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USER SUPPORT SERVICES: EMPLOYEE BUSINESS TRAINING

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.

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

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.

CCSD®

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

BROWSERS Active Directory (AD) Credentials

User ID

Password

FIREFOX CHROME

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

Help

Sign Out

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 4
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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.

CCSI} g Clark County Schoal District v EmplO!."E‘E Self Service

Personal Details Time/Absence Payroll Benefit Details

./ -
Last Pay Date 08/10/2019

Open Enrollment Password Reset Information

Mo Enrollment Available At This Time

Separation/LOA Request Nevada PERS OnBoarding Activities

P

N .
Nipers) m}_ Get Started

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
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Home Button
Click the Home button from any page/screen to return to the ESS Dashboard.

Notifications Button

Clicking the flag 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. H
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.

CCSD g Clark County Schoal District v EFI'IpIO}"E‘E Self Service

Personal Details Time/Absence Payroll

Last Pay Date 06/10/2019

Taleo Internal Job Postings Open Enrollment Password Reset Information

No Enroliment Available At This Time

Separation/LOA Request Mevada PERS OnBoarding Activities

p

T RS m}_ Get Started

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
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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 update the following information:

Addresses Personal Detais
Contact Details

Name @
Emergency Contacts

The Time/Absence tile provides access to perform the following functions:

Request an Absence

Cancel an Absence

View Leave Balances

O Timesheet: Submit Time Worked (positive pay, comp time, etc.)
View Time Summaries

View Requests

Timel/Absence

The Payroll tile provides access to the following:
Paychecks
Tax Withholding (W4) Changes
W-2/W-2c Consent @
Direct Deposit
Legacy Paychecks and W2s (previous payroll system)

Payroll

Last Psy Date 06/10/2019

The Benefit Details tile provides access to the following:
Benefits Summary

Benefit Dtais Life Events
& Dependent/Beneficiary Information
*f Benefits Enroliment and Statements
Affordable Care Act

View or Add/Change 403b and 457 deductions
Warrant & Benefits Designation o ——————

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

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

Open Enrollment Password Reset Information Separation/LOA Request Mevada PERS OnBoarding Activities

No Enrollment Available At This Time @ ol . NVPERS m Get Started

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.

CCS]_} g Clark County Schoal District v En“jo!'ree Self Service

P i Time/Abzence Payroll Benefit Details

< +

Last Pay Date 08/M10/2019

=

Taleo Internal Job Postings Open Enrollment Password Reset Information

a
&

No Enrcliment Available At This Time

Separation/LOA Request Newvada PERS OnBeoarding Activities

o

T (NPERS - m}_ Get Started
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Updating Addresses

After selecting the Personal Details tile, click the Addresses option from the left side panel to
display the page. The employee’s current home address will appear.

1. To update the Address, click the > symbol on the right side of the current home address.
A new window will appear to update the address.

£ Employee Self Service Personal Details ﬁ :
Hill, Christine
ADMIN SCH SEC
t, Contact Details Home Address
555 MAIMN ST Cilerant
&8 Name LAS VEGAS, NV 89144 ¥
L2 Emergency Contacts
Mailing
&, Additional information
No data exists
Add Mailing Address

a. Enter the new address.
3 cancel Address b -
b. Click the Save button. (el U

Employee Instruction

To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3
p—) Y
Change As Of |08/08/2019 fzzz]
Address Type Home
Country | United States Q

Address 1 | 555 MAIN §T

Address 2
@ | Address 3

City |LASVEGAS

State | Nevada Q

Postal 39129

County

2. If the mailing address is different from the home address,
click the Add Mailing Address button, enter the information
- : No data exisis.
for the mailing address, and click the Save button.

Add Mailing Address |@

Mailing

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 9
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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.

< Employee Self Service Personal Details ﬁ :
Hill, Christine
ADMIN SCH SEC
(i Contact Details
t Contact Details Phone
+
B8 Name
Number Extension Type Preferred
Qj Emergency Contacts
702/555-1212 Home v > @
& Additional Information
Email
+
Email Address Type Preferrec
xxxxxxx@nv.cosd.net Business v 5

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. ) ) Cancel Phone Number !;[
b. If the phone number that is entered is the N

Preferred number, click the checkbox. If it is not, Type Home [V @
< : > Preferred

leave it unchecked. Only one phone number can "
be selected as the Preferred number. B pEERER O
c. Enter the new phone number in the Number field. ExEsing

d. Click the Save button.

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 Preferrec
xxxxxxx@nv.cesd.net Business e 5

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 10
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a. Select the Email Type from the drop-down list.

b. Do NOT click the Preferred checkbox. Only one email The default business email
address can be selected as the Preferred email, and itis | address (xxooxx@nv.ccsd.net)
strongly recommended to keep the CCSD email address | is set as the preferred email. It
as the preferred email to ensure the receipt of any is strongly recommended NOT
communications through the HCM system. to change it.

c. Enter the new email address in the Email Address field.
d. Click the Save button.

Cancel Email Address @

*Email Type ¥ |@ o
@ Preferred><
Email Address O

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 11
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‘ Name Change

After selecting the Personal Details tile, click the Name option from the left side panel to
display the page.

< Employee Self Service Personal Details )

Smith, Jane &
ENGLISH

&1 Addresses Name

: Smith, Jane Current >
¢, Contact Details @
Add Preferred Name

\E Emergency Contacts

-.n Additional Information

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

2. A message displays reminding the employee that supporting documentation needs to be
attached to complete the Primary/Legal Name Change transaction. If supporting
documents are not attached, the transaction will not be completed. Click the OK button to
confirm the need to attach supporting documents for the name change.

\ Cancel Name E

Change As Of |01/15/2020 =]

Name Format | English 1'|

Name Prefix

3. Enter the following: Cancel Name (sl
a. Enter the change AS Of date. Change As Of  10/24/2019 ]
b. Confirm Name Format is English. = _
c. Select Name Prefix (optional). “Firstame | Chistie = @
d. Enter new First Name. Wi Narme
e. Enter new Middle Name (optional). “L:‘rr -
f. Enter new Last Name. Dp.n, Nu.m: i, Chvistne s
g. Enter new Name Suffix (optional). Famal e RIS

Mame Hill Christine
Add A h View Delete
PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
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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 x documentation (such as a
Choose From birth certificate, marriage

certificate, or other court
I:‘D @ documents) may be
required depending upon
the type of change to the
primary/legal name.

My Device

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

@ Open =

4 Bl > ThisPC » Desktop v O Search Desktop

=|
® o

QOrganize + Mew folder

+ 2 MName D, Type Size Tags
Quick access
B Deskt =| Mew Name Attachment 0 10:39 AN Microsoft Word D... 2
05 New N Attach PO 10:59 AM - Mi ft Waord D 12KB
esktop

3 Downloads
Documents

&= Pictures
@ OneDrive
[ This PC

[ Desktop

Documents v v

v| Al Files -

l Open ll: Cancel

LR T

File name:

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

@ Upload ‘ Clear

New Name Attachment.docx
File Size: 11KB

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 13
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d. When the File Attachment page shows Upload Complete. Click the Done button to

attach file.
File Attachment @

Choose From

MNew Name Attachment.docx
File Size: 11KB

Upload Complete ‘
|

e. A message appears to confirm a successful uploading of the attachment. Click the OK
button to confirm the attachment message.

Attachment Success. Please View the Attachment: and Save. If Attachment : is Wrong, Delete
and Reattach the same before Saving

OK @

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.

Cancel Name @

Change As Of | 01/15/2020
Name Format | English v
Name Prefix | DR ¥

*First Name | NEW
Middle Name | FUN
*Last Name | NAME

Name Suffix r
Display Name NEW NAME
Formal Name DR NEW NAME

Name NAME, NEW FUN

Add Attachment View Attachment Delete Attachment

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
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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.

< Employee Seif Service Personal Details A
Smith, Jane &
ENGLISH

51 Addresses Name

‘..1 Contact Details Smith, Jane Cument

Niew Mame As of 040032019 Submitbed for Approval
PE Name
€8 Emergency Contacts The status of the name change

transaction is displayed.

a.n Additional Information

7. If the employee has a preferred name, nickname, or “known as” name they would like to
add, click the Preferred Name button and enter the required information.

Cancel Preferred Name Save

Preferred Name

“Status A Q
First Name |Janie
Status:
Middle Name A = Active
Last Name Smith I = Inactive

Display Name Janie Smith
Formal Name Janie Smith

MName Smith, Janie

If the preferred name is no longer needed, type the letter “I” in the *Status field to change
the status to Inactive.

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

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 15
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‘ Emergency Contacts

After selecting the Personal Details tile, click the Emergency Contacts option from the left

side panel to display the page. The current emergency contact information, if any, appears on
this page.

£ Employee Self Service Personal Details ﬁ :
Smith, Jane
EMGLISH
i Sdmeses Emergency Contacts
e Contact Details
Mo data exists

& Name Add Emergency Contact @

&, Additional nformation

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

. . Cancel Emergency Contact Save
information. (Smve]

a. Enter the emergency Contact Name. ncrarioges @

b.  Select the Relationship to the T & @
employee from the drop-down list. o Freteed = O

c. Ifthisis the Preferred Emergency

Contact, click the checkbox. If it is T @
not, leave it unchecked. Only one

Phone Numbers

Mo data exsts

Preferred Contact is allowed.
Mo dala exists. A1 leas] ons phonsg bt 8 recquened

Add Phone Number

d. Click the Add Address button. Cancel Address Done |
i. If the emergency contact’s Same as mine @
address is the same as the Country | Uniied States a
employee, click the Same as mine [ Addna t
checkbox. Fr ol
ii. If not, enter the Emergency
Contact’s Address. opne
iii. Click the Done button. ®- o
State Q
Postal
County

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 16
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e.  Nextclick the Add Phone Number
button. A window will open to enter
the Emergency Contact’s Phone Number.
i. If the emergency contact’s
phone number is the same as the
employee, click the Same as mine
checkbox.
ii. If the emergency contact’s phone

number is different than the employee,

select the phone number Type from
the drop-down list.

