List of Current Absence Types per Employee Group (subject to change):

. .
Support Professional School Police
*Absence Name | Select Absence Name v | sAlsence Nime | Select Absence Name v
Authorized Absence Authorized Absence
Catastrophic Leave Caltastrophic Leave
District Business District Business
Jury Duty Jury Duty
Military Leave Military Leave
Mo Pay/No PERS No Pay/No PERS
Personal Leave Personal Leave
School Business Police - WC Dr Appointment
Police - WG Supplemenal
Sick -Bereavement | School Business
Sick -Dr Appointment Select Absence Name
Sick -Flex Day Sick -Bereavement
Sick -immediate Family lliness Sick -Dr Appointment
Sick -Personal lliness Sick -Flex Day
Sick -Worker's Comp Sick -iImmediate Family liness
Sick Transfer from Job to Job Sick -Personal lliness
Snow Day Sick -Worker's Comp
Subpoena as Witness Snow Day
Vacation Subpoena as VWitness
Vacation Payout Yacatinn
Worker's Comp Vacation Payout

Worker's Comp

PeopleSoft HCM: Employee Self-Service Essentials
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Certified (Licensed) Unified (Administrator)

*Absence NMame | Select Absence Nams v *Absence Name ‘ Select Absence Name v |
ALthorized Absence Authorized Absence
Catastrophic Leave Catastrophic Leave
District Business District Business
Jur_\,f oy i]ﬂui:'i!{a[rllrjltf‘eave
Hzlts;_;lr_qe; UF’?ERS Mo Pay/No PERS

Personal Leave
Ferzonal Leave i
School Business

School Business
Select Absence Name
Select Absence Name Sick -Bereavement
Sick -DOr Appointment
Sick -Immediate Family lliness

Sick -Bereavement
Sick -Dr Appointment

Sick -lmmediate Family lliness Sick -Parsonal lliness

Sick -Personal lliness Sick -Universal/Flexible Day
Sick -Universal/Flexiblz Day Sick -Worker's Comp

Sick -Worker's Comp Snow Day

Snow Day Subpoena as Witness
Subpoena as Witness Vacation

Waorker's Comp Workers Comp

Below is a list of commonly used Absence Names and their descriptions:

o Authorized Absence - Activity without students — sub required

e District Business - Activity without students — no sub required [conferences, state
meetings, recruitment, etc.]

e No Pay/No PERS - Use of this absence type will affect your PERS adjusted hire date &
benefits

e School Business - Activity with students — no sub required [field trips, concerts, etc.]
e Sick Transfer from Job to Job - Use to transfer sick leave balances between jobs for
employees with more than one job

e Sick -Worker's Comp - Use for absences while Worker’'s Comp claim is processed

e Vacation Payout - Used by employees to request pay off for vacation hours during
specific pay periods

e Worker’'s Comp - Use for absences after Worker’s Comp claim has been approved

If employees are unsure of which absence type to select, they should contact their
Timekeeper, Office Manager, Administrative School Secretary, Department Secretary,
or call the CCSD Payroll Department at 702-799-5351.

PeopleSoft HCM: Employee Self-Service Essentials
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1. The following example shows a Sick-Personal lliness single day absence:

Create a new Request

*Start Date ‘03/03/2025 | End Date |03/03/2025 [ || +1Day J

D *Absence Name ‘ Sick -Personal lliness v| [ Apply Absence

Balance 65.14 Hours™

Partial Days None »

Duration ‘8.00 Hours Check Eligibility

Comments

E

Disclaimer The current balance does not reflect absences that have not been processed.

2. Enter the Start Date (first day of the leave) of the absence.

3. Enter the End Date of the absence. (If the absence is one day, the start date and the end
date will be the same date.)

4. |If the absence is for a partial day, click the > symbol on the right side of the Partial Days
selection bar to access the Partial Days options. A new window will appear.

Partial Days m

Partial Days ‘ Naone b i ‘

All Days
None

Start Day Only

PeopleSoft HCM: Employee Self-Service Essentials
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The Partial Days drop-down has several options depending on the duration of the
absence. Here is a brief explanation of each:

e To take a partial day for multiple days in a row, use All Days.

e To leave early or arrive later on the last day of the date range, use End Day Only.

e To leave early or arrive later on the first day of the date range, use Start Day Only.

e To take partial days on both the start and end dates in the date range, use Start and
End Days. (This option will only be available if the time requested is more than a day)

Select the appropriate option from the drop-down list, and then click the Done button.

Note: If an hourly employee needs to take off a different amount of
hours on each day, they must submit separate absence requests.

5.  The Duration will display based upon the length of the absence using the start and
the end dates, the position type (i.e.: Certified/Unified in days, Support
Professionals/School Police in hours, etc.), and any partial days information entered.
(Manually editing the duration field may cause an error when checking the eligibility.)

6. Next, click the Check Eligibility button. During this step the system will check to ensure
the employee has sufficient leave to request the time off. A message will appear
stating the eligibility check was successfully completed, or it will state errors exist that
need to be corrected.

Eligibility Check completed successfully!
You may now submit your absence request.
Date Time: March 03,2025 at 10:42

If the eligibility check states that there is not enough of the requested leave type, the
employee will need to select another leave type before it can be submitted, or the
employee may cancel the current absence request. If the absence name or dates
change, the check eligibility procedure will need to be re-run before submitting again.

Note: Not all absence names require an eligibility check. Some examples would be
Jury duty or district business since these do not affect leave balances.

7. Enter FMLA Information about the requested leave, if required.

Note: Depending on the Absence Name selected, the FMLA field may be replaced
with the Grant I/O field which is where the Grant Number is entered.

PeopleSoft HCM: Employee Self-Service Essentials
Revised 03/2025




8.  Enter Comments about the requested leave, if required.

Note: Once a comment has been entered, it cannot be deleted or modified.

9. Optionat Click the View Balance link to view Absence Balances by category. The
Balances may be different based upon the absences for which the employee is

eligible.

Vacation BAL in Hours
As Of 02/22/2025

Sick BAL in Hours
As Of 02/22/2025

| Sick BAL in Days
As Of 02/22/2025

10. Optional Click the View Requests link to display absences that have been requested.

47.05 Hours ?
65.14 Hours 4

0.00 Days

If the employee has not requested additional absences, the system will inform the

employee.

View Requests

Vacation

Approved

Vacation

Approved

Sick -Personal lliness
Submitted

Sick -Personal liness
Approved

Sick -Personal lliness

Approved

10 rows

05/05/2025

8 Hours

05/01/2025 - 05/02/2025

16 Hours

02/28/2025

5.5 Hours

02/04/2025

8 Hours

01/31/2025

6 Hours

11. Click the Submit button to complete the absence request and route it for approval.

Submit

If the Submit button is clicked before the Check Eligibility button, a warning message
will appear stating, “You must forecast [check eligibility] this absence before submitting.”

Additional examples of absence requests can be accessed on the CCSD Employee
Business Training_website (training.ccsd.net) > Resources > HCM.

PeopleSoft HCM: Employee Self-Service Essentials
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Cancel an Absence

After selecting the Time/Absence tile, click the Cancel Absence option from the
left side panel to display the page.

Time/Absence
Timesheet v Cancel Absences
e :
© Report Time View Requests 10 rows
T, Weekly Time Summary ‘_‘
Vacation 0510512025
% Payable Time Approved 8 Hours ’
Leave / Comp Time Vacation 05/01/2025 - 05/02/2025 R
Approved 16 Hours
. Cancel Absences Sick -Personal lliness 02282025
Submitied 55 Hours >
View Requests
D Sick -Personal lliness 0210412025
Absence Balances Approved 8 Hours >
|- Sick -Personal lliness 013112025
i Employee Effort Certification N
i Approved 6 Hours
Vacation 0112112025
Approved 8 Hours >
Vacation 1212012024
Approved 2 Hours 4
Vacation 1211312024 - 1211612024
Approved 16 Hours 7
Sick -Personal lliness 12/05/2024
Approved & Hours ?
Cinls Davennal llinace

1. Next, click the > symbol next to the absence being cancelled. The Cancel Absence page
will display showing the absence details.

Time/Absence

Timesheet v Cancel Absence

- Manage Absence

Return te Cancel Absences
© Report Time

e Cancel Absence
: Weekly Time Summary

Absence Details

= Payable Time
Start Date  05/05/2025 End Date 05/05/2025

+ Leave / Comp Time Absence Name Vacation Duration 8.00 Hours

Status Approved
- Cancel Absences

Comments
View Requests
+ Absence Balances Comments 4
53
E- Employee Effort Certi
Request History N

2. Enter the reason why the absence is being cancelled in the Comments field, if needed.

Note: Once a comment has been entered, it cannot be deleted or modified.

