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LOGGING IN

=

Logging into the Kiosk requires a full email R

address and user password. | R SRR
T — =
B s ek n e i e ——— i
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i i B i 4 A 1 by b et

To create a Kiosk Account, click on the First time user link at the login page and the
screen on the right will display.

You will be required to enter the Emﬂ% qr
M

following:

1. Either an employee id or
social security number

T resyrrier For e Emmplopee Kok, plesse mupnly He Folleeang
1} f oarr Empd ooy Id or 350,
25T cauETly i f e you T Qe eailes

2. Select the county where 3} Four gt name

N . . ALY DT il J00TEE D PO 0K Y By fOF NEIE
your district is located
Emisbpisl id

3. Select your district ar
S5n
4. Enter your email address 'md:ﬂw —
that is on your payroll T :m.:':.tﬂ,
record. You may need to e
check with your payroll ]
department to verify the SEaa
email address on file. Bl gpenn i

You will be emailed a notification from NWAGNER with the temporary password to use
for accessing the Kiosk.

Enoloft 7 f
Once the password is received you can access | . 2 1}
the Kiosk using your work email address and ' P — .. 4
password. When logging in for the first time e 4
you will be prompted to change your bt a1 == ':
password. Currently the Kiosk password does F
not expire. A :
e e el e i e B B f‘
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EMPLOYEE KIOSK DOCUMENTATION

This link will take you to the Kiosk website where you can find documentation, see
weekly summaries, enhancements suggestions and other information related to the
Kiosk software.

Emplog% 1

KIOSK ANNOUNCEMENT BOARD

Announcements for staff from administrators will be placed in the Kiosk Announcement
Board. To see the full announcement, click (+) symbol next to the announcement
title.

KIOSK Announcement Board ]

Payroll Update *

Clicking the (=) symbol will close the announcement.
{,\_,- A L st [ Y S e R SR PIE A W e ST T T T e et
" {KIOSK An

3

nouncement Board ]

Al P

by Friday.
Thanks

Payrall

4
Payroll Update *: i
There has been a problem with processing email notifications for direct deposit. You direct deposit has been transmitted to the bank but you may not recieve your email notification g

s yo“""** — u_r A A M o A g r--—-‘-ﬂ i R s e A ot e T __ P ,..4,-4-‘-'\ it o _...“’

OTHER LINKS

If your district is using the Other Links functionality of the Kiosk you will see links to
other websites on your horizontal bar that have been placed there by district
administrators. You can click on these links at anytime to go to that website.

% wmEmployas Higek N Diher Links \lF'I:I-'-“ N NCOECH - Klgsk tvabeie =0
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PROFILE

The profile page gives the user the personal information drawn from USPS (Uniform

School Payroll

System). |m Pradila Darta Ch 51
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If the information is in error you may Request Profile Data changes by clicking on the
link in the top right hand corner. You can then enter your change in the white box
next to that field that needs the correction and then click Submit Change Request. A
request is sent to the payroll staff and they will manually update the payroll system.

i

,-[ Employee Pﬂ'.lfi[eJ

Employee II: GRADDD100  State Certificat|

Hame:

First Name: Emily Middle Nat
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POSITION DETAILS

This is a brief view of your  /esmitsssiisns
contract information. MeTaw | danba | ik
] Elamanteny Sonoal Taecher | D001 | Aok Ciiaote Dplaits
If you have multiple | pens
2 -1

positions you can select :
the position from under the - #esmesbusie
Current Positions section .
and the contract
information for that
position will display below.
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PERFORMANCE REVIEWS CURRENTLY NOT USED BY TWINSBURG CITY SCHOOLS
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PAYSLIP

There are now 2 options for viewing payslips.

e View USPS Payslip

e View/Print Pay Slip {PDF}

éF’a].stip

View USPS Payslip

wiPrint Pay Slip {PDF}

The main difference between the two options is that when you view the USPS Payslip
you will not see the year-to-date totals on these payslips. The PDF payslips contain the

actual year-to-date totals.

View USPS Payslip

Viewing USPS Payslip permits the user to view past pay slips.

1. When you first select
the USPS Payslip option
you are prompted with a
starting and ending
date.

2. The default is the last 3
months of pay.

3. You can click on the calendar icon to change the date range.

it L L e L

Steciing [t 110

jm el Ty 1 B
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L Pyl |

- Papsip Summary |
Humber o Roeaes Eeeplages] SO0 - \

. Once you have your date range entered you can click Load Payslips.

5. You then are presented with a list of payslips. Click view icon to see the payslip

detail.

. The data may be
exported to a .csv
file (spreadsheet),
not requiring you to
contact payroll to get
this information.

7. The number of
payslips that are
displayed can be
changed by selecting
the drop down arrow
and setting the
display to another
number.

