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About the Projected School List

The Projected School List (PSL) is for certificated employees only. The Projected School List is completed after the
Financial Plan has been submitted and is used to project reappointments for certificated employees for the
upcoming school year. During the automatic generation of a Projected School List in the eHR system,
tenured and qualified probationary teachers are automatically reassigned to their current positions. Non-
tenured teachers and qualifying probationary teachers who will become tenured are automatically
unassigned.

Enhancements and Updates:

OTM is constantly striving to make improvements to eHR and our processes. You will notice quite a few
enhancements from last year’s process. We continue to welcome your feedback and suggestions. A few
of the enhancements you’ll see:

e Projected School List process cases will now be automatically generated

o All projected school lists will be automatically generated prior to the opening dates listed
on Projected School List Check List (page 5).

0 See page 7 for step by step instructions on how to access your Projected School List.

e Projected School List process cases cannot be cancelled

o0 All projected school lists cannot be cancelled or deleted without a request to your PRO
who will notify the appropriate system administrators.

e Reminder Emails

o All principals and state/district offices secretaries (PROs will receive a summary email) will
receive reminder emails regarding the deadlines for PSL if the process case has not been
submitted.

Important Notes / Tips:

DO NOT use the internet browser back arrow.

o If you accidentally click the back arrow, try clicking on ﬂ
refresh to see if your connection can be re-established. =

e For security purposes the system will automatically time out after thirty (30) minutes of inactivity. A
five minute warning message will pop-up before you are logged out.

e ‘Ctl F’ will bring up a search function within your internet browser. This can be helpful when looking
for an individual within a large school list.

e Common Error Message section located at the end of the Quick Sheets. This can be helpful when an
error message pops up while trying to complete an action or process.
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J Checklist Items P; ge
0.
Working on your Projected School List...
Access automatically generated Projected School List 7
Review your Summary Page. Make sure that your Financial Plan totals have Appndx
been uploaded. 44
Print a Seniority Report if you have any displaced teachers. 31
Review and update your generated Projected School List:
A. Review your Buy/Sell List. Make sure all positions have been extended,
reactivated, or abolished.
1. Keep a Bought Position (to extend) 8
2. Re-activating a Sold Position 10
3. Abolish a Position 12
B. Make position changes.
1. Change Position Subject Area 19
2. Create a New Position 13
3. Funding Changes 16
4. Position FTE Changes 18
C. Review your Leave List. Take care of all employees on leave. Make sure all
employees who are currently on leave have an updated PSL action.
D. Review your Non-Projected List. There should be no names on this list. If FAQ’s
there are names on the list review FAQ #19.
E. Make employee changes.
1. Resign/Retire 21
2. Unassign a Teacher 22
3. Place an Employee on Leave Without Pay 27
4. Transfer a Employee to Another Position 23
5. Return Employee from Leave 25
6. Fill a Vacant Position 24
7. Change Employee FTE 29
Check that all vacant positions have a teacher subject area by going to the
summary page, looking at Part B, Vacant Positions, and clicking on the +Show
button. If changes/updates are needed, see instructions on page 21, Change a 37
Position Subject Area and/or Grade Level. NOTE: These subject areas will be
reflected in your TATP Posting.
When ready to submit your Projected School List...
Review your Leave List, Buy/Sell List, and Non-Projected List.
Review your Summary Page. Make sure that all of your WSF totals match. If
your WSF totals exceed your allocated amount, you will NOT be able to submit
your Projected School List.
Add comments for the PRO. Submit your Projected School List. 30

Projected School List Quick Sheets Page 5 of 55

01-15-2019



State of Hawaii
P Department of Education

eHR Projected School List Quick Sheets

Getting Started

Log in to eHR System via the CHAP Portal

Important Notes:

e A DOE Internet Password is necessary. This the same password used for Lotus Notes
webmail, eCSSS, PDE3, OEC and CSD.
e [f you do not have a DOE Internet Password or are experiencing log in difficulties, please contact the

Customer Service Desk at (808)377-8320 between the hours of 7:45am and 4:30pm HST Monday
through Friday except on State/Federal holidays.

Open up an internet connection (i.e. Internet Explorer, Mozilla Firefox, and Safari).
Type in the URL address: https://hidoeotm.org

Click on Launch eHR.

Enter your User Name and Password. A

e

e Your User Name is either your Lotus Notes User Name (i.e. John Smith) or your Employee

ID Number that may be listed on your DOE ID Badge.

e Your Password is your DOE Internet Password.

Click on OK button.

*NOTE: See Appendix A for instructions on how to log back into an existing case

State of Hawall
Department of Edutation

daR ©

System Availability
Draily, 2:00am - 1:00am, Hawaii Standard Time (HST)
*Pleaze check System Messages after logging in for additional information on planned system outages,

* Unauthorized use of this site is prohibited and may subject you to civil and criminal prosecution,

A Lser Mame

Paszmord
OK | Cancel |

Login Difficulties
Contact the Centralized Service Desk
(B05) 377-8320, Monday - Friday, 7:00am - 5:00pm (H5T), except on State /Federal holidays.