3. Click the Cancel Absence Button.

Note: Cancelled absences also go through the approval workflow and cannot be
edited/modified and resubmitted until the workflow is completed. A video and detailed
directions for cancelling & resubmitting an absence can be accessed on the CCSD
Employee Business Training website (training.ccsd.net) > Resources > HCM.

PeopleSoft HCM: Employee Self-Service Essentials
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View Requests

After selecting the Time/Absence tile, click the View Requests option from the left
side panel to display the page. View Requests provides a list of the employee’s
existing absence requests and their current status.

The filter icon | =] can be selected to filter the absences by absence type, if desired.

‘ Time/Absence

Timesheet v View Requests

Manage Absence I |

© Report Time View Requests 10 rows.

% Weekly Time Summary ‘;‘
Vacation 0510512025
%, Payable Time Approved sHours

Vacation -
| I Leave [ Comp Time 05/01/2025 - 0510212025

Approved 16 Hours ’
Cancel Absences

Sick -Personal lliness 02/28/2025
Submitted 5.5 Hours >

View Requests

Sick lliness 0210412025

|4 Absence Balances Approved 8 Hours

Sick -Personal lliness 0143112025

] Employee Effort Certification N
| Approved 6 Hours

Vacation 0112112025
Approved 8 Hours ?

Vacation 1202012024

Requests can have the following status types:

Saved Request saved but not yet submitted
Apprvl Prc Request is still in the approval workflow process
Approved Request approved by the Level 1 Reviewer and Level 2 Approver

Request pushed back by either the Level 1 Reviewer or Level 2

Pushed Back Approver for modification

Cancelled A previously submitted request has been cancelled
Cancel in A previously approved absence request was submitted for
Progress cancellation but is still waiting approval for the cancellation

1. To view a request, click the > symbol to display the Request Details page. The Request
History and the Approval Chain information can also be viewed.

An absence that has been pushed back or cancelled can be modified/edited and
resubmitted using this tool. (A new absence with the same name cannot be submitted
for the same date.)

Note: An absence submitted by a TK or MSS user on behalf of an employee will be
marked as “Manager Absence Request” and cannot be edited and resubmitted by
the employee.
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2. When finished viewing the Request Details, click the

Return to View Requests link to view details on
another request.

Return to View Requests

Start Date 05/05/2025

Absence Name Vacation

To cancel an Absence Request, click the three |  gjek -Personal liiness R "
i Actions X
dots at the bottom of the request tile. 03/06/2025
8.00 Hours View Absence
% Submitted i/ Cancel Absence
Manage Absences X

Absence Details
Start Date 03/06/2025 End Date 03/06/2025
Absence Name Sick -Personal lliness Duration 8.00 Hours

Status Submitted

Comments

Comments £

B

In the review screen that follows,
click the Cancel Absence button

Request History

Then confirm in the popup window, and you're all done!

Are you sure you want to Cancel this Absence
Request?

the request.)

Note: If the approved Absence Request was created by the employee and then is
cancelled, it is returned to the employee to edit via View Requests in ESS >
Time/Absence. (This applies even if the Manager (Level 1 Reviewer or Level 2
Approver) was the one who cancelled the request.)

However, if the approved Absence Request was created by a Manager (Level 1
Reviewer or Level 2 Approver) and then is cancelled, the Manager may edit the
request via View Requests in MSS > Team Time/Absence. (The employee cannot edit
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View Absence Balances

After selecting the Time/Absence tile, click the Absence Balances option from the left side
panel to display the page.

Time/Absence
* Timesheet v Absence Balances
Manage Absence
© Report Time
%, Weekly Time Summary Vacation BAL in Hours N
As Of 02/22/2025 47.05 Hours
@ Payable Time sick BAL in Hours
As 0f 02/22/2025 65.14 Hours ’
% Leave / Comp Time
Sick BAL in Days
>
.. Cancel Absences As Of 02/22/2025 0.00 Days
- View Requests **Disclaimer The current balance does not reflect absences that have not been processed
> Forecast Balance
-+ Absence Balances

-] Employee Effort Certification ‘

The employee’s current available absence balances are displayed by type (sick, vacation,
etc.) as of the date listed.

Employees have the ability to forecast absence balances. Click the drop-down arrow in
front of Forecast Balance to expand the section.

v Forecast Balance

As of Date |03/06/2025 ]|
Filter by Type | Al v|
*Absence Name | Select Absence Name V‘

In the As of Date field, enter the future date to forecast the absence balance.

In the Filter by Type field, select the type of absence to forecast (optional).

In the Absence Name field, select the absence name.

Click the Forecast Balance button to determine the absence balance the employee will
have accrued as of the future date entered.

Note The Forecast Details include future requested and/or approved absences that
may not have been fully processed yet.

W DNE
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Entering Time

The majority of employees in CCSD have a predetermined schedule. For example, many
Support Professional employees work an 8-hour day, teachers work 7 hours and 11
minutes per day, and so on. Employees with a predetermined schedule are considered to
be exception-based, meaning they do not need to report their scheduled time every day.
Information from their contract or negotiated agreement is already known and pre-loaded
into the HCM system.

Exception-based employees only need to enter time in the timesheet when it is outside of

their regularly scheduled day. Examples include Overtime, Comp Time Earned or Taken,
and Extra or Add-On Time.

A positive pay employee, such as a temporary employee or student worker, is only paid for
the time worked. Positive pay employees are required to report all of their time worked.

Entering Time on the Timesheet

After selecting the Time/Absence tile, click the Timesheet>Enter Time option from the left
side panel to display the Enter Time page.

Time/Absence

“ Timesheet

Enter Time

Time Summary

Exceptions

Manage Absent

© Report Time

Enter Time

&= ‘Z‘ ‘Z‘ May 18, 2025 - May 31, 2025 “ViewBy |Period v

Scheduled 80.00 | Reported OHours

® Print Timesheet

Week10f2 >

ce

- Weekly Time Entry Scheduled 40.00 | Reported 0.00 Hours

Weekly Time Summary

i Payable Time

Leave / Comp Time:

\ v oE ES I S I /1 I J J{ I
es T _

Cancel Absenc

View Requests

Absence Balan

ces

“Time Reporting Code / Time Details Row Totat 18 Sun @ 19 Mon ® 20 Tue. ] 21 wed @ 22Thu @ 23Fn ® 2458t ]
ow Totals

00f0 00f8 00f8 00f8 0of8 00i8 00f0

Time Summary  Leave/Compensatory Time  Absences Exceplions  Payable Time

[=](a][x]

i Employee Effort Gertification Category 1 Total Week 1 (18/5-24/5) 11 Week 2 (25/5-31/5) 1}

Total Reported Hours
Total Scheduled Hours 7200 40.00 32.00

Schedule Deviation 7200 40.00 32.00

1. The current Pay Period displays at the top of the page. Use the left and right arrow buttons

to

navigate to previous and future pay periods, or click the dates to open a calendar to

navigate to a specific pay period.

2. The Pay Period Frequency is determined by the employee group and will be displayed as
bi-weekly, semi-monthly, or monthly.

3. The Scheduled hours for the pay period appear below the pay period and frequency
information. If time has already been submitted, it will be specified in the Reported field.
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4. Select a Time Reporting Code from the drop-down list. (Options vary by employee type
and are subject to change.)

ADDMS - Extra Minutes
ADULT - Adult Education

CBP - Call Back Pa:.r CRDIF - Credit Deficient

CTE - Cump Time Earnad EIFLT - EE):dtra Instruction - Ii:at F.l*ate

. IHLY - Extra Instruction - Hourly

CTT - Comp Time Taken ELMS - Training

RDO - Regular Day Off (POLICE ONLY) EXDAY - Extended Day

REG - Regular Hours PREPB - Preparation Time Buyout

. ! PREPV - Preparation Buyout (Vacancy)|

SUMSC - Summer School

Time reporting codes (TRC) for School Time reporting codes (TRC) for
Police Officers: Unified/Admin & School Police Captains

o g

l 00 CTE - Comp Time Earned CTAE - Comp Time Earned - Admin
00 CTT - Comp Time Taken CTAT - Comp Time Taken - Admin Only
10 REG - Regular Hours

5. Enter the daily time for the week. Notice the system has identified those days the
employee is scheduled to work. Prior to submitting the time, the system has highlighted
the work days with a red ribbon. Once time has been submitted, the ribbon changes color
to green.

Note: Minutes need to be converted to two-digit decimals when entering time. For
example, 15 minutes is entered as 0.25 in the timesheet. (See Appendix for a more
complete time conversion matrix.)

Important!