< Fay Slip Summary
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The information displayed is the
same as that on the direct deposit
email notification.
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View/Print Pay Slip {PDF}

T Rary Slip

b T T T W R WY T Y T W]

1. When you first select the View/Print Pay Slip {PDF} option you can

e View and/or Print Payslip
e Download & Save Payslip

A List of Available Payslips |

1-1

630

. . Download &
View and/or Print Payslip save Payslip Pay Date = Check Number
1 74 01282011 | 538

2. View and/or Print will open your payslip as a PDF file.

3. Download & Save will give you the option to save the pay slip to your PC.

Note: The PDF payslip will include year-to-date totals.
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VIEW/PRINT W-2

If your district is using the W2 functionality within Kiosk you will see your W2
information that can be viewed or printed.

\ Employee Kiosk \ Other Links \ IPDP \ Scheduler \

Employee Kiosk

Dacumentation List of Available W-2 Wage and Tax Statements ]

Profile

Pasition Datails 1-1
Perfarmance View andior PrimW2  Download & Save W2 TaxYear Control Number
Reviews 74 74 2007

Payslip 1-1

YiewlPrint -2
Leave Balahces

Leave Reguest
Substitute
Coordinator Leave
Repaorts

Wiew Building Leave
Calendans)

Chanoe Password

The tax years that are available will display on the screen. When you click on View
and/or Print for a specific W2 your W2 will display on the screen as a PDF.
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LEAVE BALANCES

At this screen the user can see the types of leave they have and a quick balance of
each. This balance reflects just the leave requests that have been exported into USPS.

{ Leave Balances]

Personal Leave MiA | Daily 2.00 3.00 2.00
Sick Leave 1.25 | Daily | 200.00 MiA 1275
Yacation Leave 0.00 | Daily 0.00 [iA 0.00
1-3

NOTICE: Displayed Leave Balances may not reflect current activity due to delayed posting.

You can also see detailed information of absences and accumulations for available
leave types. You can filter the information to only display information based on
Category (Leave Types

which could include sick, [ Filter Detail Leave Activity |
personal, vacation, etc.), Job
Number, Transaction Type Category  JobNo TransType
(Either Absence or Al Al A Start Date
Accumulation), and End Date
Start/End Date. Once you
have selected how you want [ 'petail Leave Activity |
the information filtered you
m_Lé§ttpress t?let Go icon to Humber of Rows Displayed 100
initiate your filter.
Job Trans —  Activity
_ Categol o d | Iype 2. M pat
Each column that is Absence
underlined gives you the Sfu:k 0 Au:u:umulatfon 1.25 Dafly 02/01/2004
abiIity to sort the Sfck 0 Accumulatfon 1.25 Dafly 01/01/2004
information based on that Sick 0 Accumulation 1.25 | Daily | 12/01/2003
.. Sick 0 Accumulation 1.25 | Daily | 11/01/2003
column. To sort on ACtIVIty Sick 0 Accumulation 125 | Daily | 10/01/2003
Date so that the most recent Sick 0 | Accumulation 125 | Daily | 09/01/2003
dates are at the top click on Sick 0 | Accumulation 125 | Daily | 08/01/2003
the Activity Date. Personal | 0 | Accumulation 3 | Daily | 07/01/2003
Sick 0 Accumulation 4 | Daily | 07/071/2003
Export detail activity to CSV
1-9

LEAVE REQUEST OPTION CURRENTLY NOT USED BY TWINSBURG CITY SCHOOLS
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CHANGE PASSWORD

—- R LT N P L e
P p S e g e e i P R,

This feature will allow

you to Change your : Old Password
paSSWOI’d once you are 1 New Password (must be atleast § characters)
|Ogged into KiOSk ? Re-Enter New Password [ Change Password ] [Cancel]
) Flease enter old and new passwords. |
4 ;
You must enter your old el ARt i ISR, AN A o

password and then type the new one twice before clicking on ‘*Change Password’.

Your password must be 8 characters in length.

Your district has the ability to configure that your password change in a certain humber
days. Your district may also require you to use at least one capital letter, number or

special character when creating your password. They will let you know of those
requirements.
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CORRESPONDENCE

This feature will allow you to send messages to the Kiosk Admin from within the Kiosk
software.

Emp G

% Emptoyes Kook

ESPRINENCOCS K1Z 0H US| Eﬁlx Mgk fumir | Logoa

% Eiek Dacumiaion MODED
n DENGrLinks % BDR MODECH

When you click on Contact Kiosk . [cempass Massnge
Admin a message box will
display for you to type a
message that will be sent to the
Kiosk Admin for your district.

Click Send with done typing your
message. [Cancet | [ Sen]|

Sulbrrct

When you click on Correspondence you will see a list of the message you have sent.

,-[ Correspondence ]

Status Open -

Opened ¥ Subject Status Last Message
Q 02/07/2011 02:33:27PM | Sick Leave Accrual | Pending | My sick leave accrual amount does not look correct.

1-1

To view the correspondence { Composa Nessags

between you and the Kiosk i

Admin click on the magnifying Measagd

glass. You will see a history of

the correspondence and have

the ability to send a new e — (et [t
message. ; —

1 Hr.llu-r'r

b ¢ 2NITE0 1 A2 3V 3TN
From ; PAVRDLLNCOCS K12 0H LIS

1] DILeN e el Il g O COaTiac] Dl BRI B D3R

Cole s IZUTR2011 023 3TFH
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My ok ferss acrra] ampunt doe s el ks coma ol

1-2
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