Phone Number

O

Cancel

Same as mine
*Type
*Number

Extension

iii. Enter the emergency contact’s phone Number.

iv. Click the Done button.

2. Once all the information has been entered, the Emergency Contact page will display the

information for review.

a. Ifitisincorrect,

Cancel
click the > symbol
to correct the
information.
b. Click the + sign
if additional phone Address
numbers need to 500 MAIN 5T
be added. ;;‘154?'3% v

Phone Numbers

O+
Phone

T02/555-1212

3.  When finished, click the Save button.

*Contact Name |George Doe

*Relationship | Spouse |

Preferred o

Emergency Contact

Extenszion Type

Same as mine 3

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020
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Additional Information

After selecting the Personal Details tile, click the Additional Information option from the left
side 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.

¢ Employee Self Service Personal Details &
Smith, Jane
ENGLISH

i Atdegoss Additional Information

‘* Contact Details Gender Femnale

B8 Name Date of Birth 052211970 Please note that CCSD

Birth Country United States does not gather
Birth State information on certain

&, Additional Information Social Security Number XXX00 topics (such as the
Smmrf/ Smoker field, Birth
Date Entitled to Medicare State fleld' Date

Entitled to Medicare

field). These will remain
blank.

R¥ Emergency Contacts

Original Start Date (0B/14/1906
Last Start Date OBM4/1906

Highest Education Level Notindicated

Employee Information

Contact the Human Resources depastrent at (T02) T99-2612 if any of your information is incomect

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
additional time, and Absence which is earned or deducted based on employee negotiated
agreements.

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.

CCSsDh g Clark Conmty Schoal District ¥ Employee Seif Service

Personal Details imeiAbsence Payroll Benefit Details

«© <8z, %

Last Pay Date 08/M10/2019

)

Open Enrollment Password Reszet Information

a
&

No Enrcliment Available At This Time

Separation/LOA Request Newvada PERS OnBeoarding Activities

»

T NW’ER&_ m Get Started

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 19



TECHNOLOGY & INFORMATION SYSTEMS SERVICES DIVISION
USER SUPPORT SERVICES: EMPLOYEE BUSINESS TRAINING

Requesting Leave

Request an Absence

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

< Employee Self Service Time/Absence

|} Request Absence Request Absence
& Timesheet -

*Absence Name | Select Absence Name ¥

= Report 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 change.)

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 “obTitle | ENGLISH ¥
. . ENGLISH
between jobs, select the job from the drop-down | =absence name PREP BUYOUT w

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 Mame | Zelect Absence Name M | *Abzence Name | Select Absence Name r
Authorized Absence - Authorized Absence ~

Calastrophic Leave
Disfrict Business
Jury Duty

Military Leave

Mo Pay/Mo PERS

gerr‘snr:zl Lf_ta'JE Personal Leave
Chool Dusiness Paolice - WC Dr Appeintment

S oLl Police - WC Supplemental

S?c‘.k -Berea&re.menl School Business

Sick -Dr Appointment Select Absence Name

S!I:-k -Flex DE]‘I . Sick -Bereavement

Sick -Immediate Family lllness Sick -Or Appointment

Sick -Personal llimess Sick -Flex Day

Sick -Waorker's Comp

Sick Transfer from Job to Job

Catasfrophic Leave
Disfrict Business
Jury Duty

Military Leave

Mo Pay/Mo PERS

Sick -Immediate Family lllness
Sick -Personal liness

Snow Da i :
Subpoen: as Witness Stck W orker's Comp
Vacation Snow 2 i
) Subpoena as Witness
Vacation Payout Wacation
Vorker's Comp - Vacation Payout
Worker's Comp b

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
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Certified (Licensed) Unified (Administrator)
*Absence Name | Select Absence Name v *Absence Name | Select Absence Name v ‘
Authorized Absence Authorized .Absen':e
Catastrophic Leave C:a\ta:strophllc Leave
District Business District Business
Jury Duty .Jury Duty
Military Leave Military Leave

No Pay/No PERS
Personal Leave
School Business School Business
ick -Bereavement
Sick -Dr Appeointment
Sick -lImmediate Family lllness
Sick -Personal lliness

No Pay/Mo PERS
Personal Leave

Sick -Bereavement
Sick -Dr Appoiniment
Sick -Immediate Family lliness

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

Sick -Worker's Comp Snow Day

Snow Day Subpoena as Witness
Subpoena as Witness Vacation

Warker's Comp Worker's Comp

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

e 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.
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1.

The following example shows a Sick-Personal lliness single day absence:

Request Absence

*Absence Mame | 5

@15@1 Date

End Date

@ Duration

Partial Days Nol

Additional Information

Comments

Balance Information

@ ‘iew Balances
iew Reguests

As O DEMEI2019

i -Personal lliness

10101/2018 [

1.0:0 Diays

ne

1Q

Check Eligibility @

o]

158.27 Days™

Disclaimer The current balance does not refiect sbsences that have not been processed.

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

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.)

If the absence is for a partial day, click the > symbol on the right side of the Partial Days

&=y

OX

selection bar to access the Partial Days options. A new window will appear.

Cancel

Partial Days | None VI

Partial Days

End Day Only

Hone

Start Day Only
Start and End Days
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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.

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.

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.)

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 nove submit your absence request.
Diate Time: Cctober 23 2019 at 15:20

OK

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.

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/0 field which is where the Grant Number is entered.
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8. Enter Comments about the requested leave, if required.
Note: Once a comment has been entered, it cannot be deleted or modified.
9. Optional: Click the View Balance link to view Absence Balances by category. The Balances
may be different based upon the absences
] R Balances x
for which the employee is eligible.
Sick BAL in Hours
As Of 06/15/2019 0.00 Hours
Sick BAL in Days
As Of 06/15/2019 159.27 Days
**Disclaimer The current balance dees not reflect absences
that have not been processed.
10.  Optional: Click the View Requests link to display absences that have been requested.
If the employee has not requested
additional absences, the system will View Requests x
inform the employee. View Requests 1 row
v
Vacation
Approved 121232019
IManager Absence Request 8 Hours
ELIGIBLE
11.  Click the Submit button to complete the absence request and route it for approval.
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.
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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.

< Employee Self Service

1) Reguest Absence

View Requests

acy Timesheet v -

Sick
Saved

@ Report Time

[2 Weekly Time Summary

Personal Leave

& Payable Time
Push Back

(8! Comp Time Balances

Sick
I} cancel Absences m

Approved
I view Reguests

1§ Abssnce Balances

"

Time/Absence

Cancel Absences

Jrows

09/17i2019

1 Days

D&/2v2oi1e

1 Days

De/14/2012

1 Days

20,

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

display showing the absence details.

Cancel Absence

Return to Cancel Absences

Abszence Details
Absence Name
Reason
Start Date
End Date

Dwuration
Status
Comments

@ Comments

Cancel Detailz

(0

Sick

Personal lliness
ORME8/2018
ORME8/2018

1.00 Crays
Submitted

e
Reguest History >
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.
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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 filtericon % can be selected to filter the absences by absence type, if desired.

< Employee Self Service Time/Absence a v
|l Request Absence View Requests
View Requests 3 rows
o Timesheet w -
= Report Time Sick R
Saved e
- 1 Days ?
F5 Weekly Time Summary ELIGIELE

@ Payable Time Personal Leave S
Push Back
1 Days >
18! Comp Time Balances ELIGIBLE

Sick
1 Cancel Absences n 081412018
Approved

>
1 Days
I View Requests ELIGIBLE

I§! Absence Balances

Requests can have the following status types:

Submitted Request submitted but not yet approved at Level 1 Reviewer or Level 2 Approver

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

Pushed Back Request pushed back by either the Level 1 Reviewer or Level 2 Approver for
modification

Cancelled A previously submitted request has been cancelled

Cancelin A previously approved absence request was submitted for cancellation but is

Progress still waiting approval for the cancellation

1. Toview arequest, 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 MISS 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 Request Details
Return to View Requests link to view details on another
request Return to View Requests @

Example of resubmitting a cancelled absence: In this example, the absence for Sick-Personal
Iliness was originally entered for a half day and was cancelled since it needed to be modified to
show a full day. The absence was selected under the View Request tool.

View Requests

View Requests 3 rows

-
H

Sick -Personal lllness
12032012
Canceled =
0.5 Cays l

ELIGIELE

The absence was then edited be a full day, the Check Eligibility button was clicked, and then
the Submit button was clicked. The absence is then routed to the Level 1 Reviewer to begin the
approval process again.

Request Details

Return to View Reguests

*Absence Name | Sick -Perscnal lliness e

*5tart Date | 12/03/2019

End Date | 12/03/2019 [
Dwuraticn | 1 : Days
Partial Days None 3

Status Canceled

Check Eligibility

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 the request.)
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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.