Support Professionals and School Police Officers need to enter one line
showing their regular hours and an additional line(s) showing additional time
and/or TRCs because any entry for a particular day in the Timesheet overrides
the employee’s pre-loaded schedule for that day. Therefore, it is imperative

@00 |

that the regularly scheduled hours be accounted for, as well as including the
entry of any additional time. (Certified and Unified employees only need to
enter their extra time.)
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6. If an additional TRC is needed, click the + (plus) button to add an additional row. An
example might be a teacher who has worked additional minutes and sold their prep on
the same date, or a support professional who worked overtime and needs to account
for their reqular hours. If a row needs to be deleted, click the — (minus) button.

7. Enter an optional Comment for the time worked to detail the justification by selecting
the “speech bubble” for that day. It is important to know that comments are viewable

by Timekeepers and Managers, and cannot be deleted or modified once they are
added.

8. Click the left or right arrows in the blue ribbon to scroll through weeks of the pay period
to enter time for other weeks.

Time/Absence

Timesheet - Enter Time

Enter Time

Time Summary [ <|[>] may1s 2025 - May 31,2025 “ViewBy [Perod v

Exceplions Scheduled 8000 | Reported 0Hours

Manage Absence
© Report Time

Week10f2 >

Weekyy Time Entry Scheduled 40.00] Reporied 0.00 Hours

[Eiecklyiine St “Time Reporting Code / Time Details Row Totas 18 Sun @ 19Mon @ 20 Tue @ 21 Wed <] 22T @ 23Fr @ 2488t
2 Payable Time 000 o8 0ois ooe o8 0ois 00i0

Leave/ Comp Time o o

L v = [+ =] J{ J I I J{ J
Cancel Apsences

View Requests Time Summary  Leave/Compensatory Tme  Absences  Exceptions  Payable Time
Absence Balances ‘?‘ ‘Xl ‘T‘
i Employee Effort Certification Category T4 Total 11 Week 1 (1815-2415) 11 Week 2 (25/5-3115) T

Total Reported Hours
Total Scheduled Hours 72.00 40.00 3200

Schedule Deviation 72.00 40.00 3200

9.  Enter the time as needed for the remainder of the pay period.

10. Click the Submit button.

11. A message from the system will appear indicating the Timesheet has been submitted.

Timesheet is Submitted for the period X

If the employee has more than one job, time can be entered for each by selecting
the Job Title from the drop-down in the upper left corner to switch between jobs.

Additional examples of Time Reporting Codes Note: A full day for certified employees
(TRCs) can be accessed on the CCSD is shown as 7.18 (7 hours 11 mins).
Employee Business Training website
(training.ccsd.net) > Resources > HCM.
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me/Absence

Viewing The Time Summary

After selecting the Time/Absence tile, click the Timesheet>Time Summary option from the left

side panel to display the Time Summary page. This option provides a calendar view of the pay
period and any reported time activity.

Use the left and right arrow buttons to navigate previous and future pay periods or click the
dates to open a calendar to navigate to a specific pay period.

There is also a *View By drop-down menu to change how the Time Summary is viewed.

Enter Time

Time Summary

Exceptions

Manage Absence

Report Time

Weekly Time Entry

Weekly Time Summary

Payable Time

Leave / Comp Time

Cancel Absences

View Requests

Absence Balances

Employes Eflort Certification

Revised 03/2025

Timesheet ~

Time Summary

=] \z‘ \z| May 18, 2025 - May 31, 2025

*View By | Period v
Scheduled 80.00 | Reported 0.00 Hours
= I Reported Time Payable Time
[=] Fers Reported Time Py ViewLegend
sunday Monday Tuesday Wednesday Thursday Friday saturday
18 19 20 bil 22 23 24
Py Py prerrr e vy
oy Repore 0 e Reparet O eus Raparet 8 s et O s
25 £ 26 m 28 29 30 3
premp=yym P Py prep preryTes
Jrsnoyon Repoa Do g o Repor boen Piewihion
MaY Total Reported
Time Repering Code:
28
Wednesday
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Viewing Exceptions

After selecting the Time/Absence tile, click the Timesheet> Exceptions option from the left side
panel to display the Exceptions page.

An Exception occurs when the time entered may not be valid. For example, entering a negative
number or reporting less than the regularly scheduled hours in the timesheet would create an
exception and would appear in the Exceptions menu. When an exception is selected, it
displays the timesheet so that corrections can be made to the entered time.

1.  Alist of the Exceptions is shown in this section of the page.

¢ Employee Sef Serdce Timel/Absence
il Request Azspnce Job Tl T1MS ASSTE °
: Exceptions
o Timeshest A
Eniar Tiima
hgh
Rigpcaand lima &on of Bk 20 10-00-24 & i & i vl TFa lavw infurled in i @ il b sl peiiod
Tifme Swrrary Ko
i & ' ot
el L 1 o el 0024 [ i T i sporied s fof o imairic ¥ ]
EHMH}W s e O oF berloen Al o G e e inpEried in bl o it e fer e A
agh
Raport Tims Rigpoaied v oon or beborn F01R-03-24 i for @ pidr pened . The irve teporied @ Ior i iesincied pes penod
LR
T Wankly Time Summany o

Faporied e on of before 200 8-03-24 m for & pnior penid . Ther b reporied i 1o 8 sesincied peaor penod
BV

) Payable Tima I

IW Comp Tima Balances @
W Cancel Abssnces

I View Requests

1M Absence Balances

B Luava Transsar Raquedt Hstlory

I Exlengdsd Abgers Reguest

F Employee Efort Cerification

2. Click the > right arrow to view the details of the Exception. The timesheet for the
reported period will be displayed.

Note:
High level exceptions need to be corrected before they can be approved.
Medium & Low exceptions are just a notification that something is not usual.
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£ Employes Self Servcs

Time/Absence

Ertdr Time

buk T 11 el ASHE

il Reguest Absence

i 14 March - 4 March 3050
m o Timsshast A R s

Nl 500 | Mo 1148

A W e o LS R O
i s Tl 3

Time Summany = A

Ty Bpguornireg Cety | Tomg Jwtmiy —— oy Tumuisy Soa—
| Exceptions " - »
-

-, Report Tims i Rinn S

Ertar Time

i

[ Weekly Time Summary
) Payabls Tims

W Comnp Time Batances

3. A message regarding the time exception is displayed.

4.  Make the necessary corrections and remember to click Submit.

Viewing Report Time

by 4T

I

After selecting the Time/Absence tile, click the Report Time option from the left side panel to

display the page.

This tool functions the same as Timesheet > Enter Time, but instead of a weekly view, time is
entered in a daily view.

Time/Absence

Timesheet

Manage Absence

© Report Time

I~ Weekiy Time Entry

( Wednesday, May 28,2025 |

~Reported Status

®Reported 0.00 ®Scheduled 8.00

Weekly Time Summary

Payable Ti Y
‘ayable Time *Time Reporting Code e

Leave / Comp Time > Time Details
Submitted 0 Hours

Cancel Absences

Comments (0)
View Requests
Last reported time was on Monday, Oct 14, 2024
Absence Balances
i Employee Effort Gertfication D

PeopleSoft HCM: Employee Self-Service Essentials
Revised 03/2025

Quantity |

33



Viewing the Weekly Time Summary

After selecting the Time/Absence tile, click the Weekly Time Summary option from the left side
panel to display the page.

This tool provides a detailed weekly view of any time the employee may have entered in the
timesheet. Selecting a day displays the Report Time page.

Viewing Payable Time Details

After selecting the Time/Absence tile, click the Payable Time option from the left side panel to
display the page. Once the payroll process is complete, any time that was entered and

approved will display under Payable Time.

Time/Absence

Timesheet - Payable Time

Manage Absence

© Report Time

Quantity (Hours)

1. Select the *From date from the calendar for the desired date range.
2.  Select the *Through date from the calendar of the time period to view.

3.  The Payable Time Summary will be displayed for the dates entered once the payroll
process is complete.

4.  Select the Details tab for a daily list of time and the current status.
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Viewing Comp Time Balances

After selecting the Time/Absence tile, click the Leave/ Comp Time option from the left side
panel to display the page. This tool will display any comp time earned.

Time/Absence

- Timesheet e

Manage Absence

COMPSUP

e Renait dime Plan Type Comp Time

|, Weekly Time Entry Recorded Balance 6.30

As of Date 10/14/2024
Weekly Time Summary Expiration Period Mever

. Payable Time

2 Leave | Comp Time

To view Comp Time Details, click COMP SUP Tile to display the Leave Balance Details page.

Time/Absence

7 Timesheet ™ Return to Leave Balances
Manage Absence
= Report Time Leave Balance
COMPSUP Balance Minimum Balance Maximum Balance
= Weekly Time Entry
6.30 0 240

5 Weekly Time Summary
Leave Balance Details

. Payable Time Accrual Date Earmned Taken Balance

) . 10/14/2024 0.00 400 6.30
i Leave | Comp Time

Employee Effort Certification

After selecting the Time/Absence tile, click the Employee Effort Certification option from the
left side panel to display the page.

