Personnel Tab - Employee Access

1. Inorder to view Personnel Information, login to Employee Access.
2. Select the ‘Employee Information’ tab, then ‘Personal Information’.
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3. Under the Personnel section located at the left side of the next screen, you can
make various selections.




4. Select ‘Lane/Step History’ if you wish to see your Lane/Step. For those of you
on longevity steps, excluding paras: Your step for 17-18 will be the last non-
longevity step on your Unit’s schedule, with your longevity added as an ‘Add-on’
to pay. We had to change the way we listed Steps for those on longevity from the
16-17 school year due to changing set-up requirements. In 16-17, we listed the
Step as the year of longevity the person was receiving. This makes it appear as
though people on longevity steps may have lost steps since they are assigned a
lower step; that is not the case. Please see below to view how that change looks.
Please continue to Item 5 for more information on how to view Add-ons.
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5. Select ‘Assignments’ if you wish to see assignment information.
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6. You can break down your assignment many ways by selecting the sideways
triangle to the left the assignment I've included several examples below. Base
pay is shown under the ‘Payroll Information’ section. Add-on’s include longevity
pay and any applicable stipends an individual is earning. To view information
that is off screen, just scroll to view the rest of the information.
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What assignment screen looks like with the arrows next to Payroll Information and

Add-ons selected (multiple examples):
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7. Teachers may view their license information from the ‘Certification’ link, which
includes when the license will expire.
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8. Please note: After new contracts are settled due to negotiations, it may take
several weeks for this information to change. It will change when the new pay
rate / retro is applied, and that can be several weeks AFTER the School Board
has approved the new contract. It does not change immediately after
membership votes to approve the new contract.