< Employee Self Service Time/Absence a >
il Request Absence Absence Balances
Ce THEEIES v Sick BAL in Hours
As Of 06/15/2019 0.00 Hours
= Report Time
Sick BAL in Days
[ Weekly Time Summary As Of 06/15/2019 15927 Days
@ Payable Time **Disclaimer The current balance does not refiect absences that have not been processed.

{8 Comp Time Balances w Forecast Balance

m As of Date |09/D6/2019 =
1® Cancel Absences
Filter by Type | Al v

1™ View Requests

’ |§! Absence Balances

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

*Absence Name | Select Absence Name ¥

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

« Forecast Balance
As of Date |[03106/2020 B @

Filter by Type | Al v @

@*Absence MName | Sick -Perscnal lliness v Current Balance 19.30 Hours™

@ Forecast Balance

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.

P wnNPR
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In this example, the Sick ADJ (current 19.30 hrs) and the Sick ENT (9.28 hrs) are added together.
Then the Sick TAKE (0.00) is subtracted from that total to equal the forecasted Sick BAL (28.58

hrs). [19.30 +9.28 — 0.00 = 28.58]

Forecast Details

Sick BAL in Hours
07012019 - 053072020

Sick TAKE in Hours
070172019 - 0673072020

Sick ADJ in Hours
Q71,2019 - 053072020

Sick ENT in Hours
070172019 - 06/30/2020

28.58

0.00

19.30

9.28

BAL = Balance
TAKE = Taken
ENT = Entitled

ADJ = Adjusted
(within current
fiscal year)

In this example, the Vacation ADJ (current 60.50 hrs) and the Vacation ENT (12.48 hrs) are
added together. Then the Vacation TAKE (8.00) is subtracted from that total to equal the

forecasted Vacation BAL (64.98 hrs). [60.50 + 12.48 — 8.00 = 64.98]

Vacation BAL in Hours
07/01/2019 - 06/3072020

Vacation TAKE in Hours
07/01/2019 - 06/30/2020

Vacation ADJ in Hours
07/01/2019 - 06/3072020

Vacation ENT in Hours
07/01/2019 - 06/30/2020

Vacation Payout in Hours
07/01/2019 - 08/30/2020

Forecast Details

64.98

80.50

12.48
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Request and View an Extended Absence

After selecting the Time/Absence tile, click the Extended Absence Request option from the left
side panel to display the page. This is used to initiate FMLA requests or Worker’s Comp claims.

¢ Employee Self Sarvice Time/Absence I
(il Request Absence Request Extended Absence
Smith, Jane
- Timesheet v
- ENGLISH
Enter Start Dale, Expected End Date and Absence Take. Complete the rest of the required
= Report Time information before submitting your request. If you are missing some information, save your

requast for later to be able to add additional details.
EL: Weekly Time Summary
e )

® Payable Time Extended Absence Request Details (2
an

*Start Date |[11/08/2018  [f3]
|!! Comp Time Balances —

u *Expected Return Date '_'
Iﬂl Cancel Absences

Absence Type | Al v
I View Requests *Absence Name | Select Absence Name T

I8! Absence Balances

7] Leave Transfer Request History

| Extended Absence Request Go To View Extended Absence Request History iew Absence Balances

* Required Field

' | Employee Effort Certification

1. Enter the Start Date of the extended absence.

2. Enter the Expected Return Date of the extended absence. (The Actual Return Date will be
updated when the employee returns from leave.)

3. From the Absence Type field, select the type of absence.

4. From the Absence Name field, select the absence name. (The window will expand once a
selection has been made.)

Request Extended Absence
Smith, Jane

ENGLISH

Enter Start Date, Expected End Date and Absence Take. Complete the rest of the required
information before submitting your request. If you are missing some information, save your
request for later to be able to add additional details.

Extended Absence Request Details (@

*Start Date |09/30/2019 @

*Expected Return Date |10/16/2019

Absence Type Family and Medical Leave Act v |

*Absence Name @ 2elect Absence Name v
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5. From the Absence Reason field select one of the choices from the drop-down list which
describes the type of leave that is being requested.

6. Enter comments regarding the leave in the Requestor Comments field.

7. Click the Submit button to submit the request.

8. Click the Save for Later button if not yet ready to submit the extended leave request.

Request Extended Absence
Smith, Jane

ENGLISH

To create your request, complete the information in the Extended Absence Request Details
section and select save for later or submit the request for approval. Additional information may
be managed or viswed at a later time.

Extended Absence Request Details (D

*Start Date |09/30/2019 [

*Expacted Return Date | 10/18/2019 D

Actual Return Date D
Absence Type Family and Medical Leave Act v
“Absence Name | FMLA Madical - Family v

*Absence Reason | Select Absence Reason v @

Current Balance 0.00*

Absence Requests
Absence Request @

5 Q 110f1 v View Al

Absence Requests Status Start Date End Date Duration Source

@?equestor Comments &
Go To Wiew Extended Absence Request Histor;.-'@ “iew Absence Balances

Submit Save for Later

* Required Field
**Disclaimer The current balance do flect absences that have not been processed.

9. Once submitted or saved for later, the employee can view the request by clicking the View
Extended Absence Request History link. Enter the dates to view and click the Refresh
button. Click the Return to Extended Absence Request link to return to the previous page.

Absence Self Service Req Hist X

Extended Absence Request History

Smith, Jane

ENGLISH

Specify the date range of interest. To retrieve a complete history, leave From and Through
dates blank and use the Refresh push button. Select the absence name link to view request
details. Select edit button to modify ar delete the request.

From |05/03/2019 Through |10/30/2019 Refresh

@ Return to Extended Absence Request
»
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10. Click the View Absence Balances link to view the leave balances by absence type.
Click the Forecast Balance link to forecast the absence balances as of a specific date.
Click the Return to Extended Absence Request link to return to the previous page.

Absence Self Service *
Wiew Absence Balances
Hill, Christine
ADMIM 5CH SEC
Instructions
i&w current absance entiiemant balances. Curmant balancae do not refect absanca requests hat nava nat oesn
processad by payrall. For more detalls piaase comlsc? your absanca administrator.
Absence Entitlement Balances Parsanalzs | (2
Currant Balances | [TW
. - Ealanoe ac of " —
Entitlement Mams DEEE/ S From Ta Aoorusl Perlod
acaton SAL In Hours 27710 Hours Yi2arto Oae
Slck BAL In Haurs 52250 Hours Yaar ba Daka
Go To Forecast Salance
Return 13 Exlenged ADssnos Requast

View Leave Transfer Request History

After selecting the Time/Absence tile, click the Leave Transfer Request History option from the
left side panel to display the page. This page provides the employee with a historical view of
any leave that was donated to the CCSD Sick Pool. Note: Only time donated after January 1,
2020, the implementation of the HCM System, will be viewable.

Leave Transfer Requests History

Hill, Christine

ADMIN SCH SEC
Specify the date range of interest. To retrieve a complete history, leave From and Through dates blank and select Refresh. Select the Request

Type link to view request details. Select Edit button to modify and delete the request.
Begin Date End Date Refresh

Request History

H Q 1-1 of 1 View All
Submit Date Leave Program Name Request Type Approval Status Process Status Edit
09/25/2019 Sick Pool Support Donate Submitted Unprocessed Edit

Note: This is a view only page. Leave cannot be donated through this tool.

For questions concerning donating leave, contact the Payroll Department at 702-799-2666.
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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.

< Employee Self Service Time/Absence e

il Request Abssnce Job Title ENTINST DESIGN

1 September - 14 September 2019 »
C TTHEETEE! - CCSD Bi-Weekly
Scheduled £0.00 | Reported 0.00
View Legend
Time Summary
Week 10f2 )
Exceptions Scheduled 40.00 R@Dﬂ

Time Reporting Code / Sunday Monday Tuesday W ay Thursday Friday Saturday
 Report Time Time Details
1 2 3 ' 5 6 7
Er} Weekly Time Summary ' ‘
Scheduled OF]| Scheduled 3 Scheduled &8 Scheduled 8 Scheduled & Scheduled 8 Scheduled OF
. Reported T Reported D Reported 0 Reported 0 Reported 0 Reported 0 || Reported O
@ Payable Time
v 1 + -—

1! Comp Time Balances

! Cancel Absences Comments I o ) o ® o o O .

O

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.)

Time reporting codes (TRC) for Support
Professionals:

Time reporting codes (TRC) for Certified
(Licensed):

CBP - Call Back Pay

CTE - Comp Time Earned

CTT - Comp Time Taken

RDO - Regular Day Off (FOLICE ONLY)
REG - Regular Hours

ADDMS - Extra Minutes

ADULT - Adult Education

CRDIF - Credit Deficient

EIFLT - Extra Instruction - Flat Rate
EIHLY - Extra Instruction - Hourly
ELMS - Training

EXDAY - Extended Day

PREPE - Preparation Time Buyout
PREPV - Preparation Buyout (Vacancy)
SUMSC - Summer School

Time reporting codes (TRC) for School Police
Officers:

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

00 CTE - Comp Time Earned

00 CTT - Comp Time Taken
10 REG - Regular Hours

| v |

CTAE - Comp Time Earned - Admin
CTAT - Comp Time Taken - Admin Only

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!

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 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.)

- Support Professionals and School Police Officers need to enter one line showing their regular hours
]
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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
regular 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. Itis 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 green ribbon to scroll through weeks of the pay period to
enter time for other weeks.