This area is required for use by federally-funded CCSD employees to review their payroll
distribution records and report their actual efforts toward projects. Detailed instructions for
employees are located on CCSD Employee Business Training website (training.ccsd.net)>
Resources > HCM.
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Payroll Tile

The Payroll tile allows employees to see paychecks, tax withholding, and W2 information.

It also allows them to view and set up direct deposit, with options for percentage and set
amounts in multiple accounts.

Select the Payroll tile from Employee Self Service to display the Payroll page.

S
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o
= oool
e gool
= £o3
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©. =
L] @~
aaaaaaaaaaaaaa 5

1. The current Pay Period displays at the top of the page. To navigate to previous and future
pay periods, click on the paychecks tab and select the pay period you would like to see.

The Pay Period Frequency is determined by the employee group and will be displayed as
2. bi-weekly, semi-monthly, or monthly.

The Scheduled hours for the pay period appear below the pay period and frequency
3. information. If time has already been submitted, it will be specified in the Reported field.
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Viewing Paychecks

After selecting the Payroll tile, click the Paychecks Tile on the left side to display the

- Paycheck N Tax Withholding Sup/Sub/Pol Payroll Calendar
Pay Date 0512812025
= Net Pay
-= Taxes ooo
Deduction O
v o
A\

AdmiLicensed Payroll Calendar Direct Deposit Salary Placement W.2W-2c Forms
el 1 25 [va]
D= Account

O
Updated 12/29/2019 2024 W-2 Form available
W-2W-2¢ Consent Paychecks from Legacy ESS
@ =
e
= <>
Form 1t received

Click on the > right arrow to view the paycheck for the pay period. The pay stub will be
displayed as a PDF document (see sample on the next page) with the following key
information:

Check Date Company Pay Begin Date | Pay End Date Net Pay Paycheck Number

05/04/2025
052812025 Clark County School District >
05/1712025

0412012025
0511412025 Clark County School District >
05/03/2025

0410612025
0413012025 Clark County School District >
04/19/2025
0312312025

0411612025 Clark County School District 0410512025

03/09/2025

0410212025 Clark County School District
0312212025

0212372025

0311912025 Clark County Sehool District
03108/2025

0210912025
0212212025

03/05/2025 Clark County School District

Summary of the Gross Earnings.

Summary of the Federal Taxable Gross.

Total of all of the deductions.

Summary of the Net Pay.

A breakdown of the Earnings paid to the employee by earnings type.

The detail on the taxes that were withheld from the paycheck.
All Before-Tax Deductions.

All After-Tax Deductions.

Employer Paid Benefits that are the costs of the benefits paid on the employee’s behalf by
the Clark County School District.

© o N O o K~ W N E

=
o

The Net Pay Distribution. In this example, the funds were sent by direct deposit to the
financial institution designated by the employee.
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Clask Commry Sebesd Diaerier Pay Caroupr SLP-Support Sexff Bopery Unst CLS0H
5100 WEST SAHARA AVENUE Pay Bape Date: 05122019 Advace m MR
LAS VEGAS, NV 83145 Fay End Daiw 0352008 Advaes Dusa OEQ501e
TAR DATA: Federal M S
Enmpliryes I Tax Stams: Marmed NA
5L RLATN 5T Dnjuuh.:l QUY HOM Locames | Alewanres: k] i |
LAS VEGAS MV 89144 Location K59 HCM Locasion 1 Addl Perani
T ATRATH SCTH SEC Add] Amours 10.00
- l:i'
F 8
| HOLRS AND EARNINGS i 6 TANES
Y Pyy Parlod — [T T
00 RECAT AR HOURLY 05IRHSLE 05257018 msi [ LA40 B0 S0 00 18 &85 &0 | Fed Wiskholdng m BHITh
Fud MEDFEE ik 810
T 30,0 L&0.B0  Sk00 19,659,560 | T ! 2. 111455
BEFORE-TAY. DEDUCTIONS ! B F AFTFR-TAX DEDUCTIONS q FAIFLOYER PAIT BERNEFITS
Cugrent i Carrent 1D Curyant i
PLS - Suppest Profersosal: 100 0 120000
1 (2) ( 3 ) 4
TOTAL 12040 03 TﬂT.y .0 0.0 | *TANARIF "'
TOTAL CED:S FED TANARLF CROSS TOTAL TANES TOTAL DEDUCTIONS NETPAY
et 1840.80 1550 80 @158 LoD O 1 448 2]
ITD 1983850 15480 60 'ﬂ.ﬁ 1.200.00 17378.74
YEAR-TODATE SICEK PTO VACATION | 1 10 NET PAY HSTEIBUTION
EEGEAL oo [1] oal | Accoiinl Nusabes i
Earmed ] oo 1] : Adce W0000HIENI0TE Checkmg OO0 0099 14821
Talhom 0 a0 oal |
Adm-tment= ] (i1} 00
f— 00 1] 04
END BAL (K1) o [F1] | TOTAL: 1. HE31

Viewing Paychecks from Legacy ESS

After selecting the Payroll tile, click the Paychecks from Legacy ESS option from the panel.
Select View File to download a complete PDF file of all paychecks from the previous ESS
system from January 1, 2014 through December 31, 2019.

Historical Paychecks

View File 1.

View File

Attached File 1)

Last Update Date/Time 1}

PAYROLL-

pdi

0310220 1.03:57PM
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Tax Withholding-W4

After selecting the Payroll tile, click the Tax Withholding option from the panel to
display the page.

Paychecks ' Tax Withholding N SupiSub/Pol Payroll Calendar
Pay Date 05/28/2025
= Net Pay $
= -
e Taes oo
Q Deductions Og
o G
\ v,
Adm/Licensed Payroll Calendar Direct Deposit Salary Placement W-2/W-2c Forms
i| 1 ® —
&8
e Account e
[ O
Updated 12/20/2019 2024 W-2 Form available
W-2/W-2c Consent Paychecks from Legacy ESS
© =
pu—
L] "
Form consen it received

To modify the employee’s current withholdings:

A. Download the pdf version of the Employee's Withholding Certificate Form W-4 including
instructions and worksheets by selecting the link, www.irs.gov, entering the updated
information, and submitting it to the Payroll Department. (see sample next page)

OR

B. Complete the steps on this page.
Step 1 - Personal Information: Verify information and update Filing Status if necessary.

Complete Steps 2 through 4 ONLY if applicable.

Step 2- Multiple Jobs or Spouse Works: Select the checkbox if applicable.
Select View Instructions for more details.

Step 3- Claim Dependents: Enter the appropriate information if applicable.
Select View Instructions for more details.

Step 4- Other Adjustments: Enter the appropriate information if applicable.
Select View Instructions for more details.

Claim Exemption for Withholding: Select the checkbox ONLY if BOTH conditions are
met.

Click Submit when finished.

See sample of the Employee’s Withholding Certificate Form W-4 on the next page.
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e w-4 Employee’s Withholding Certificate OME Mo 1545-0074

Complefe Form W-4 so that your employer can withhold the comect federal income tax from your pay.

- 2025
Dhapartmant of B Traasiry Give Form W-4 to your employer. .’i—".[:l
Imamal Fiarvenua Sarvica Your withholding is subject to review by the IRE.
EIJEFI- 1: [@} First nama and micda nitial Last rame o] Eocial security number
Enter
Addrass Does your name maich the
Personal name on your social seourity
Information card? I rot, o ensure you gt
CHy ior 1own, Stath. and ZIP code orpdit for your gamings,
cortact S5A af B00-T73-1213
O [0 T RS S O

fel | |Single or Married Sling soparabely
|| arvied ting pointly o Qualifying surviving spouse
[ maaeet &t hiousm il (Chascis ol iF o unmasriod and sy o than hal tha costs of kesping Up @ foma 1or yourssl! and a qualibying indvidual )

TIF: Conslder u=ing the estimator at wwwdregowlVd4pp to detesmine the most accurate withihalding for the rest of the yeer if: yow
are completing this farm after the beginning of the year; expect to wark only par of the wear, or have changes dunng the year In your
marital status, number of jobs for you (andfor your spouse if married fling [oeitly), dependents, other incame (not from jobs]),
deductions, or credits. Have your most recent pay stubis) from this year avalable when useng the estmator. At the beginning of nesxt
year, uge the estimator again o recheck your withholdeg.

Complete Stepa 2-4 ONLY if they apply to you: otherwise, skip te Step 5. See page 2 for mose Infarmation on each step, who can
elalm exemption frorm withholding, and whan to use the estimator &t wiwwors gowlVdapg.

Step 2: Compbate thes atep i you 1} hold mare than one job at a time, or (2) are marmed filng jointly and your spouse
Multiple Jobs alag worka. The correct amaount of withhalding depends on Incorme earmed from all of theae jobs.

or Spouse Do anly ene of the following.

