How to access and use the Employee Kiosk

To utilize the Employee Kiosk to access your employee profile, position details, performance reviews,
attendance, leave balances, paycheck information, online leave requests and Individualized Professional
Development Plans (IPDP), you must first create a user account by going to NOACSC’s website at
www.noacsc.org. Click on Fiscal Services, then Fiscal Links,
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» User Report Web Page (MONTLYCD Reparts, PAYROLLCD Reports, EMIS Reports, FISCWEB Reports)
n Fiscal Web Page (UsaSwEE, USPSWES, EMISWE, USASDW)
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HOW TO CREATE A USER ACCOUNT:

1. Click on the red “register” link following “First time using the Kiosk? Click here to register”.
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- Welcome to the MCOECHN Employee Kiosk. | ;

Email Address

Password Login

First time using the Kiosk? Click here to reqister.

Forgot your Password? Click here to reset.
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2. Enter either your Employee ID number OR your Social Security Number in the designated box.

3. Click on the drop-down arrow and select your school district’s county.

4. Click on the drop-down arrow and select your district.

5. Enter your email address that your district has defined in the payroll system (BIOSCN).
Typically this will be your school email address.

6. Click on the Submit button.
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To register for the Employee Kiosk, please supply the following:

13 Your Employee |d ar S5HM,

2) The county in which your district resides,

3)¥our district's name,

4)¥our email address provided to you by your district.

Employee Id

OR

SSH
(no dashes)

County - SelectCounty— -
District — Select District - -

Email

7. After you click on the Submit button, a message will be displayed notifying you that the account
request has been created and that a temporary password will be emailed to you shortly.

8. After you receive the email stating that your account has been created and giving you a
temporary password you can log into the Kiosk. Access the Kiosk at NOACSC’s website (see
instructions on page 1). Enter your username and copy and paste your password into the login
screen. The password is case sensitive so it is best to copy and paste the password into the
password field, however, the username is not case sensitive. You will be immediately asked to
create a new password. The new password must be at least 8 (eight) characters in length. It will
be your choice of alpha and/or numeric characters. You can bookmark this login page for
quicker access.



HOW TO REQUEST EMPLOYEE PROFILE CHANGES:

1. When logging in to the Kiosk, the “Employee Profile” screen will be automatically displayed.
This screen will show the biographical data that is on file with your district’s payroll office. If
any of the information displayed is incorrect you can click on the “Request Profile Data

Changes(s)” button to submit an electronic request to the necessary administrative staff.
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2. Enter the change(s) in the appropriate box then click the “Submit Change Request” button. To
exit without making any changes click the “Cancel” button.
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ANNOUNCEMENT BOARD:

1. There may also be an Announcement Board that will display messages from your district
administration if your district chooses to use this feature. If your district posts any
announcements you will see the “KIOSK Announcement Board”. Click on the + next to the
announcement to expand and view the full announcement text. There can be multiple
announcements that you can select to view. You can close or collapse the full text announcement
by clicking the + a second time.
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POSITION DETAILS:

1. When you click on the “Position Details” button the screen will display your job information that
is file with your district’s payroll office. If you have any questions regarding this data, please
contact your payroll department.

NOTE: If you have multiple active jobs in your district, you will have a “Current Positions” box that will
be displayed. You will need to click on the “Display Details” link to display the detailed data for a specific
job.
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Work Days in Contract 179 Calendar Start Date 01/01/2006
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You can also create a spreadsheet with this data by clicking on the “Export to .CSV” link.



PERFORMANCE REVIEWS:

1. When you click on “Performance Reviews”, if your district chooses to use this feature, you will
be able to view details of you performance reviews. Click on “View Details”. Then click on
“Download” and view or save the review.
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PAYSLIP:

1. When you click on the “Payslip” button you will be able to view your paycheck stub summary
data. The “Pay Slip Summary” will also display leave days used during the pay period and their
balances.
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2. Directly below the pay slip summary is the Notification of Deposit. You can click on the “Print
Pay Slip” button to print a copy of this notice.
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* * * NOTIFICATION OF DEPOSIT * * =

To: Eric X Clapton

From: SOUTHWEST OHIO COMPUTER ASSOCI

The accounts designated in you Authoriztation Agreement for Automatic
Deposit are credited in the amount of $900.26

Funds are available in your account(s) as of 07-01-2007

Your salary has been depositied as follows:

Type Description Amount
Payroll Check REMITTANCE ADVICE ONLY $900.26

Below is a summary of your pay for the period ending 12-/15-2006

PAY DEDUCTIONS
Hane Units Amount HName Amount **¥TD Amount HNanme Amount **¥TD Anount
REGULAR WAGES —ACC 0.000 1134.62 FED 77.47 0.00 AnnuitizecSERS 113.46 0.00
OHIO TAX 26.98 0.00 MEDICARE 16.45 0.00
*SERS 158.85 0.00 +=MEDICARE 16.45 0.00
Gross Amount 0.00
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LEAVE BALANCES:

1. When you click on the “Leave Balances” button the screen will display your leave balances and
the details regarding the leave that is on file with your payroll office. If you have any questions
regarding this data, please contact your payroll department.
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Calamity 0 Ahsence 1 Daily ‘12IDB.|’2008
Sick | i} Absence 1 Daily .12!05/‘2008
Sick a Absence 1 Daily >03.l‘18f2008
Sick 0 Ahsence | 1 Daly | 031132008
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2. By clicking on the “Export detail activity to .csv” link, you can create a spreadsheet with your
leave balances.

3. The “Filter Detail Leave Activity” section will allow you to click on the drop-down arrow(s) and
filter your leave activity. You can also include a start and end date to further filter the data.



HOW TO CHANGE YOUR PASSWORD IN THE KIOSK:

1. Your password in the Employee Kiosk will never expire. It will remain the same until you
choose to change it. To change your password, click on the “Change Password” button.
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Enter your old password, new password, and re-enter new password. Remember that the new
password must be at least 8 characters in length and IS CASE SENSITIVE. It will be your
choice of alpha and/or numeric characters and upper or lower case. Click on the “Change
Password” button to accept the password change.

% : ERENDA@NOACSC.ORG| goto Loain
Old Passwaord
New Password (must be atleast & characters)
Re-Enter New Password | ChangePassword | | Cancel |

Please enter old and new passwords




LOGGING OUT OF THE KIOSK:

1. When you are finished accessing your personal employee data in the Kiosk, please click on the
Logout link. Your personal information may be accessible to anyone who would access the

computer after you if you do not logout.
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