Projected School List Quick Sheets
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Accessing Automatically Generated Projected School List

Description: This process is used to access the Projected School List. The process case has automatically been
generated for you.

Important Note: If you see a Projected School List that is not at your authorized location, contact your PRO
immediately.

Home

1. Under Module drop down menu, select Processes.
ﬂ‘ ? Loggedin:
Home

e}R Save of Hawad [ Module
Processes

Welcome . 1 to the DOE Human Resources Management System! Reports
online Application

2. The Pending Cases tab is displayed by default. This shows all your pending cases.
NOTE: If the process case you are looking for is not displayed, click on Show All Cases. A

3. Select the radio button next to the case where the Task Description is labeled, Maintain B
Projected School List and the Process Case Label will be “PSL 2017 — location”

4. Click on Go to Case button. ! C

Instance: HRPARA
State of Hawall . . ?
DSCAUAAE SES o Machine: hrirngapp.k12.hi.us/165.248.159.179 Module IPchesses vl ﬁ Home T /Hel

System Date/Time: 01/15/2014 13:17:00

 Pending Cases Start Process

Pending Cases

A

Filter By IPn}cess Case Label d I . Advanced Search
| Ly GoTo Case Re-Run With Params Edit Process Label | | Show All Cases [
C—
Process
Case Last Last
Step Process Step Updated Update
Belart Netails | Tazk NDeccrintion Wew Process Caze | ahal Statu= | e ation Nescrintinn Rv Nata
B B [+] 5how | Maintain Projected School List | 1096220|P5L 2017 Waialua High & Inter - (232) | Pending Submittal | Waialua High & Inter (232) 0171442014
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Projected School List - Position Transactions

Keep a Bought Position via the approved AFP

Description: These instructions illustrate how to extend a bought position that was included in the FP FTE.
Important Notes: The Buy Sell List must be cleared before submitting the PSL

Quick Tips: FTE and/or Teacher Subject Area changes may be made at the same time. See the Position FTE
Changes and/or Position Subject Area and/or Grade Level Change section for instructions.

1. Bought Positions may be accessed

. . . Buy Sell List
via the Buy Sell List view.

Projected List | Temporary List | Early Return List | Leave Lis

2. Select the radio button of the existing bought position you need to extend.| A
3. Click the Position Transaction button! B

Filter By I Posn Mo

g

Advanced Search

B o

Employee Transaction Position Transaction Fill Pasition Create Position Update Retro | | Show Previously Abolished? [ Reset Sort 4 Previous 30 Ilﬁ1'78 of 78 l P
Posn Position Tk Last First Employee Appt Posn Emp Emp Emp Action Position
Select Details Ho Status Ho PC DOEID .. Hame Hame Status Position Title Type FTE FTE Action Effective Date Reason
A — +> [ [+] Shiot | B<I645 Active 7P 10092217 (Brown Kimbe Fly Unassizned spec Ed Teacher F4 (D-21 1 1|Unassign  |07/01/2011 Pazn Qual
€ | [HShow | 72632 | Active 4/p 10093333 |White Sara hctive Elem Teacher F1 1 1| Appoint 0750172011 Posn Qual
(ol [ show | 60391 Active 7T 10093499 | Mouse steffany Active spec Ed Teacher F1 1 1| Appoint 070172011 Updt Posn
Current Position &ction:
ShowAudit Info ||| Add Row
/ HR Process
The Position Transaction page will appear. T =D : 0| GIESED
/ Select Humber = Eff Dt Dt $eq = Action =Reason Status Key
H & |7293ax 07/01/2010 |0 Update Position | Extend Approved 11561
CIICk Add ROW bUtton' £ | 72934 02/01/2010 |0 Update Position | Update Position | Approved -2

Leave the Effective Date and Sequence Number. (Exception: Multi-track schools use: 7/1/14)
Under Action column drop down menu, select Update Position. C

Under Reason column drop down menu, select Keep Bought Position. | D

In the Comment box, note changes being made. | E

© ® N o o M

Current Position Action:
Process
=Ef C D Case Position Details | Funds | Position Qualifications | Position Incumbentts
Position Dt HR Action Step
Select Humber = Eff Dt Seq = Action = Reason Status Key
Position Infa Job Class Info
[l 61607 07 r27 72011 E?B IU I Update Position J I Keep Bought Position J Pending 3ubmittal 115462 Effective Date : 07/01,/2010 00000 Py
HR Category: Certificated Persannel =
[ 61607 0170252011 o Update Position _hange Position Quahfication Approved -2 HR Sub Category: Teacher  Counselor / Librarian
(8! 61607 067312010 u} Update Position Change Position Qualification Approved -2 Position Status:  Active = Bar;
O |s1e07 07 #28/2009 ] Update Position Update Position Approved & """‘ggrc:'c"‘l;: :‘:‘::;a"’ guoiiectcilE
(e 61607 05,3051939 a Add Position Mew Position Approved 2z Appointment HTE / End Date: 3
Division S District:  Leeward District (30) UAC O
Comment: Branch / Complex Area:  Ch Campbel-Kapolei (931) DOE School e
E Section / Complex:  Complex-Kapolei (835)
= Administrative Location: 282 Kapolei Elem
| =0ffice Location: 282 Kapolei Elem