Works (&) Usa the estimator at www_irs.gow/WaAne for the most accurate withnalding for this step jand Steps 3-4). If

¥OU OF your spouse have sali-employment income, use this option; er
{b) Ulse the Multple Jobs Waorkshest on page 3 and enter the result in Step dic) below: ar

() If there are only two pobs total, you may check this box. Do the =ame on Foom W-4 for the other job. This
option [s generally more accurate than ) if pay at the lower pwlng _Il:ltl is mose than half of the pny at the
higher paying job. Otherwiss, (b} is more accurate s e T 2 2

Complete Steps 3-4ib) on Form W-4 for only ONE of these jobs. Leave those steps blank for the ather jobs. [Your withhodding will
be most eocurate i you complete Stepa 3—4(o) on the Form W-d4 for the highest paying job.)

Step 3: I your total income will be $200,000 or kess {5400,000 or less f married filing jolrth):
Claim Bultiply the number of gualifying chédren under age 17 by 32,000 %
Dependeant
and Other Multiply the nembser of other dependents by 3500 . . . . . %
Credits Add the amounts above for qualifying children and other depandents You ma',- add to

this the amownt of any other credits. Enfer the total hese . . 3 |8
Step 4 (a) Other income (ot from |obs) i you want tax withheld for cther income you
(optional): expect this year that wion't have withhosding, entes the amount of other income hera.
Other Théz may include interest, dividends, and retirament income . . . . . . . . |dfa] §
Adjustments (b} Deductions. |f you expect to clakn deductions other than the standard deducton and

want to reduce your wmhnldlng uga the Deductions Workshest on page 3 and enter
the result here . . . : 2 S A} 5

ic} Extra withholding. Enter any additional tax you want withheid each pay perod . . |dic) §
Step & Linder penallies of parury, | declare that this certificate, b the best of my knowledge and belisf, is irue, comest, and complets,
Sign
Here

Employee's signature (This fonm is not vabd wnless youw sagn (L) Date

Empln‘rara Employer's name and address First date of Employer identification
ﬂl‘ll]' ernployrnent number [EIN]
For Privacy Act and Paperwork Reduction Act Molice, see page 3. Car. Mo, 102200 Form W=4 2025
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W-2/W-2¢c Consent

After selecting the Payroll tile, click the W-2/W-2c¢ option from the panel to display the

page.
W-2/W-2¢c Consent

Electronic Form Consent

PI:, You have consented to receive electronic forms

IT you prefer to receive paper forms, withdraw your consent. Your withdrawal consent is valid until you submit a new request.

Cl I withdraw my consent to receive electronic W-2/W-2c forms

To change how this form is received, click the box next to the statement, “I consent to receive
W-2 or W-2c forms electronically,” and then click the Submit button. (The employee can also
withdraw their consent to receive W-2 or W-2c forms electroncially using this tool.)

Direct Deposit

After selecting the Payroll tile, click the Direct Deposit option from the left side panel to display
the page. This option allows employees to add/change/remove Direct Deposit accounts. A
maximum of five accounts may be set up.

As an example, the employee might have a current direct deposit checking account set up in
the system, but wants to add a savings account. The employee could plan to automatically
deposit 80% of the paycheck in the checking account and the remaining 20% in the savings
account.

1.  Click the + sign to add a new bank account.
2. Click the > symbol to edit the bank information shown.

Direct Deposit

ALCCONTS

+ T

Order Mickname Payment Method  Rowting Number  Account Number  Account Type  Amount’ Perocent

Last Chedorgttt  Deed Deposk O SRk Famaining D&
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To remove the existing bank information, click the Remove button.
To edit the existing direct deposit Nickname, click in the field and update the name.

Select the Payment Method from the drop-down. Choose Check or Direct Deposit.
Enter the Routing Number for the bank.

N o oKW

Click the Information Icon (“i") to view instructions on where to find the Routing Number
and the Account Number on a personal check.

The existing Account Number is shown. Click the pencil icon to edit it.

If the Account Number has been edited, the system will require the employee to Re-type
the Account Number.

10. Select the Account Type from the drop-down. Choose Checking or Savings.

11. Select the Deposit Type. Choose Percent, Amount or Remaining Balance.
12. Click the Save button before leaving this window.

| Cancel Edit Account

*Mickname | Savings999

*Payment Method | Direct Deposit ¥

Houtinmg Murmbeer HO
Booount Number OO0 N 'y

Bank

Retype Account Mumbser
Pay Distribution
*Account Type | Chacking ¥

*Deposit Type | Remaining Balance r

Remove @
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Salary Information

After selecting the Payroll tile, click the Salary Placement option from the panel. This
option allows employees view their current salary information. After clicking this

option, the salary information page will populate. This page shows your Job Code, Step
Description, Salary Grade, Original Start Date, Etc.

Salary Placement

®
£k

Salary Placement

Salary Placement

Empl Class N Pay Group SUP

Job Code N1443 Location Code 0009

Salary Admin Plan N Original Start Date 10/18/2004

Step Desc G1 Service Date 10/18/2004
Salary Grade 58

Additional Details

‘You may see the current salary rates by clicking here.

Viewing W2 from Legacy ESS

After selecting the Payroll tile, click the "W-2/W-2c Forms" option from the panel. Select View
Form to download a complete PDF file of the current years W2. Use the drop down tab to
access W2s from the previous ESS system from 2014 through 2018.

W-2(W-2c Forms

[we]

2024 W-2 Form available

View W-2/W-2c Forms

Tax Year | 2024 ~

Clark County School District

Tax Form Issue Date Year End Form Filing Instructions
W-2

ol
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Benefit Details Tile

Using the Benefit Details tile, employees can electronically submit life events, add or update
dependent/beneficiary information, make annual benefit enroliment changes, and access
benefit statements. They may also initiate or change payroll deductions for 403(b) or 457
accounts, as well as submit final pay designees.

Select the Benefit Details tile from Employee Self Service to display the Benefit Details page.

Personal Details ' ' Time / Absence ' ' Payroll

Benefit Details
& = ®
- = [ U
/ © o
Last Pay Date 05/28/2025
Taleo Internal Job Postings | ' Annual Open Enroliment ' | Password Reset Information

Open Enroliment occurs once a year and is not
open at this time.

&

For New Hire Enroliment and Life Events, please
click on the Benefit Details Tile.

Separation/LOA Request OnBoarding Activities Employmentincome Verification
-
r ﬁ Get Started — /
Summer Employment NV PERS & Retirement Plans

a2 =
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Viewing the Benefits Summary

After selecting the Benefit Details tile, click the Benefits Summary button from the panel to
display the employee’s current benefits plans. To view additional information about the
enrollments, including covered dependents and beneficiaries, click "Review" within each

Benefits Summary
.
To view your benefits as of another date, enter the date and select Refresh.
wBons on e
Benefit Plans.
(= [m)

Enroliment Type 1 Plan 11 Coverage / Participation 1.

Health Insurance HVO

Dependents or Beneficiaries. 11

Actions

Family 2 Dependents
Life Insurance. Life and AD&D §50000 2 Beneficiaries
PERS PERS Paricipating

Workers Comp Worker's Comp Participating

CCSD Contribution to Insurance EGI §830.34/monthly

Deduction 11 Effective Date 11 Deduction End Date 1. Deduction Amount 11

0%

Viewing Covered Dependents for
Benefit Plans

1.  The Benefit Plan Name the employee participates in, the Plan Provider, and the Coverage
will be displayed.

2. If the employee is covering dependents in the benefit plan, the names of the covered

dependents will be displayed. (If the employee has selected employee only coverage, no
dependent information is displayed on the page.)

My Benefits on 05/28/2025
This is Current Enroliment

Enrolled Plan HMO
Plan Provider Clark County School District

Coverage Family
Covered Dependents

Dependents that are covered by the Health Insurance plan are listed here. Select the dependent to view or

modify.
Covered Dependents Relationship
Spouse
Child
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Adding/Editing the Dependents and Beneficiary Information

After selecting the Benefit Details tile, click the Dependent/Beneficiary Info option from the
panel to display this page, which shows a list of all previous and/or current dependents
covered under the employee's CCSD health care benefit and beneficiary designation.

Dependent/Beneficiary Info

AL

®

Dependent/Beneficiary Info

The Individual Profiles found in this library are informational only, reflecting the person's eligibility to be enrolled as a Dependent on your Health Insurance and/or assigned as a Life Insurance Beneficiary.

This screen does NOT reflect insurance enrollment or beneficiary assignment.

You may NOT delete or overrid sting profiles.
o assign a beneficiary or enroll a dependent in health insurance, click on the arrow in the upper left coner to retumn to the Benefit Details screen
To assign a Life Insurance Beneficiary, click on the Benefit Summary box, and then click on the Life Insurance box. This will take you to another screen where you can verifylupdate your Life Insurance Beneficiary.