< Employee Self Service Time/Absence /ﬁ\ P :
|} Reguest Absence Job Title ENT INST DESIGN

1 1 September - 14 September 2019 »

CCSD Bi-Weekly Q
Scheduled 80.00 | Reported 40.00

View Legend Riquisst Absence m
Time Summary

4 Week 2 of
Exceptions cheduled 40.00 | Repo

o> Timesheet ~

Enter Time

*Time Reporting Code/  Sunday Monday  Tuesday Wednesday Thursday Friday Saturday
» Report Time ; p
@ m Time Details 2 9 10 1. 12 13 14
[7 Weekly Time Summary L 1
o OF F g s s g o
P ] P 10 P (1] = ] P ] P (1] P ]
@ Payable Time "
REG-Regularb~ | &5 3.00 + | -
[of Time Bal
(B Comp Time Balances REG-Regularh~ | & 2.00 —

I® Cancel Absences Comments g O ®) &) < o [ Oy

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 2019-08-18 - 2019-08-31 x
If the employee has more than one job, time can be entered Job Title
for each by selecting the Job Title from the drop-down in the ENGLISH
upper left corner to switch between jobs. PREP BUYOUT
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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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 to 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.

¢ Employee Self Service Time/Absence ﬁ ™

1Ml Request Absence Job Title ENGLISH

o Timesheet ~ D 1 December - 15 December 2019 D

Scheduled 74.80 | Reported 1.25

Y | Fitters Reported Time Payable Time View Legend

Time Summary
sunday Honday Tussday Wednesday

Enfer Time

Thursday Friday Saturday
Exceptions o FRE - ) 38 4 |8 5 || &
Extra Instruction - Haurly - | Exirs Insiruction - Hauely - | | Exia Instrucian - Houly - | | Exira Instracson - Hourly - | | Exira Insiuction - Haurly
. 0.25 Hours 0.25 Hours 0.25 Haurs 0.25 Hours 0.25 Hours
= Report Time
[F weekly Time Summary Scheduled: 7.18 Hours [} Scheduled: 7.18 Hows || Scheculet: 7.18 Hours | | Scheduled: 7.16 Hours | | Scheduled: 7.18 Hours
Reportad: 025 Haurs Reparte: 0.25 Hours Regariest: 0.25 Hours Resorted: 0.2 Hours Repurted: 0,25 Haurs
@ Payable Time 9 10 |@ " 12 13
Disirict Business - 7.16
How
18! Comp Time Balances e
1B} Cancel Absences Scheduked: 7.8 Hours | | Scheduled: 7.8 Hows || Scheduled: 7.18 Hours | | Scheduled: 7.18 Hours | | Schedule: 7.18 Hours
Reported: 0 Hours Reparted: 0 Hours Reparied: 7.18 Hours Reported: O Hours Reporied: 0 Hours

I view Requests
|!_I Absence Balances
] Leave Transfer Request History

7| Extended Absence Request

‘| Employee Effort Certification DECEMBER | Total Reported: 0.25 Hours
Time Reporting Code:  Extra Instruction - Hourly - 0.25 Hours
2 Actions
Monday
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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 Self Service Time/Absence e

W) Request Absence Job Tiele  T1 S ASST i
. Exceptions
2 Timesheet ~
Enter Time
[
Rsporied e o of besloes 2018-03-24 i for & price peniod. e e reporied (5 fof a resinciied pror penod il ¥
Time Summary e
Hgh
Exceptions Reported bme on of belore 2018-03-24 i for & prior penod. The: time reporied s for a resinclied pror penod
T ]
Report Time Hgh
(G} Rinpazited trvey oo of Bapkory 2000-00-74 m o & prce pairindd. Thy bmy dispodoriind 13 Foof 8 it o pesticndd 3
T ]
@ Weekly Time Summary Tagh
Risporied e o of besloen 2008-03-24 & for @ prioy pend. The: teme reporied (5 fof a resinciied pror penod
T 1 |

@ Payable Time L

|8} Comp Time Balances @
1! Cancel Absences

I View Requests

I8! Absence Balances

5 Leave Transfer Request History

7 Extended Absence Request

5~ Employee Effort Certification

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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< Employee Self Service
W) Request Absence
a Timesheet ~
Enter Time

Time Summary

@ Report Time
Weekly Time Summary
@ Payable Time

I8! Comp Time Balances

Estar Time

ek e T AR

Time/Absence

i el R e Pl (L O R @
T Bpouoring Cpche ¢ Tiome Taptssiy 1reliy LT
Exceptions " L

11 March - M Mawch 3018
(== R
ety J5 0 Reeperied 39

i Wiew 300 3

Tamistiy Peradrmindin

3. A message regarding the time exception is displayed.
4. Make the necessary corrections and remember to click Submit.

Viewing Report Time

A v

rmmars e
"

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.

£ Employee Self Service

Il Request Absence
«c Timesheet
© Report Time
:'{3 Weekly Time Summary
@ Payable Time
I8! Comp Time Balances
II®! Cancel Absences
I View Requests

B! Absence Balances

Time/Absence

« Reported Status

*Time
Reporting
Code

» Time Details
Submitted 9.00 Hours

| Summary Detail

Regular Hours

Pending Approvals

Comp Time Earned

Pending Approvals

Tuesday, Jan 7, 2020

I

® Reported 9.00
® Scheduled 8.00

, Quantity

8.00 Hours

1.00 Hours

A v

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS

Revision C 8/2020

38



TECHNOLOGY & INFORMATION SYSTEMS SERVICES DIVISION
USER SUPPORT SERVICES: EMPLOYEE BUSINESS TRAINING

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.

¢ Employee Self Service Time/Absence a ™
Il Request Absence *From
|b1.-t-1.':|:-19 "‘|
- Timeshest
- *Through
OQVZE2018 i)
= Report Time

Payable Time Summary
E_: Weekly Time Summary

@ Payable Time

Summary Deetail

Time Reporting Code Quantity
|g_l Comp Time Balances Regulsr Hours 224,00 Hours
1P} Cancel Absences Holidsy Pay 8.00 Hours @
™ Vview Requests Total 232.00 Hours

I8! Absencs Balances
7 Leave Transfer Request History
7 Extended Absence Request

i0 Employee Effort Certification

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 Comp Time Balances option from the left side
panel to display the page. This tool will display any comp time earned.

< Employee Self Service Time/Absence /ﬁ\ A !

Il) RequestAbsence Leave Balances Summary (In Hours)

Leave Type Balance Maximum Balance
« Timesheet v

COMPSUP 1.70 240 >
@ Report Time
'_'p} Weekly Time Summary

@ Payable Time

I8! Comp Time Balances

To view Comp Time Details, click the > symbol to display the Leave Balance Details page.

Return to Leave Balances

Leave Balance

COMPSUP Balance Minimum Balance Maximum Balance

1.70 0 240

Leave Balance Details

Accrual Date Earned Taken Balance
01/03/2020 0.75 0.00 1.70
01/02/2020 0.75 0.00 0.95
12/22/2019 0.20 0.00 0.20

Balances are as of the specified Accrual Date.

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.
CCSD s Clark County Schoal District v Employee Seif Service
Personal Details TimeiAbsence F Benefit Details

"

o

Open Enrollment Password Reset Information

a
&

No Enrcliment Available At This Time

Separation/LOA Request Nevada PERS OnBoarding Activities

!

iy .
T NYPERS, m}_ Get Started
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Viewing Paychecks

After selecting the Payroll tile, click the Paychecks option from the left side panel to display the
page.

< Employee Self Service

Payroll

Paychecks
T

B Paychecks from Legacy ESS
Check Date  Company Pay Begin Dase | Pay End Date NetPay  Paycheck Number

05M22019
5 Tax Withiholding 05052 Clark Couty SchoolDatect |0 S14831 3043078

= W-2nhw-2c ~
EB Direct Deposit
%l Salary Information

=4 W2 from Legacy ESS

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:

1. Summary of the Gross Earnings.

2. Summary of the Federal Taxable Gross.

3. Total of all of the deductions.

4. Summary of the Net Pay.

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

6. The detail on the taxes that were withheld from the paycheck.

7. All Before-Tax Deductions.

8. All After-Tax Deductions.

9. Employer Paid Benefits that are the costs of the benefits paid on the employee’s behalf by

the Clark County School District.

10. 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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Clark County School District Pay Group: SUP-Support Staff Busmess Umt:  CCSDI
5100 WEST SAHARA AVENUE PayBeginDate:  03/12/2019 Advice #: 3063078
LAS VEGAS, NV 89146 Pzy End Date: 052512019 Advice Date:  06/05/2019
TAX DATA: Federal NV State
Christine Hill Employee ID: 123456 Tax Status: Marmed MNiA
555 MATN ST Deepariment: 0099 HCM Location 1 Allowances: 3 0
LAS VEGAS, NV 89144 Location: 00%9 HCM Location 1 Addl Percent-
Job Title: ADMDY SCH SEC il : 1000
Pay Rate:
L5 HOURS AND EARNINGS l 6 TAXES
—— Pay Period —— Current YID
Loc  Description Bezin Dlate End Date BRate Hour: Earning:  Hours Earning: | Description 11D
0099 REGULAR HOURLY 05/122019 03252019 2051 8000 164080  960.00 19,689.60 | Fad Withholdng 70.23 842.76
Fed MED/EE 2236 268.10
TO; 30.00 164080  960.00 19,689.60 | T ; 92.59 1.110.86
BEFORE-TAX DEDUCTIONS \ 8 AFTER-TAX DEDUCTIONS L\ 9 EMPLOYER PAID BENEFITS
Current pan] ITD Current ITD
POS - Support Professionals 100.00 1,200.00
< 1 , 2 3 4
TOTAL: Syt 1.200.00 TOTy 0.00 0.00 | *TANABIE g
TOTAL GROSS FED TANABLE GROSS TOTAL TANES TOTAL DEDUCTIONS NET PAY
Cument 1,640.80 1,540.80 9259 100.00 144821
YID 19.689.60 18.489.60 86 1.200.00 17.378.74
r 4
YEAR-TO-DATE SICK PTO _ VACATION \ 10 NET PAY DISTRIBUTION
BEGBAL 00 00 00 v N i
Eamed 00 0.0 0.0 Advice #000000003063078 Checking ICOODODO 0099 1.448.21
Taken 00 00 00
Adiustments 00 00 0.0
Payouts 00 0.0 0.0
END BAL 0.0 0.0 0.0 TOTAL: 1.448.21

Viewing Paychecks from Legacy ESS

After selecting the Payroll tile, click the Paychecks from Legacy ESS option from the left side
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.

