The Employee Access Center (EAC)

e This system will replace the Employee Kiosk for the following functions:
o Calling off leave
o Payslip backups
o W2 backups
e This system has new and improved functions from the Kiosk
o Shows your demographic, degree and licensure information (that is in
payroll system)-does not show SSN.
o Shows your salary overview, current deductions and benefits, and the
new “What-if Paycheck Calculator”
o Has links to other important ESC resources
e As of 8/9 the Kiosk will no longer work for Leave (only for IPDP)
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. District:| Madison Champaign ESC v
Enter your ESC Email Here :
Frofile’| Madison Champaign ESC - Live ¥
Ricer 1D You can reset a

— forgotten password

Your password defaults as here
Last four of your SSN

Login
Forgot your Password?

Login Page Instructions
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Employee Tasks:
Demographic Information

P —

Please contact the Payroll Department to report inaccuracies

Payroll Checks Update
Salary Overview Employee 1D: Previous Name:
Create/View Leave Requests First Name: Reloase Infarmatinn - M
Task List Middle Name:

Last Name: S
W2 Archives R

Tax Information
Deductions and Benefits
“What If* Paycheck Calculator

............... Personal Cell Phone:
Emergency Cell Phone:

Years in Distri 2 Years in State: 2
Years in Tolal: 2
Emergency Contact: Emergency Phone:
Physician: Physician Fhone:
Spouse: Spouse Phomne:
Staff State ID: 257801053

Race/Ethnic Identity

Update

Race/Ethnicity

Ethnicity Mot Hispanic or Lating

Links: Race:
ESC Home Page
OH Tax Finder Asian
Public SchooWORKS BLACK OR AFRICAN AMERICAN
AESOP/Frontline HANAIAN/PACIFIC ISLANDER
Medical Mutual MOT SPEC D
TASC (Flex Spending) z WHITE
Employee Handbook

AMERICAN INDIAN/ALASKAN NATIVE
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Create/View Leave Requests Click on this tiny arrow to pull up your y N"f*‘t:“"'“"' -
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R preferences’-this is how you change Work Phone:
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—— YOU LOGIN FIRST TIME!
Personal Email S Personal Cell Phone:
Other Phone: Emergency Cell Phone;
Years in District; 2 Years in State: i
Years in Tolal: 2
Emergency Contact: Emergency Phone:
IJH[.'SIEI&H! Pnyman Phone:
SDDHSE: SDIZII.ISE' Phone:

Staff State ID: Z57801053
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ESC Home Page
OH Tax Finder
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- Key for leave

banks is here
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Employee Handbook Click on Create/View Leave
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Employee Tasks: Review Leave Requests
Demographic Information
Degree and License Information Leave Requests Page
Payroll Checks Leave Calendar | L £ Banks
Salary Overview Add a New Lgave Request
CreateMiew Leave Requests Refresh Le; equest List
Task List .
S Leave Type Start Date End Date Units Request Date Status M
OTHER LEAVE 08/08/2019 08/082019 1.0000 02/0872019 Open Test for the EAC (do not rove)

Tax Information
Deductions and Benefits

View Pending Requests

Links:
ESC Home Page
OH Tax Finder
Public SchooWORKS
AESOP/Frontline
Medical Mutual

TASC (Flex Spending) Create New Requests

Employee Handbook

© 2003-2010 PowerSchool. Legal Madison Champaign ESC - Live W powerschool com



« Leave Request - Andrew Sanford

Number of Days (Or

TYPE OF LEAVE

+ Leave Bank Information

Leave Code Leave Title Eamed YTD Current Balance Pending Leave ending Balance
101 SICK 8-1FTE 25000 23.5000 ) 000( 235000
DAYS)
222 VACATION ESC CO 500 62500 When you are done hit “SAVE”
YEAR 34 . .
EARS button (floppy disk) in the
301 PERSONAL 8-1 0.0000 3000 corner
FTE (DAYS)
402 PROFESSIONAL 0.0000 0.0000 0.0000 0.0000

DEV CLASS

MISC LEAVE SERS

« Leave Request Information

Leave Type’ Notes
Stirt Diite” 08/08/2019 Write reason for leave request here
End Date” 08/08/2019 . .

Write time for leave request here
Days’ 0.0000

If these are missing supervisor will return for
correction



Cancelling a Leave Request
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This box will appear. Click on the Leave ANDREW S

type. It will reroute you to another
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FinancePLUS Employeg Access Center If you cannot see your submitted leave request )
\ on this screen (the calendar)
you will need to click on the leave requests list
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Review Leave hequests

Leave Requests Page

Leave Calendar | Leave Banks

| Add a New Leave Request |

| Refresh Leave Request List |

Leave Type Start Date End Date | Units | Request Date | Status | MNotes
OTHER LEAVE 08092019 0a/09/2014 1.0000 03/09/2014 Canceled TEST ON THE EAC
OTHER LEAVE 08/03/2019 08/08/2019 1.0000 03/0/2019 Canceled Test for the EAC (do not approve)

From this screen then, you can click on the
leave type to be rerouted to another screen



equest - Andrew Sanford Regardless of whether you go through the calendar or throug
the leave request screen this is where you end up.

2quest Information

vE$he leave can still be cancelled ( click

Posted

SICK orrthetrashcan)’if:thetrash ean does
T not appear you will have to contact
0911972019 payroll to cancel the leave request.

Below-you can see where you request is at in the
approval process

0.5000

Time Status Activity Description Role Description Approver Delegate Comments
1-28 PM Submittad Start
/-5 PM Approved FIRST LEVEL TREASURER KETCHAM, MATTHEW
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