To designate a Final Pay Designee, dick on the Final Pay Designee box to verlfylupdate your designes.

o enroll a dependent in Health Insurance, dlick on Benefit Enrollment or Life Event box. Please have the supporting eligibiity documents ready to upload.

Add Individual

Name Relationship Beneficiary Dependent

Child v v

1. Eligible dependents and beneficiaries are displayed on this page and additional individuals
can be added. Once added, they will be available if and when modifying a benefits package.

2. All eligible beneficiaries or dependents are indicated by a checkmark under the appropriate
column. This does not necessarily mean that they are currently covered by one of the
benefits plans. (Please note that inactive dependents or beneficiaries will NOT be removed.)

A beneficiary is someone who the employee designates as a person who will be eligible to
receive the proceeds from the life insurance plan in the event of their death. A dependentis a
family member who meets the IRS definition of someone who can be covered under the
employee's medical, dental, and vision plans.

To determine which dependents or beneficiaries are currently covered by any of the benefits
plans, click Benefits Summary option from the panel and select the appropriate plan to view
the Covered Beneficiaries or Dependents. It is essential that employees review the life benefit
to designate beneficiaries for the group life coverage offered by CCSD.

3. To view or update the dependent/beneficiary information, click the > icon.

PeopleSoft HCM: Employee Self-Service Essentials
Revised 03/2025 46




Cancs|

Update Individual DependentBeneficiary Information

Seled Seve BME you hEve edited your DependenlDenslicians informalion, The changes will §o nls sfed on Sep 19, 2019

Name

CCSD USER

Parsonal Informaton

- Diabe of Birth | 070441988 )|
"Oender Famals | - |

"Redationship to Employes | Spouse |v

Dependent e

" Bemsfciary “Yed
.

PMladitsl Slatis Simgle - |
"Shidenl @ Mo | ¥ |
bkt o "ri
"Smoker | Mon Smeoer [j
-
Address
GBS LAIN 5T

LAS VEGAS, NV EB13E

Hational 10

+
Couniry

National 10 Typs

United Slaies Social Sacurity Mumbes

Phona

+

Mumber

Eimal

Extension Phone Type Samae as Mine

o data exists

=0

To edit the dependent or beneficiary's
Name click the > symbol.

Hame

CCBD USER D

Enter the dependent or beneficiary's
Name information. Click the Done
button when finished.
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Hamia Fonmat

Blickdle N aims

*Las! Hams=

Hamms Suffis
Dinplay Hame
Forenad N aomas

Name

Englizh

U3ER

CC30 UsER
CCED UsER

USER.CCSD W
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b. Enter their Personal Information. Mandatory fields are marked with an asterisk (¥)

Personal Information

Date of Birth |06/26/2012 |

*Gender | Male V|

*Relationship to Employee | Child Vl

Dependent Yes

Beneficiary Yes

*Marital Status | Single A

*Student | No v |
*Disabled | No |

*Smoker | Mon Smoker v|

C. To edit the dependent or beneficiary's Address click the > symbol.
Address
BEE MAIN 5T Enter the updated dependent or beneficiary's address

LAS VEGAS, NV 89128 click the Done button when finished.

Canael Address iDﬂllI

R -

Same as mine | -Nﬂ'
Address Type Ei
Country | United States Q
Address 1 D50 MAIN ST
Address 2
Address 1 b
City LASVEGAS
State | Mevada Q

Fosta ga13s

Caunty

d. If the National ID (Social Security Number) is missing, add their National ID by clicking
the + sign. If the National ID exists but needs to be updated, click the > symbol.

National ID
Country Hational ID Type National 1D Primary
United States Social Security Humber R R K, W
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Click the Done button after the information.

Cancel National ID Dunet

‘Country | United Stales -

—

*National ID Type Sodal Security Numbaer v

*Hational IC WO B MO,

Primary Yes

e. Add the Phone number by clicking the + sign to add the information. If a phone number
exists but it needs to be updated, click the > symbol to edit the number.

Phone

Number Extension Phone Type Same as Mine Preferred
one v .

Click the Done button when finished.

'Camgl Phone Number

Same as mine | Yesg =]
Ty pe Home E|
Number 702/888.1212
Extension
Preferred | Yes

f.  To add an Email address, click the Add Email button. A window will appear to enter the
Email address. Click the Done button when finished.

Email [ Cancel | Email Address

No data exists :
"Email Type |T|

Add Email

*Email Address

g. Save the entry by clicking the Save button (top tight corner). m
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Life Events

Life Events permit employees to initiate changes to benefits which involve themselves and
their dependents.

After selecting the Benefit Details tile, click the Life Events tab from the panel to display
the page. -

Life Events

4

£

Start a Life Event

Employee

(0 Upload Supporting Documentation

(O Open Enrollment Supporting Documents
O Marriage

O Birth of a Child

O Adopted or Gained Legal Custody/Guardianship of a child
O Divorce or Legal Separation

(O Gained Coverage Elsewhere

O Loss of Coverage Elsewhere

O Add a Domestic Partner

O Remove a Domestic Partner

O Death of a Dependent

“As Of | MM/DDIYYYY |

Start Life Event

Select the type of Life Event to process from the list. The life event must be completed
within 31 days of the event. If more than 31 days has passed, the employee will not be
allowed to enter a Life Event, and will need to wait until the next open enroliment period to
make changes to their benefits.

After selecting the Life Event, enter the *As Of date and click the Start Life Event button. A
list of steps to be completed will appear on the left, and Previous and Next buttons will
appear in the top right corner of navigation. (Please note that all supporting documents
must be available for upload prior to the completion of the Life Event.) The event may be
exited and the progress saved so it can be completed at a later time. However, the
employee will not be able to begin another Life Event until the current event, which will
show as being in progress, is completed.

Note: Only one Life Event at a time is allowed. To cancel a Life Event, click the Continue Life
Event button, then click the Action List (3 vertical dots-upper right corner), and select
Cancel.
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Benefits Enroliment

The Benefits Enrollment option is only available to new employees of CCSD, or to existing
employees during the Open Enrollment window. The Open Enrollment period is dependent
upon the designated employee group, such as Administrative, Licensed, Support
Professional, Etc.

After selecting the Benefit Details tile, click the Benefits Enrollment panel from the panel to
display the page.

Benefits Enrollment

Benefits Enrollment

At our kil ennallrsint, the only Dirme wou iy thnng{r wAGIr bl chowcas s durlng apen anncllment of a
qualified farmsly stalus chamngs

The information icon provides you with additional mformation about your enrallmen

The Select buiflon neod 10 an event means 1 is cumendly apen for enroliment. Lise the Sebact button te begin your
@nfall s

Mote: Some evends may be temporanly closed until you have completed enrcliment for a peor event

Your Benetit Events

Event
Description

SHS PRING
Marnage i asaT2014 Open (12MOS)

Event Date - Event Stafus © Job Title ©

Click the Select button next to an event that is currently open for enroliment or click the
Resume button to continue an enrollment event. The Benefits Enrollment page is
displayed, which contains the required actions in the left side panel for the benefits
enrollment process to be completed. The < Previous and Next > buttons can be used to
scroll through the required actions. Use the X Exit button in the upper left corner to return
to the Benefits Enroliment page.

Marriage Event
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Benefits Statements

Benefit Statements provide access to enrollment and confirmation information. The list of
available statements may be searched or filtered to narrow down results. Each statement
provides personal information, cost and election summaries, and elected dependents or
beneficiaries. It is also possible to print the selected statement.

After selecting the Benefit Details tile, click the Benefits Statements option to display this
page.

To view detailed information about a benefit statement, click the > icon.

Benefits Statement
Statement Type ~
6 rows

Event Date 7} Issue Date 7. Enrollment Event 7. Statement Type 1.

09/01/2024 10/15/2024 1:14:54PM 2024 Open Enrollment Confirmation Statement >
09/01/2023 09/07/2023 2023 Open Enroliment Confirmation Statement >
09/01/2023 07/19/2023 2023 Open Enroliment Enroliment Preview >
09/01/2022 10/17/2022 2022 Open Enroliment Confirmation Statement >
09/01/2021 10/17/2022 2021 Open Enroliment Confirmation Statement >
09/01/2020 08/27/2020 2020 Open Enroliment Confirmation Statement >
To exit and return to the previous page, click the Xicon.

Benefits Statement @

Statement Type Confirmation Statement Description 2024 Open Enrollment
Enrollment Effective Date 09/01/2024 Statement Issue Date 10/15/2024 1:14PM

This statement cenfirms your 2024 Open Enrollment benefit selections and pay period costs, dependent information, and beneficiary information. If an error has been made in recording your elections, please contact your benefits administrator. These coverages will remain in effect unti the
next Benefits Open Enroliment or you experience a change in family status or employment situation. Please keep the statement for your records.