< Employee Self Service

ES Paychecks

Payroll

T Paychecks from Legacy ESS ViewFile ¢  Attached File ¢  Last Update Date/Time <
o

{5 Tax Withholding
[#E W-2/W-2¢

Direct Deposit

View File

111111111.pdf

10/02/2019 10:51:51AM

Last Updated by <

PROCESS
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‘ Tax Withholding- W4

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

£ Employee Self Service

EV | A

CelFETES W-4 Withholding Certificate

CHRISTINE HILL Social Security Number Xx-Xx-Xxxx

WR Paychecks from Legacy ESS Clark County School District

(5 Tax Withholding

2 W-2/W-2¢ v

Complete Form W-4 so that your employer canga

Beasorrect federal income tax from your pay.
Your withholding iz subject to review by the IRS wv

Step 1: Personal Information

9; Direct Deposit Does your name match the name on your social security card? If not, to ensure you get credit for your eamings, contact
S5A a8t 800-772-1213 or go to www. 55800V

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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w_4 Employee's Withholding Certificate DOME Mo 15450074
Farm # Completa Form W-4 so that your employer can withheld the comeot federal income tax from your pay. -
Departmant of tha Traxsury ¥ Giva Form W-4 to your emiployar. @[Lljzu
nbamal Aevanes Sarice ¥ Your withholding is subject to review by the IRS.
. [8) Firs: nama and middia kel Lot nama M Eocial sacurthy number
Step 1:
Enter i
Personal — &kﬁfﬂ?ﬂﬁ’“&ﬂ.ﬁ;
= N, OO SNSUME you
Information - e T oo L ! "“m; E‘:
mmg:r *

ity ] Singis or Married filng soparataly
(] mirricat g jointry for Cusatying wisoear)
[] Head of housshoid jSheck ool T youTe unmanied and pay morm San hail e coss of keeping up 2 homs 1o yoursss and  qealfying ndhvicual |

Complete Steps 2-4 OMLY If they apply to you; otherwise, skip to Step 5. See page 2 for more Informiation on each step. who can
claim exemption from withokding, when to use e oniine estimator, and privacy.

Step 2: Compilata this step If you (1) hold more fan one job at & time, or {2) are marred fling [ointly end your spouse
Wm Bls0 works, The comact amount I:IT'I'i'm'II'!'_'lﬂI'!g IJ!FEHIJE-I'.TI"'IDJHE eamed from all of thess HZIDE

or Spouss Do onily one of tha folowing.

Works [3) Uss the estimator at www.irs. gowWAnp for most accurate withiholding for s stap (and Steps 3-4); or

[ Us= the Muitipia Jobs Worksheet on page 3 end enter the nesut In Step 4{c) below for mughly ccurste withholding; or
[ic} It there are onty two jobs tofal, you may check this box. Do the same on Fom W-4 for the other joo. This option
I8 eccuraks for jobs with similar pay; otherwlss, more tax than necessary may bewithnedd . . . . . =[]

TIP: To be accwrate, submit 3 2020 Form W-4 for 21 other jobs. I you [or your Epouse) nawve ssil-amployment
Inzome, Including &= &n Independent contractor, use the estimator.

Complete Steps 3-4(bj on Form W-4 for only ONE of thess |obs. Leave those steps blank for the othar jobs. [Your withholding wil
be most accurate It you complete Steps 3-4(0) on the Form W-4 for the highest paying job.)

Step 3: It your Income wil ba $200,000 or less 400,000 or less f mamied Mg jointy):
Claim
Muitiply the numiber of qual chilldren under age 17 by S2,000= §
D et oy qualitying g2 17 by 2,
Multiply the number of other dependents by 8500 . . . . = §
Add the amounts abowve and entar the total here . . . oL .. EES
[a} Other Income [not from jobs). i you want tex withheld for other Income you expect
joptional): mils yaar that won't have WIthholding, entar the amount of oiher INcome Nere. Tnlsma'_.'
ot Inciuge Interest, dvidends, and re@rement incoma . . . LIEES
Adjustments
[} Deductions. It you expact fo claim deductions other than the standard deduction
and weant to reducs your \I'I:I'hl:HI:Ihg L= the Deductions Workshest on pa.ge 3 and
enter the resultheme . . . o 4ib) (£
(c) Extra withholding. Entar eny addttional tax you want withhald each pay perlod . |4fc) |$
Step 5 Under penafties of perury, | declare that this cerificate, to the: best of miy knowledge and belisd, is e, commsot, and complete.
Sign
Here } }
Empioyee’s signatura (This form k2 not valld uniess you Elgn L) Date
Employars | Employs's name and address First date of Employer idemtification
Only employmen neamber EIN)
Far Privacy Act and Paperwork Raduction Act Notics, sae paga 3. Cat Mo, 10200 Form W= ooy
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W-2/U-2¢ Consent

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

page' ¢ Employee Salf Service Payrml
%2 Paychecks W-2/W-2c Consent
M Payehecks rom Legacy ESS t'.‘“ You currently recelve W-2 or W-Zc paper forms by mail
& Tax Withhoding These are the consent instruchions

£ W-2W-2c

O 1 consent to receive W-2 or W-2¢ forms wlectronically

W-2/W-2c Consant

To change how this form is received, click the box next to the statement, “l 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.

< Employee Self Service Payroll /‘\ \ of

E5' Paychecks Direct Deposit

Accounts
B Paychecks from Legacy ESS @ +| T

Order MNickname Payment Method  Routing Number  Account Number  Account Type  Amount! Percent

L

Tax Withholding

Last Checking®28%8  Direct Deposit 122400724 o133 Checking Remaining Balafce »

W-2/W-2c ~

I8

% Direct Deposit ‘
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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.

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.

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

Select the Deposit Type. Choose Percent, Amount or Remaining Balance.

Click the Save button before leaving this window.

Cancel Edit Account

*Mickname | Savings299

*Payment Method | Direct Deposit T

@ Routing Number |122400724 U@
Account Mumber XC0000(1133 ra

Bank

Retype Account Number
Pay Digtribution
*Account Type | Checking T

*Deposit Type | Remsining Balance T

Remove @
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Salary Information

After selecting the Payroll tile, click the Salary Information option from the left side panel. This
option allows employees view their current and previous salary information. After clicking this
option, the Paycheck menu on the left will be replaced with a new panel with options to change
the grid display (i.e.: annual to hourly) and optional filters. If changes are made, remember to
click the Apply button. (Note: If the window is small, this new panel can be accessed by
selecting the blue tab on the left.)

< Employee Self Service Payroll /ﬁ\ F :
S Paychecks Salary Information
= Paychecks from Legacy ESS } View Chart Reset

Salary Salary Grid Display Opti
&5 Tax Withholding g;teof Amount Change Change Source Type Currency Job Title| - - oPiay BRlions
2095 Amount Percent Salary Frequency
[ W-2W-2e N ‘ Annual
Annual

= : > Daily
= Direct Deposit

Hourly

Monthly
‘ =1 Salary Information

« Filter Options

. Source
=4 W2 from Legacy ESS

Type
Job Title

Time Period
All v

‘ Viewing W2 from Legacy ESS

After selecting the Payroll tile, click the W2 from Legacy ESS option from the left side panel.
Select View File to download a complete PDF file of all W2s from the previous ESS system from
2014 through 2018.

¢ Employee Self Service Payroll /ﬁ\ F [
7 Paychecks 1 row

View File & Attached File < Last Update Date/Time © Last Updated by <
B Paychecks from Legacy ESS

View File W2-111111.pdf  10/02/2019 10:51:51AM PROCESS
5 Tax Withholding
E W-2IW-2¢ w

E2 Direct Deposit

% Salary Information

=4 W2 from Legacy ESS
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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 warrant and benefits designees.

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

CCSD g Clark County Schoal District ~ Employee Seif Service

Personal Details Time/Absence

«

Open Enrollment

Separation/LOA Request Nevada PERS

!

No Enrollment Available At This Time

> | &

Benefit Details

L +

Last Pay Date 06/10/2019

Password Reset Information

a
&

OnBearding Activities

m Get Started
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Viewing the Benefits Summary

After selecting the Benefit Details tile, click the Benefits Summary option from the left side
panel to display the employee’s current benefits plans. To view additional information about
the enrollments, including covered dependents and beneficiaries, click the > icon.

