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JOB CALENDARS




JOB CALENDARS
COPY OPTION

Home Core ~ Payments ~ Payroll ~ Processing ~ Repors ~  System -~ Utilities ~  USAS Integration -
Job Calendars

Copy Job Calendars
+ Mass Change =+ Copy & Mass Change

Copy From Start Date * End Date *
axw - automa s | 5| 5|

Copy To
Select Job Calendars:

Available > Selected

dty - automatically = £ axw - automaticall ~
dvn - automaticallh bez - automaticalh
ekz - automatically cha - automaticalh
ey - automatically ccf - automatically
fck - discovered dkl - headphones

fin - constantly

ffo - automatically

fmx - automaticall

ahf - automatically

apw - automaticall »

0000000 O0O0ODO0DO0OO0OO0OO

@
o
o
o
-
@
o
o
o
L8
ke
o
-
@




NEW CONTRACTS
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NON-CONTRACT COMPENSATIONS

e https://wiki.ssdt-ohio.org/display/uspsrdoc/Mass+Load#MassLoad-Compensation



https://wiki.ssdt-ohio.org/display/uspsrdoc/Mass+Load#MassLoad-Compensation

IMPORTING NEW CONTRACTS

Home Core ~ Payments ~ Payroll + Processing ~+ Reports + System ~ Ulilities ~+ USAS Integration ~ Workflows +

Mew Contract Maintenance Mass Copy Compensations Import New Contracts Salary Notices

New Contract Import

New Contract Import File | Choose File | Mo file chosen

Contract Start Date: =



https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2492266/New+Contracts#NewContracts-ImportNewContracts

REQUIRED FIELDS

https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2492266/New+Contr
acts#NewContracts-ImportNewContracts

employeeld contractType newCompensationl contractAmount  equalPays
DOEJO0001 4 FY25 20000 Y

DOEJ00002 4 FY25 80000 Y



https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2492266/New+Contracts#NewContracts-ImportNewContracts
https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2492266/New+Contracts#NewContracts-ImportNewContracts

NON-CONTRACT IMPORTS

https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2491413/Mass+Load
#MasslLoad-Compensation

code type position.nt position.employee.number descriptior label unitAmour payPlan  payUnit  hoursinDa retirement calendarD dateRange.startDate
4302024-ANonContre 2 DOEJO00O1 Bus Driver Bus Driver 15 Semimontl Hourly 2 2 711/2024 7/1/2024



https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2491413/Mass+Load#MassLoad-Compensation
https://mcoecn.atlassian.net/wiki/spaces/uspsrdoc/pages/2491413/Mass+Load#MassLoad-Compensation

SALARY NOTICES

Home Core ~ Payments + Payroll «+ Processing ~ Reports ~+ System «~ Utilities ~+ USAS Integration ~ Workflows +~

New Contract Maintenan NE py Compensations Import New Contracts Salary N ]

Generate Salary Notices
Qutput File Name: * | Salary Notices
Statement Date; * B 71024
Sort Optien: = Employee Number
School Year: 2024-2025
Contract Start Date: | &5

Appointment Type:
| Select specific Employees?
| Select specific Pay Groups?

' Include District Information on Salary Notices?
Form: Default v
& Generate Salary Notices

Email Salary Notices




EMIS STAFF DATA

EMIS Documentation

ODE EMIS Manual

FY24 Period L INITIAL EMIS Staff Reporting Guide
FY24 Period L FINAL EMIS Staff Reporting Guide
Period H EMIS Checklist

Staff Missing Report Explanation

Reminder for Staff EMIS Reporting

Submitting Five Year Forecast
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EMIS REPORTING TIPS




EMPLOYEE RECORD

Experience — Authorized and Total

Experience

Accred District Experience Authorized Experience Building Experience District Experience

Military Experience Non-Ohio Private Experience Non-Ohio Public Experience Ohio Private Experience

Ohio Public Experience Principal Experience * Purchased Experience Retire System Experience

e J
Total Experience Trade Experience

*Incorrect data in the Principal experience fields will result in incorrect data reporting to the state

State Reporting — ECE Qualification, Degree Type, Long Term lllness (if applicable),
Non-Certificate Employee ID, and Semester Hours

State Reporting

Handicap Status m
vl l "

* *Semester Hours are only '
- lm applicable to certificated employees




EMPLOYEE RECORD CONT.
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EMPLOYEE RECORD CONT..




POSITION RECORD

EMIS Related Information

Position Code State Reporting Appointment Type Position Type Position Status Full Time Equivalence Special Education Full Time

_I Reportable to EMIS-Position Equivalence

Low Grade Separation Reason Paraprofessional Cofyract Amount Contract Work Days Hours In The Day High Grade

> vi| ] [l | L | \

Paraprofessional Hire Date Building IRN Experience Current Class

& ] [

Separation Date is last day worked!

Funding Source Code 3  Percent 3

vl|




POSITION RECORD CONT..

EMIS Override Contract Amount EMIS Override Contract Work Days EMIS Override Hours In The Day

18



POSITION STATUS

The Position Status identifies the employee's current employment relationship with the school board. Possible statuses are:

* A - Contracted personnel — Agency
» C - Active/continuing employee in same position in district
| - Contracted personnel

P - Leave of absence

U - No longer employed by district in this position

19



COMPENSATION RECORD

» Compensation — Hours in Day

Compensation

Type Code ! Job Calendar Description
Contract v 260 - 260 day staff

Label Compensation Start Date Compensation Stop Date Pay Plan !

=) P
== e v

Pay Unit ! Unit Amount Retirement Hours

—_] Strs Advance
bud

Supplemental Tax Option . Contract Days Worked Contract Work Days
Archived

None v 0.000 0.00

Hours In Da
v Primary Compensation

» State Reporting & Historical Context — Reportable to EMIS, Calendar Start Date,
Calendar Stop Date

State Reporting




CC AND CJ RECORDS

STEPS 6-8

EMIS Employee Enfry EMIS Position Enfry EMIS Confractor (CJ) = EMI3 Contracted Service (CC)

+ Creafe & Extract CJ Data
Employee #

*  LastMame First Name Position # Position Description

0  ANON2)4
©  ANON2070

Manning Pat 1 Driver
Stafford Rose 1 Aide

® 4
® 4

EMIS Employee Entry | EMIS Position Entry | EMIS Contractor (CJ) | EMIS Contracted Service (CC)

+Create (4 Mass Change | & Extract CC Dafa '

Federal Tax Id

Posifion Code Funding Source

® @ © 465516188 499

Q Advanced Query
Local Contract Code IRN

047050
047050

Q Advanced Cuery
Local Contract Code

999

& Report
Pasifion Code

& Report
Contractor Name

LEAP

8 More
FTE

O Reset

0.01000
0.01000

& More D Reset




EMIS COMMON ERRORS
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https://usps-test-XX.noacsc.org/

https://usas-test-XX.noacsc.org/

L)

L)
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https://usps-test-xx.noacsc.org/
https://usas-test-xx.noacsc.org/

Reminder— ALWAYS check with any employee who sends an email to change their account
for Direct Deposit. A common scam is to change DD through email request to a scammer’s
account.

Have a policy on how to change bank accounts for DD that properly identifies the requester.

24
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