Statement Sections

Expand Al

> Personal Information

> Cost Summary

> Election Summary

> Dependents and Beneficiaries
> Dependent Enroliments

> Beneficiary Designations

> Investment Allocations
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Affordable Care Act

After selecting the Benefit Details tile, and choose either the Form 1095-C Consent or
View Form 1095-C tile. The Form 1095-C Consent allows employees the opportunity to
elect to receive the 1095-C forms electronically. It is also possible to view the Form 1095-
C from Benefit Details.

1. Read the current information displayed and, if desired, select the " | consent to receive
Form 1095-C electronically" box.

View Form 1095-C | [ Form 1095-C Consent
B VAN
—
ACA ACA
Tax Year 2024 No consent received

Form 1095-C Consent

@ You currently receive Form 1095-C paper statements by mail

“You must complete this Consent Form to receive an elecironic copy of Form 1095-C. If you do not submit a Consent Form, the Benefits Department will process your Form 1095-C based on the most recent informafion you have provided.
Once you submit the Consent Form, it will remain valid until you submit a Withdrawal of Consent Form, unless your employment is terminated or your employer stops providing electronic access to forms.

If you have any guestions, please contact your Benefits Administrator.

O I consent to receive Form 1095-C electronically

2. Click the Submit button.

3. Forthe password, enter the employee Active Directory (AD) password. Click the Continue
button. The employee will receive a message from the system indicating the request has
been processed and the Form 1095-C statements will now be received electronically.
(The employee can also withdraw their consent to receive Form 1095-C electronically

using this tool.)
Verify ldentity S

To protect your privacy, verify your identity by typing your
password. If you are not this user, click Cancel

User ID M_CERTI1A

Fassword
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New 403(b)/457 Deduction

The New 403(b)/457 Deduction option allows employees to add new accounts and
deduction amounts to their benefits. These plans are pre-tax contributions to individual
retirement/ deferred compensation savings accounts.

After selecting the Benefit Details tile, click the New 403(b)/457 Deduction option to
display this page.

/" New 403(b) / 457 Deduction | | Changes 403(b) / 457 Deduction |
403(b) 403(b)
457 47 p
et
A /

1. A 403(b) or 457 account must be established with the vendor prior to using this tool
option. Select Yes if you have an account established.

New 403(b) / 457 Deduction

New 403(b) / 457 Deduction

Notice: 1. Please ensure that the account is OPENED with the vendor that you select.
2. If your account is NOT opened, do not begin contributions until you have established your account.

Pre-Qualifier Question

Do you have 403(b) / 457 account open with a provider?
The answer to this question will determine whether you may request a deduction at this time.

| Yes No |

2. Select the Vendor Code for the new 403(b)/457(b) plan by clicking on the magnifying

glass.
New 403(b) / 457 Deduction

New 403(b) / 457 Deduction

Notice: 1. Please ensure that the account is OPENED with the vendor that you select.
2. If your account is NOT opened, do not begin contributions until you have established your account.

Deduction Request Details

Select the provider you opened your account with by clicking the magnifying glass icon below:

Select Provider Q

3. Click the Add button.
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New 403(b)/457 Deduction (Continued)

If the employee will be contributing an Amount instead of a percentage, click the Dollar
Amount tab.
If the employee will be contributing a percentage of their pay, click the Percentage tab.

Enter the plan number provided by the investment company.

New 403(b) / 457 Deduction

Notice: 1. Please ensure that the account is OPENED with the vendor that you select.
2. If your account is NOT opened, do not begin contributions until you have established your account.

Deduction Request Details

Select the provider you opened your account with by clicking the magnifying glass icon below:

Plan / Provider Selected: 403(b) American Century

Please enter the Plan number provided by the investment company:

‘Enter Account, 1D or Plan Number

Would you like to contribute a dollar amount or percentage?

| Dollar Amount Percentage |

Enter the dollar amount you would like deducted from each paycheck

Select the date you would like would like to begin deductions.

Notice: With respect to services rendered by the Employee hereafter, the Employer and the Employee hereby agree the
Employee's compensation for such services shall be reduced by the Dollar Amount entered

Enter the dollar amount you would like deducted from every pay check:

Select the date which you would like to begin deductions by clicking the magnifying glass icon below:

Click the Submit button at the bottom of the

page.
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Changes to 403(b)/457 Deduction

The Changes 403(b)/457 Deduction tile give employees the ability to adjust the voluntary
benefit deduction amounts for 403(b) and/or 457 accounts. Any current accounts will be
listed with the option to edit the existing information. Such changes can include amounts
or percentages to be deducted, and when these changes should take effect.

After selecting the Benefit Details tile, click the Changes 403(b)/457 Deduction option
from the panel to display the page.

| Changes 403(b) / 457 Deduction |

403(b) |

457
| 457
—q

In this example, the 403(b) Aspire contribution amount is changing from $160 to $200. Click
the Edit button. The following page will be displayed.

Voluntary Benefit Deductions

---------
EREILISS
Rendewlipdate your woluniarny benafil daduttions

Dedustion Sanrt Dase Stap Date Status Deduction  Gaal Ameust Gl Ealanes Exsit

051220 Curandy 5580 50000 ilic Exie

[See graphic on next page]

For this example, a Flat Amount was selected.

Enter the amount to be withheld.

To stop the deduction after the employee has contributed a set amount, enter that amount in
this field.

Select the Deduction start Date from the drop-down list. Again, the dates given indicate an
effective pay period, not a specific pay date.

Enter the date to request the deduction end in the Deduction Stop Date field, otherwise
leave the field blank.

Click the Verify Identify button. The authentication page will be displayed.
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Changes to 403(b)/457 Deduction (Continued)

View Voluntary Benefit
Smith, Jane
Clark County School District
Deduction Description  403(b) Aspire

*Deduction Calculation Routine | Flat Amount v

Enter Amount or Percent to be deducted :EE:‘C*J

@"ake deduction until | reach this amount

*Enter Deduction Start Date

ih | 2

OO

Enter Deduction Stop Date

Verify Identity O

Current Balance 000
Disclaimer

For the passcode, enter the employee's birth year and the last 4 digits of their social security
number.

Click the OK button.

\erify ldentity

By entering your password you are electronically approving this page

UseriD M_CERT1A

' ¥ = % o = .
usiiidi {Birth Year + Last 4 S3N)
{ : N OK. Cancel
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Final Pay Designhee

The Final Pay Designee Tab allows the employee to provide designees to receive all
benefits payable to them by CCSD, in the event of their death. This designation is in effect
until the employee submits a new designation. The designee will only receive these
warrants or benefits in the event of the employee's death prior to retirement or separation
from CCSD. The distribution may include final compensation for any eligible vacation leave,
sick leave, and final paycheck.

After selection the Benefit Details tile, click the Final Pay Designee option from the panel
to display the Final Pay Designee page.

Please note that this does NOT affect the PERS designation information

[See graphic on next page]

If there is an existing row, click the + (plus sign) to add new effective date row.

Select the Effective Date that the change takes place from the calendar.

Select the desired Dependent/Beneficiary ID from the drop-down list by clicking on the
magnifying glass. If the designee does not show in the drop-down list, the employee will

need to add the person in the Dependent/Beneficiary Info option.

Enter the Percent of Benefit in the space provided. If there is more than one
Dependent/Beneficiary, the total of the percentages should equal 100%.

If the Dependent/Beneficiary is a Primary Beneficiary, click the checkbox.
If the Dependent/Beneficiary is a Contingent Beneficiary, click the checkbox.

To add an additional person, click the + (plus sign). To remove a record, click the - (minus
sign).

Click the Update Total button to update the percentages.

Click the Submit button. The following page will be displayed.
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Final Pay Designee (Continued)

Designee Details 10f1 v View All

+|
*Effective Date |01/03r2020 |_

In the event of my death, | hereby designate the following named person to be entitled fo receive all warrant (final pay) or other benefits
payable to me or my designee by the Clark County School District

Benefit Information | Q | I

*Dependent/Beneficiary ID @ Percent of Benefit @ Primary® Contingent @ | + || - |
[o1 a | 100|

l Update Total ] Total Primary Percentage 100 Total Contingent Percentage

This designation cancels and replaces any previously signed by me for this purpose and shall remain in effiect until canceled by me by inserting
a new effective date above and removing the designee.

Itis expressly understood and agreed that the Clark County School District is not obligated to deliver the warrants (final pay) or benefits to the
person designated herein above unless the designated person claims the warmrants (final pay) or benefit from the Clark County School District
within one year from the date the warrants (final pay) or benefits become payable and provides to the school district sufficient proof of identfity
as required by the Clark County School Disfrict.

If you fail fo designate a designee, or if the designee is not living at the time of your death all warrants (final pay) and benefits are part of your
estate pursuant to Nevada Revised status 281.155.