< Employee Self Service Benefit Details

Peterson, Sandra -
* Benefits Summary SHS PRING (12M0S) 111111
- | Benefits Summary
Life Event:
£y Hie Sents As OF | 12/05/2019
E; Dependent/Beneficiary Info
EE Benefits Enrollment Type of Benefit Plan Description
Medical/Dental/Vision/CCASAPE CCASAPE HMO
.. Benefit Statements ) o
- Life Admin Life
1l Affordable Care Act v Life and AD and D Life and AD&D
NV PERS CCASAPE Welfare Trust
E,- Mew 403(b) / 457 Deduction
Waorkers Comp Administrators
% Changes 403(b) / 457 Deduction Employer Group Insurance (EGI) Administrators
s Warrant & Benefits Designation Deduction < Effective Date © Deduction End Date <

403(b) MetLife 12/01/2019

Viewing Covered Dependents for Benefit Plans

Coverage or Participation
Family w/ Certified

$100000

350000

Participating
Participating

$733.62/monthly

Deduction Amount ©
550

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.)

€ Employes Selfl Service MedicalDental/Vision/CCASAPE
*  Benafits Summary Medical/DentalVision/CCASAPE
Peterson, Sandra
¥4 Life Events To view your benefs as of anofher date, enter the dale and saled Go
panarzote 5 Go

wr DependentBensficiary info
Medical/DentalVision/CCASAPE

® Benelits Enrolimant Plan Hame  CCASAPE HUD

@ Pian Provider Healh Pian Nevada
i Benefit Stabernants Coverage Familyw/ Cemifiad Spouse

= Growp Humbier
Ll Affordaile Care Ad

Covered Dependents

wr Mew 403(b) / 457 Deduction Hame

L Changes 403(b) I 45T Deduction

wr Warrant & Benefits Dasignation econ USER @

Relationship

Spouse

Child

Child
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Viewing Covered Beneficiaries for Benefit Plans

1. The name of the Benefit Plan the employee participates in is displayed; in this case, it is Life
Insurance THT and the Plan Provider name is the Clark County School District. The coverage
amount of life insurance is displayed under the Coverage Level.

2. If the employee has designated a beneficiary for the life insurance plan, it is displayed in the
Covered Beneficiaries section. To add or change the beneficiary, click the Edit button.

£ Employee Seif Service Life /ﬂ\ F E
. Benefits Summary
Life
¥4 Life Events Smith, Jane
To view your benefits as of another date, enfer the date and sslect Go.
}_., Dependent'Beneficiary Info o%192018 r"| Go
Life

J:g Eenefits Enrollment

Plan Name Life Insurance THT

. Bensfit Statements
: e =men @ Plan Provider  Clark County School District
Cowverage Level 550000

i Affordable Care Act w
Group Number

[y Mew 403(b) / 457 Deduction

. ) @ Covered Beneficiaries
L ETEE G R You do not have any beneficisries as of the date shown on this page. Select Edit if you would Fke to

change or add beneficiaries
"_./ ‘Warrant & Benefits Designation

Edit

To edit/add the beneficiary information:

A. Select either percent or flat amount for both the Primary Allocation and the Secondary
Allocation. (The Primary Allocation is an allocation for the primary beneficiary. The
Secondary Allocation is an allocation for the contingent beneficiary.)

B. Enter the Percentage allocated to the primary beneficiary. The total allocated to the
primary beneficiaries should equal 100%.

C. Enter the Percentage allocated to the secondary beneficiary. The total allocated to the
secondary beneficiaries should equal 100%. Click the Update Totals button to confirm
the primary allocation and secondary allocation total 100%.

¢ Employee Self Service Life ® ™
+  Benefits Summary Change Current Beneficiaries and Allocations
Life Life Insurance THT
ﬁ Life Events Smith, Jane
To change the allocations for your cument beneficiaries, choose an Allocstion type. An
G Dependent/Beneficiary Info :‘:‘,L:::EI can not be both & primary and a secondary beneficiary. Enter an amount or

e e — . To add & new beneficiary, use the Add a New Beneficiary button.
|'#% Benefits Enrclimen

Allocation Type
1. Benefit Statements Enter Primary Allocations as | Percent ~ @
1l Affordable Care Act . Enter Secondary Allocations as | Percent ~ °
) Allocation Details
wr New 403(b) / 457 Deduction

. . Current Primary Current Secondary Mew Primary New Secondary
Mame Relafion=tip Percent Percent Allocation Allgcation
%+  Changes 402(b)/ 457 Deduction
D L]
lus Warrant & Benefits Designation
Add a New Beneficiary @ Update Totals 0 o

Save
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D. To add a new beneficiary, click the Add a New Beneficiary button. Add a New Beneficiary

Vi.

Vii.
viii.

£ Employee Seif Service

! Benefits Summary

ﬁ Life Events

Enter the beneficiary’s personal information in the space provided.

Select the marital status of the beneficiary from the drop-down list.

Click the checkbox Same Address as Employee if the beneficiary has the same
address. The system will populate the fields with the employee’s address.

Click the Edit checkbox if the beneficiary’s address is different from the employee’s
address. A new window will open to enter the address for the beneficiary.

Click OK to save the entry.

Click the checkbox Same Phone as Employee or enter a different phone number in
the space provided.

After entering the required information on the page, click the Save button.

Click the Return to Change Current Beneficiaries and Allocations link.

Life A >

Dependent/Beneficiary Personal Information

DependentBansnciany’e pereonal Information. This
15, 2018
wr Dependent'Beneficiany Info Personal Information
a - “Flrat Hamg
# Benefits Enrollment
Miodis Name
= “Last Nams
Benafit Statements -
i Hama Praflx L
. i = | Nama Sufflx q
Il Affordable Care Act = Date of Birth ol
*Ganoar v
s New 402(E) [ 457 Deduction soolal sacurtty Humbar
LRelationznip to Employse v
I Changes 403(b} / 457 Deduction
Status Information
'w' \Warrant & Benefits Designation “Marital Stafus [Singlz ¥ Az of Gl
~Student [ha o Asof «
“Digabigd [ha ¥ Asof =
*Smaker [han Smoker hd Az of [

Address and Telephoni

Counfry Unmad States Change Country
Addrasa EdlLa

Edit Address
@ same Phone s Employes
Phong Country Unied States
Save
Agdrazs 1

Refurn 13 Change Current Sensficlarss and Allaeanons Addrase 2

Addrags 3
City state [+

Posta

County
@ ox Cancal
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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
left side 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.

< Employee Self Service Benefit Details ® v

*  Benefits Summary Peterson, Sandra
SHES PRINC (1ZMOS)

¥4 Life Events . :
Dependent/Beneficiary Info
+.» Dependent/Beneficiary Info Add Individual f A \

“& Benefits Enrcliment Hame: Relationship Beneficiary Dependent

. Benefit Statements ceshusER Spouse v v >
Il Affordable Care Act w CCSD USER Child o o > @
e New 403{b) / 457 Deduction CCSD USER Child o o >

I Changes 403(b) / 457 Deduction

ws Wamant & Benefits Designation

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 dependent
is 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 left side 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. Toview or update the dependent/beneficiary information, click the > icon.
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| cancel |

Select Save after you have edited your Dependent’Beneficiary’s information. The changes will go into effect on Sep 19, 2019,

Hame

CCSD USER

Personal Information

Update Individual Dependent/Beneficiary Information

Date of Birth | 07/04/1289 =]

*Gender | Female Izl

*Relaticnship to Employee | Spouse Izl
Dependent Yes
Beneficiary Yes
*Marital Status | Single E
*Student | Mo Izl
*Disabled | Mo |E|
=5Smoker | Mon Smoker Izl
-
Address
BEE MAIN ST

LAS WEGAS, NV 89138

National 1D

L
Country National ID Type

United States Social Security Mumber

Phone

HNumber Extension Phone Type

Email

No data exists

Add Email |

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

Harms

CCeD USER n
Enter the dependent or beneficiary’s
Name information. Click the Done
button when finished.

Mational 1Dv

FOCKAOR-XOOROK

Same as Mine

|cancel |
Name Format
Name Prefix
*First Name
Middle Hame
*Last Mame

Name Suffix

Display Hame
Formal Hame

Name

m

Primary

m

Preferred

Name

English

] [E]

CCsDh

USER

CCS5D USER
CC50 USER

USER,CCSD M
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b. Enter their Personal Information. Mandatory fields are marked with an asterisk (*).

Personal Information
Date of Birth
*Gender

*Relationship to Employee

Dependent

Beneficiary

*Marital Status
*Student
*Disabled

*Smoker

07/04/1969 [

Female |v

Spouse ~
Yes

Yes
Single v
No |+~
No |~

Non Smoker |~

c. To edit the dependent or beneficiary’s Address click the > symbol.
Address
Eizrﬂ:gaf; S m Ether the updated dependent. o.r beneficiary’s Address.
: Click the Done button when finished.
Cancel Address
Same asmine () No ) i
Address Type |E| I
Country |United States Q)
Address 1 |555 MAIN 5T
Address 2
Address 3 3
City |LAS VEGAS
State |Mevada Q
Postal 89138
County j
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.

Hational 1D
]
Country National ID Type
United States Social Security Mumber

ORI

National 10 Primary

w'

=
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Click the Done button after entering the information.

Cancel National 1D

*Country | United States IEI
*Maticnal 1D Type | Soccial Security Number IEI
“Mational |0 | 200000

Primary ':. Yes | :'

e. Add a 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

Humber Extension Phone Type Same as Mine Preferred
Other W w

Click the Done button when finished.

Cancel Phone Number

Same as mine [  Yes | |

Type | Home Izl

Number 7025551212

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
Mo data exists
*Email Type IZI

*Email Address

Add Email

Delete

g. Save the entry by clicking the Save button (top right corner).
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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 option from the left side panel to
display the page.
¢ Employee Self Service Benefit Details w v
+  Benefits Summary Hill, Christine =

ADMIN 5CH SEC

. For Health Insurance Changes Only

u» Dependent/'Beneficiary Info

There are some events that involve you as the Employee or your family members

- Review the choices and select the appropriate Event. Then enter the date of your event.
|-#% Benefits Enrollment

.. Benefit Statements

Employee
g
i Affordable Care Act » 2 Upload Supperting Documentation
& Marriage
wr Mew 403(b) / 457 Deduction O Birth of a Child
t Changes 402(b) / 457 Deduction & Adopted or Gained Legal Custody/Guardianship of a child

) O Divorce or Legal Separation
w4y Wamant & Benefits Designation
0 Gained Coverage Elsewhere
0 Loss of Coverage Elsewhere
& Add a Domestic Partner

O Remove a Domestic Partner

(0 Death of a Dependent

]
*As OF

Start Life Event

The Life Event must be completed within 31 days of your qualifying event or you will not be eligible to change
your Benefit elections.

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 Enrollment 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 for navigation. (Please note that all supporting documents must be
available for upload prior to 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 Enrollment

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,
et cetera.

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

< Employee Self Service Benefit Details
:  Benefits Summary Peterson, Sandra- 111111
SHS PRINC (12M0OS)
¥4 Life Events Benefits Enroliment
After your initial enrollment, the only time you may change your benefit choices is during open enraliment or a
@/ Dependent/Beneficiary Info qualified family status change.

The information icon provides you with additional information about your enrollment.
’ The Select button next to an event means it is currently open for enrollment. Use the Select button to begin your
—», Benefits Enrollment enrollment.

MNote: Some events may be temporarily closed until you have completed enroliment for a prior event.
a

.. Benefit Statements

. Your Benefit Events
il Affordable Care Act ~
Event

Description

s Mew 403(b) / 457 Deduction
SHS PRINC
Marriage i ] 09/07/2019 Open (2M0S)

% Changes 403(b) / 457 Deduction

Event Date = Event Status = Job Title &

lus Warrant & Benefits Designation

Click the Select button next to an event that is currently open for enrollment 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 enroliment process to
be completed. The < Previous and Next > buttons can be used to scroll though the required
actions. Use the x Exit button in the upper left corner to return to the Benefits Enrollment

page.
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Benefits Statements

Benefit Statements provides 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. Itis also possible to print the selected statement.

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

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

< Employee Self Service Benefit Details

t  Benefits Summary Peterson, Sandra- 111111

SHS PRING (12M0O3)
3 Life Events Benefit Statements
_;:/ Dependent/Beneficiary Info Statement Type v

2 rows
E Benefits Enrollment v
» Event Date < Issue Date < Enrollment Event < Statement Type <
.. Benefit Statements

09/09/2019 09/24/2019 Event Maintenance Enroliment Preview >
ﬁ Affordable Care Act v

01/01/2020 09/16/2019 Admin OE Confirmation Statement >

_;/ MNew 403(b) / 457 Deduction
. Changes 403(b) / 457 Deduction

sy Warrant & Benefits Designation

To exit and return to the previous page, click the X icon.

Benefits Statement B

Statement Type Confirmation Statement Description Admin OE Print View
Enrollment Effective 01/01/2020 Statement Issu: 09/16/2019

This statement confirms your Admin OE 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 until the next Benefits Open Enrollment or you experience a change in family status or
employment situation. Please keep the statement for your records.

Statement Sections

Expand All

» Personal Information

» Cost Summary

» Election Summary

» Dependents and Beneficiaries
» Dependent Enrollments

» Beneficiary Designations

» Investment Allocations
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Affordable Care Act

1.

2.
3.

After selecting the Benefit Details tile, click the Affordable Care Act option from the left side
panel to display the Affordable Care Act page, and choose either the Form 1095-C Consent or
View Form 1095-C. 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.

Read the current information displayed and, if desired, select the “l consent to receive Form
1095-C electronically” box.

< Employee Self Service Benefit Details

*  Benefits Summary Form 1095-C Consent

. H‘i You currently receive Form 1095-C paper statements by mail
¥y Life Events

You must complete this Consent Form to receive an electronic 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 information

s Dependent/Beneficiary Info
s Dep v you have provided.

5 Benefits Enrollment 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.

.. Benefit Statements If you have any questions, please contact your Benefits Administrator.

1111 Affordable Care Act

[ [ I consent to receive Form 1095-C electronically

Form 1095-C Consent

View Form 1095-C

|§/ Mew 403(b) / 457 Deduction

+  Changes 403(b) / 457 Deduction

| Warrant & Benefits Designation

Click the Submit button.

For the 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 electroncially using this

tool.) Verify Identity x

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

User ID M_CERT1A

Password
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New 403(b)/457 Deduction

1.
2.
3.

&J@ prior to using this tool option.

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 from the left
side panel to display the page.

The Empl ID (employee id number) will be displayed in this field.
Select the Vendor Code for the new 403(b)/457(b) plan by clicking on the magnifying glass.
Click the Add button.

< Employee Self Service Benefit Details £ I o

i Benefits Summary ¥ Help

New 403(b) / 457 Deduction
ﬁ Life Events

p Find an Existing Value Add a New Value
uy Dependant/Beneficiary Infio

Aﬂ Benefits Enroliment

EmplID 215175

"\ Baneft Statements Vendor Code q @ NOTE: A 403(b) or 457 GCCOU”t
T Afordsble Gare Act . must be established with the vendor

1 Changes 403(b) / 457 Deduction

Find an Existing Value Add a New Value
ws Warrant & Benefits Designation

[See graphic on next page]

4.

If the employee will be contributing an Amount instead of a percentage, enter the amount in
this field.

If the employee will be contributing a percentage of their pay, enter the Percentage in this
field.

Select the date the deduction should start in the beginning field.

Please note: When completing this form, the information indicates the dates of the pay period
(not the pay date) to apply the new deduction.

Click the Submit button. The authentication page will be displayed.
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< Employee Self Service

+- Benefits Summary
New 403(b) / 457 Deduction

i'i Life: Events.

z Vendor Code 182 403(b) H M
|er Dependent/Beneficiary Info (b} Horace Mann

Status Pending

Fles;

your a

unt ks OPENED with the wendar thak v

|E Benafits Enrollment

Wth respect to jarad oy e EI"IElEj-EE g I"1|:|O}-'El ang ;e ENFIE‘]-EE h e E"I'p-:Ij'EQ'E ‘compeneation for Euch sandces ehall be
§ reducad by:
' Bensfit Statements
- F Amount Qr Percentage par pay. beginning Q
1l Affordable Care Act v

i Tha amount elacted sova shall r2EUt N 3 il ANNUAL REDUCTION notto excaed the maximum aliowatie coniribuson calculasion 3¢ stated baloy
F eductio agreas that & will remi the amaunt of swch reducSon for tha b} Tax Shelterad Annulty or Etodlal account affarad by the Company llsis
AN EwAD b TL n Calendar year contributions exceading $15000 requirs quallification for the Service-basad catch-up or age S0+ during the calandar year.

Tha Employar
ove.

Lt Changes 403(b) ! 457 Deduction

w Warrant & Benefits Designation

This Agraement shall b2 i2gally binding and Irewosabés with respect by amounts 2amed whilz the Agreamant ks in 2ff2ct, and any t2rmination af tis Agreamand ehal
ba affectiva anly with raspect 1o amounts not yel eamed a1 the Sme of sald terminatan. It e provided that this reducBon do2e nat axcead Me emMployae’s Maximum
Showabie contribuion under Saction 403(H), 402(g), or Me Imiatan af S2clon 415 of tha Intemal Revenus Code.

1 ks ungerstaod that the amount spacifizd wil b2 forwarded to tha Company Bst=d abave, providad that e employ2e Nas suMcent 23mings fo accommodate the
requesiad reguction.

nersny auMorze my Emplayer 1 reducs of sUspSnd 3my comributions Sstaiblished by this agreamant, If In As opinion, e 10431 annual contributions would excaed my
Mazimum Allawsbia Comtrisuion In any calendar year.

Tha Emplayee |s regpansibla for the accuracy of he axcludable amourds staied In Tils Agreamend. Any owersiatement of the amounts excledable ag a salary reducon
In this agreamant, of any athar viciaBan of e raguirament of Secon S03(2) coukd resull In agdnlanal 1x2E, ImMenest, and penalies 1o tha Employss,

15 tha Int=nt of 1ha parties hat the non-farfeltabie ratiramant datersd annuity or custod|al contract pursuant 52 this Agreameant shall shall guallfy far the Federal
Ircoma tax b=raMe pravided far in S2ction 403{0) of e Int2rnal Ravenue Coda of 1985, 3 amandad.

This Agraement may be terminated by sithar the Empiayer or Employes as soplicanie.

Sy chciing on e “Submit busion you agrae 1o the tenmE abova.

By chicking on the "Submit” button you agree to the terms above.