‘ * No warrant (final pay) or benefit release will be made without sufficient proof of identity at the time of claim

For the passcode, enter the employee's birth year and the last 4 digits of their social security
number.

Click the OK button.

Verify Identity %

Help

To protect your privacy, verify your identity by entering the year
of your birth followed by the last 4 digits of your social security

number (YYYYnnnn) as the passcode. If you are not this user,

click Cancel.

Enter Birth Year + SSN

User ID

Verification Passcode (Birth Year + SSN)

l Cancel ] oK

IMPORTANT!

It is imperative that all employees update their Warrant and Benefit Designation information as soon
as possible since prior information was NOT populated in the HCM system.
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Taleo Internal Job postings Tile

Select the Taleo Internal Job Postings tile from Employee Self Service to link to
the internal CCSD job board where all internal jobs are posted. Jobs are listed in
chronological order from the date/time they were posted.

Personal Details Time / Absence Payroll Benefit Details

&y

el

®
ee
43

Last Pay Date 05/28/2025

Y

r Taleo Internal Job Postings Annual Open Enroliment Password Reset Information

Open Enrollment occurs once a year and is not
open at this time.

For New Hire Enroliment and Life Events, please
click on the Benefit Details Tile.

Separation/LOA Request OnBoarding Activities Employment/income Verification

L

ﬁ:' @| Get Started % /

Summer Employment NV PERS & Retirement Plans

A

a =
eSS

Employees are able to search for positions by keyword or by location using the fields
provided at the top of the screen. Positions can also be searched by criteria such as
posting date, location, and job field (licensed, support, administrative, substitute,

etc.).

From the Job Board, employees also have the ability to save the position to their
profile so they can apply later and/or share the position with others via social media
or email.

Employees are able to apply for a position in two ways:
- Apply directly from the Job Board by clicking Apply.
- Selecting the job title to see more information and clicking the Apply Online
button.
From this screen, employees again have the ability to save the position to their profile
Job Board by clicking on Add to Job Cart.

Once an employee clicks Apply or adds it to their Job Cart, they will be directed to
complete the application process using the prompts given in each step of the
application.

Additional Taleo information and resources can be accessed on the CCSD Employee
Business Training website at: training.ccsd.net
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Open Enroliment Tile

The Open Enroliment tile can be utilized only during periods of open benefit
enrollment with CCSD. During this time, the employee will be able to change their
benefits package if they choose. Detailed instructions on how to make changes will
be provided within the tile.

Password Reset Information Tile

Clicking the Password Reset Information tile will display the employee's cell phone
and email address currently available in the User Account Management Services
system that will be used to communicate CCSD Active Directory (AD) password reset
information.

If this information needs to be updated, complete the Cell Phone and Non-CCSD
(Personal) Email Address fields, and click the Save button.

Password Reset Information

The cell phone and email address listed below will be used to communicate password reset information to you from the hitps:/fmyaccount ccsd.net
website. In order to reset your password via email, you must provide a non-CCSD (personal) email address. It may take up to 2 hours for this
information to be updated in the password reset system. If you would like to delete either of these entries, please submit blank fields for each.

To reset your password visit hitps://myaccount. ccsd.net website.

NOTE: The information provided below is strictly for password reset purposes, and will not update your personal contact information stored in the
HCM System. To update your personal contact information, such as change of address or phone, click the Personal Details tile.

Cell Phone Email 1D

To update your password reset contact information, please complete the fields below and click Save.

Cell Phone {SMS)

Non-CCSD (Personal) Email Address

Save

Note: Updated information is strictly for password reset purposes, and will not update
the personal contact information stored in the HCM System. To update the personal
contact information, such as change of address or phone, click the Personal Details
tile.
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Separation/LOA Request Tile

The Separation/LOA Request tile is to be used if the employee is leaving the Clark County
School District. Reasons for separation include Leave of Absence, Termination, and
Retirement.

Select the Separation/LOA Request tile from Employee Self Service to display the page.

Separation/LOA Request

|-

T

Select the New request button.

Separation/LOA Request

Separation and LOA Request

Empl ID

MNew Reguest

No Requests Exist

You currently have no pending or approved requests.
Select the *Action for the separation request from the drop-down list.

Enter the *Effective Date or select it from the calendar. [If Leave of Absence (LOA), the
Request Return Date can also be entered.]

Select the Reason for the separation request from the drop-down list.

Select the Position # from which the employee is separating from the drop-down list.

Separation and LOA Request

Separation and LOA Request

Empl ID
Request
Request ID NEW
*Action V| *
Request Details

The effective date must be the next calendar day after the last assigned or contracted day
(e.g. if your last day is Friday 8/11/2020 then the effective date would be Saturday
12/2020).

*Effective Date ‘ | ‘
Reason *

Position

Location |EMPLOYEE BUSINESS TRAINING
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To attach supporting documentation files, click the Attach button. When clicking the link,
the following page will be displayed.

Supporting Documents

Attached File Attach

Click the Choose File button to select the file. Navigate to the desired file.

Once the file has been selected, click the Upload button.

File Attachment %

Choose File | Mo file chosen

‘ Upload H Cancel ‘

View the file that was uploaded. If the wrong file was uploaded in error, click the - icon to
delete the file. To attach additional files, click the + icon to add additional rows if needed.

Click the Save for Later button to store the entry to submit the form later.

Click the Submit for Approval button to send the request.
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Nevada PERS Tile

Clicking the Nevada PERS tile will give the employees links to the Nevada PERS website
and the Nevada PERS Survivor Designation Form.

NV PERS & Retirement Plans

w b xﬁ

It is highly recommend that all employees review or edit the Nevada PERS Survivor
Designation form as soon as possible.

NV PERS & Retirement Plans

) “ |~ NV PERS Important Links

NV PERS Links

Welcome to Nevada PERS! The Public Employees’ Retirement System of Nevada plays an important
role in the long-term economic security of the state’s public employees, which includes teachers, police

Compliance Services officers, firefighters, city, county, and State of Nevada employees, among others.

Retirement Research In order to understand these benefits, please read the summary plan description that describes your
position from the list of Benefit Programs.

Retirement Calculator

NV PERS Frequently Asked Questions
CCSD Retirement Information NV PERS New Member Booklet

NV PERS Retirement Brochures

Voluntary Retirement Deduction

NV PERS Survivor Designation
NV PERS Informational Video for Members

Creating.a NV PERS Online Account

D Mewly hired members should wait 30 days before activating an account.

If you contact PERS, and they advise that you are not enrolled with PERS (after 90 days of employment),
please email CCSD at hrretirement@nv.ccsd.net

NV PERS Programs

Ready to Retire Program: Topics include the PERS mission and plan structure, eligibility for benefits,
the benefit formula, beneficiary benefits, disability retirement, survivor benefits, purchase of service and
refund repayment, the timeline to retire and information about the PERS website.

Planning Ahead for Your Retirement: This program is for members who are within one year of
retirement. Topics include a brief review of the benefit formula, the timeline for retirement, the application
completion process, check deductions, post-retirement increases. reemployment and the PERS website.
Attend this program after the Planning for Your Retirement Program.

Benefit Estimator: You can use our calculators below to calculate an estimated monthly benefit amount.
This is only an estimate. The calculator is not linked to your accounts so the estimate accuracy depends
on the information you enter. Please do not make decisions based on this calculator.
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Onboarding Activities Tile

The Onboarding Activities tile is utilized by employees who are new to CCSD, current
employees who transfer to a new position or have taken a second job. It provides a step-
by-step process for completing onboarding activities with the District. This process
includes detailed instructions as well as any documentation that may be required.

OnBoarding Activities

’&%_ Get Started

Clicking the Onboarding Activities tile will link the Employee to the Onboarding page to
complete the required actions from the list in the left side of the panel.
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Appendix - Minutes Conversion To Decimal Matrix

Hour Hour
Minutes Decimal Minutes Decimal

1 0.02 31 0.52
2 0.03 32 0.53
3 0.05 33 0.55
4 0.07 34 0.57
5 0.08 35 0.58
6 0.10 36 0.60
7 0.12 37 0.62
8 0.13 38 0.63
9 0.15 39 0.65
10 0.17 40 0.67
11 0.18 41 0.68
12 0.20 42 0.70
13 0.22 43 0.72
14 0.23 44 0.73
15 0.25 45 0.75
16 0.27 46 0.77
17 0.28 47 0.78
18 0.30 43 0.80
19 0.32 49 0.82
20 0.33 50 0.83
21 0.35 51 0.85
22 0.37 52 0.87
23 0.38 53 0.88
24 0.40 54 0.90
25 0.42 55 0.92
26 0.43 5b 0.93
27 0.45 57 0.95
28 0.47 58 0.97
29 0.48 59 0.98
30 0.50 60 1.00
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