Submit

8. Forthe passcode, enter the employee’s Birth Year and the Last 4 digits of their social security
number.

9. Click the OK button.

Authentication x
Werify Identity

By entering your password you are electronically approving this page.

User ID
e (Birth Year + Last 4 S5M)
Passcode

o =
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Changes to 403(b)/457 Deduction

1.

The Changes 403(b) / 457 Deduction option gives 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
left side panel to display the page.

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.
¢ Employee Seif Service Benefit Details n v
i BEnCES Summey Voluntary Benefit Deductions
ﬁ Lifz Events. Smith, Jane
ENGLISH
iy Dependent/Beneficiary Info Review/Update your voluntary benefit deductions

“g Benefits Enroliment
moQ 110f1 ¥

+: Benefit Statements Deduction  Start Date Stop Date Status Deduction  Goal Amount Goal Balance Edit

1l Afordatle CareAct v 1| 403(5) Aspire | 05122018 Currently 160 s0.00 oo Edit

[y Mew 402(b) / 457 Deduction
I Changes 403(b) | 457 Deduction

}_._/ Warrant & Benefits Designation

[See graphic on next page]

2.
3.
4,

For this example, a Flat Amount was selected.

Enter an 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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Edit Benefit Deduction *

View Voluntary Benefit
Smith, Jane

Clark County School District
Deduction Description  403(b) Aspire

*Deduction Calculation Rowutine | Flat Amount T

Enter Amount or Percent to be deducted |2E-ClI]EI |

@ake deduction until | reach this amount

*Enter Deduction Start Date +1

Enter Deduction Stop Date iiz] @
Verify Identity | @

Current Balance gpg
Digclaimer

8. Forthe passcode, enter the employee’s birth year and the last 4 digits of their social security
number.

9. Click the OK button.

Authentication *
Werify |dentity

By entering your password you are electronically approving thiz page.

UseriD M_CERTIA

Passcode (Birth ‘Vear + Last 4 SSN)
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Warrant & Benefits Designation

The Warrant and Benefit Designation allows the employee to provide designees to receive all
warrant of other 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 selecting the Benefit Details tile, click the Warrant & Benefits Designation option from
the left side panel to display the Warrant & Benefits Designation page.

Please note that this does not affect the PERS designation information.

[See graphic on next page]

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

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

3. 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 from the left side panel.

4. 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%.

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

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

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

8. Click the Update Total button to update the percentages.

9. Click the Submit button. The following page will be displayed.
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- .
< Employee Self Service Benefit Details ® *

L Benefits Summsary Warrant and Benefits Designation

.o
Life Events.
1] Peterson, Sandra Empl ID 317918 EmplRecord 0

w Dependent/Beneficiary Info Q 10f3 ¥ » L4 Wiew Al

‘a Benefits Enrollment +
*Effective Date |DR/132018 [

. Benefit Statements

n the event of my desth, | hereby designate the following named person to be entitied to receive all warrant or other benefits payable to me or
my designee by the Clark County School District

Tl Afiordable Care Act ~ A

w Mew 403(b) / 457 Deduction Benefit Information @ @ @ 1ofi ¥
3

1 Changes 403(b) / 457 Deduction *Dependent/Be: o @ Percent of Benefit @ Primary @ Cantingent & +| -
Q
L./ Warrant & Benefits Designation

Update Total Total Primary Percentage Total Contingent Percentage

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

t is expressly understood and sgreed that the Clark County Schoaol District is not obligated to defiver the wamrants or bensfits to the persan
designated herein above unless the designated person claims the warrants or benefit from the Clark County School District within one year from
the date the wamrants or benefits become paysable and provides to the school district sufficient proef of identity as required by the Clark County
Schoal District.

if you fail to designste a designee, or if the designee is not living at the time of your desth,sll wamrants and benefits are part of your estate
pursuant to Nawvads Revised status 281,155

i
@ Submit

* Mo warrant or benefit release will be made without sufficient proof of identity at the time of claim

10. For the passcode, enter the employee’s birth year and the last 4 digits of their social security
number.
11. Click the OK button.

Authentication ®

\erify Identity

By entering your password you are electronically approving this page.

UserlD M_CERTI1A

Passcode (Birth ear + Last 4 S3N)

It is imperative that all employees update their Warrant and Benefit Designation information as

. IMPORTANT!
¥ | 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 Posting 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.

CCSDh g Clark County School District ~ Employee Seif Service

Personal Details TimeiAbzence Payroll Benefit Details

« « B

Last Pay Date 06/10/2019

aleo Internal Job Postings Open Enroliment Password Reset Information

No Enrollment Available At This Time

—

Separation/LOA Request Nevada PERS OnBeoarding Activities

L

T SPERS m Get Started

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:
o Apply directly from the Job Board by clicking Apply.
e 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 the Taleo
login screen, where they will login and 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 (training.ccsd.net).
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Open Enrollment Tile

The Open Enrollment 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 [nformation 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.

< Employee Self Service Password Reset Information a >

Password Reset Information

The cell phone and email address listed below will be used to communicate password reset information to you from the https://myaccount.ccsd.net/
website. In order to reset your password via email, you must provide a non-CCSD (perscnal) email address. It may take up to 2 nours tor 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 https://myaccount.ccsd.net/

NOTE: The information provided below is strictly for password reset purposes, and will not update your personal contact information stored in the

rsonal contact infarmatio ick the Personal Details tile.
Cell Phone TOZ555-1212 Email D wxeux @ grma || COMm

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.

1. Select the New Request button.

¢ Employee Self Service Separation/LOA Request

»
*

Separation and LOA Request

Empl ID 999995999 Smith Jans

New Request @

No Requests Exist

You currently have no pending or approved reguests.

Select the *Action for the separation request from the drop-down list.

3. 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.

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

¢ Separation and LOA Separation and LOA Request

Separation and LOA Request

EmplID 99999999  Smith, Jane

Request I NEW Request Status
Request
Action v

Request Details

Effective Date must be the date after ast assigned day with CCSD. Leave of Absence
*Effective Date =] RE'IH.E.‘I'I‘I &.nl
Termination

@ Reazon -—— Select an Aclion —-
Position # v @

Comments
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6. To attach supporting documentation files, click the Attach button. When clicking the link, the
following page will be displayed.

Supporting Documents

1-1 of 1 View All

Attached File Attach ﬂ
@ Attach + -

Sawve for Later Submit for Approval @

7. Click the Choose File button to select the file. Navigate to the desired file.
8. Once the file has been selected, click the Upload button.

File Attachment X

Help
@ Choose File | Mo file chosen
Upload Cancel

9. 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.
10. Click the Save for Later button to store the entry to submit the form later.
11. 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 employee links to the Nevada PERS website and the
Nevada PERS Survivor Designation Form. It is highly recommended that all employees review
or edit the Nevada PERS Survivor Designation form as soon as possible.

< Employee Self Service Nevada PERS a v

7 Nevada PERS

Nevada PERS

Nevada PERS Survivor Designation Form

Onboarding Activities Tile

The Onboarding Activities tile is only utilized by employees who are new to CCSD, or
employees who 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.

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 panel.

® Exit OnBoarding for USA

Welcome

Bem-vindos DobrodosliBienvenido
Svelki atvyke S
Karibu Féllte & 2 =% HdoOpo noxanosars
Benvenulip e
Wolkom P

AlohaWelcome
Tikilluarit > ) QPRPP6OI

—
D

[
lfi/j,‘j"_:_)tj IUAALDG \_)I\__Jtuu.u_.. V|ta rT]e VaS CD
Salve Tervetuloa = 3
w

va'at een ¥ Willkommen = 2 =

b &) 0267030 B & Youlbe I3 -
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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 48 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 56 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

PEOPLESOFT-HCM: EMPLOYEE SELF-SERVICE ESSENTIALS
Revision C 8/2020 72



	Employee Self-Service Overview
	Navigating in Employee Self-Service
	Accessing the HCM system
	The Banner
	Home Button
	Notifications Button
	Actions List Button

	Tiles

	Personal Details Tile
	Updating Addresses
	Contact Information Details
	Name Change
	Emergency Contacts
	Additional Information

	Time/Absence Tile
	Requesting Leave
	Request an Absence
	Cancel an Absence
	View Requests
	View Absence Balances
	Request and View an Extended Absence
	View Leave Transfer Request History

	Entering Time
	Entering Time on the Timesheet
	Viewing the Time Summary
	Viewing Exceptions
	Viewing Report Time
	Viewing the Weekly Time Summary
	Viewing Payable Time Details
	Viewing Comp Time Balances
	Employee Effort Certification


	Payroll Tile
	Viewing Paychecks
	Viewing Paychecks from Legacy ESS
	Tax Withholding-W4
	W-2/W-2c Consent
	Direct Deposit
	Salary Information
	Viewing W2 from Legacy ESS

	Benefit Details Tile
	Viewing the Benefits Summary
	Viewing Covered Dependents for Benefit Plans
	Viewing Covered Beneficiaries for Benefit Plans

	Adding/Editing the Dependents and Beneficiary Information
	Life Events
	Benefits Enrollment
	Benefits Statements
	Affordable Care Act
	New 403(b)/457 Deduction
	Changes to 403(b)/457 Deduction
	Warrant & Benefits Designation

	Taleo Internal Job Postings Tile
	Open Enrollment Tile
	Password Reset Information Tile
	Separation/LOA Request Tile
	Nevada PERS Tile
	Onboarding Activities Tile
	Appendix – Minutes Conversion to Decimal Matrix