CSSP Info

Civil Service Exempt Status:  Exempt Catezory & (Engaged in
Civil Service Exemption Hot-to-exceed Date:
Temporary Reclass Hot-to-exceed Date:
Legal Authority:
Consent Decree:
FLSA Exemption Flag: [

10. Click Edit Position Details at the bottom of the Position Details tab.
The Position Status will change to Active.

Edit Position Details Show Audit Info
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Keep a Bought Position via the approved AFP

11. Click on the Position Funds tab. F
12. Click Edit Position Funds button. [ G

Position F Funds Position Qualifications Position Incumbents

Shonpsteadit Info \id\l Position Funds
G = Budzet = Job UAC =Fund UAC UAC

Program = Position Budgeted Class Fund Appr Location Obiect Obiect of Exp Obi Proj = Fund
Select Effective Date ('] Description Control Flag ('] Source ID ] Code Expenditure Id Trans (1] Percent Delete?

@ |07 /0142009 00000 [42101 WiSF-Instruction|d2101/10) | Permanent BOBZO |G oo 282 2500 2510 Elem Teacher | 401 100

13. In the Budget Program ID field click on the Search (flashlight).

Position Details Funds Position Qualifications Position Incumbents,

Add Row

= Budget UAC  =Fund UAC UAC
Effective Program = Position  Budgeted Fund Appr Location  Obiect Obiect of Exp Obi Proj = Fund
Select Date (1] ipfion  Control Flag = Job Class ID Source ID (] Code Expenditure Id Trans (] Percent Delete?
@ |07s01/2011 0 [42101 # Permanent 50520 «? 252 @ 2500 I 2510 ﬁf Elem Teacher I‘\EIEI -

e A pop-up window listing available Budget Programs will appear.
14. Select the radio button for the Program ID you would like to use.
15. Click Select button.
e The ID will appear in the box under Budget Program ID field. The Description,
Fund Source, UAC Appropriation ID and UAC Project ID will also appear.
16. The Job Class field will automatically populate. Review and make any necessary changes.

17. If the funding is split between two different sources, click the Add Row button in the Position
Funds to add an additional funding source. Follow steps 13 to 16 above. Change Fund Percent
to 50% for each of the two rows.

18. Click Save Changes button.
19. Click Back button

20. On the Projected List, the Position Status should now show Active and the Position Reason
column will show Bought Pos in red.

e If the Position Status still shows Act-Bght, go back into the Position Transaction and
follow instructions on Step #10 to Edit Position Details.
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Re-activating a Sold Position via the approved AFP

Description: These instructions illustrate how to re-activate a sold position that was included in the FP FTE.
Important Notes: The Buy Sell List must be cleared before submitting the PSL

Quick Tips: FTE and/or Teacher Subject Area changes may be made at the same time. See the Position FTE
Changes and/or Position Subject Area and/or Grade Level Change section for instructions.

1. Sold Positions may also be accessed via

. i Projected List | Temporary List | Early Return List || Buy 5el List | Leave Lis
the Buy Sell List view.
2. Select the radio button of the existing sold position you need to reactivate.
3. Click the Position Transaction button. The Position Transaction page will appear.
4. Click Add Row button.
5. Leave the Effective Date and Sequence Number. (Exception: Multi-track schools use: 7/1/14)
6. Under Action column drop down menu, select Update Position. A
7. Under Reason column drop down menu, select Re-activate Sold Position.| B
8. In the Comment box, note changes being made.
Current Position Action:
Process
= Eff A B HR Case
Position Dt Action Step
Select Humber = Fff Dt seq = Action = Reason Status HKey
| './_;J 60740 07 F27 72011 [;s“@ 1} Update Position  w In Progress 113263 |
[@] &0740 07 r28/2010 o Update Position Sell Position Approved -35094
| .’:1 &0740 05312010 o Update Position Change Position Qualification Approved -2 ‘
9. Click Edit Position Details at the bottom of the Position Details tab. The Position Status
changes to Active.  /
Position Details Funds Position Qualifications Position Incumbents
Position Info Job Class Info
Effective Date :  07/01/20/0 00000 P
HR Category: Certifichted Personnel =
HR Sub Category: Teachyfr f Counselor f Librarian
Position Status: = Bar
Position Control: = Object of E:
Salary Class:
Appointment NTE / End Date: 3
Division [ District: / Leeward District (30) UAC O
Branch / Complex Are: C Campbel-Kapolei (331) DOE School Ye
Section s Complghk: Complex-Kapolei (835)
= Administrative Loc. n: 282 Kapolei Elem
= 0ffice Locftion: 262 Kapolei Elem
CsSP Info
Civit Service Exempt Status:  Exempt Category A (Engaged in ij
Civil Servife Exemption Hot-to-exceed Date:
Temporary Reclass Not-to-exceed Date:
Legal Authority:
Consent Decree:
FLSA Exemption Flag: [
Edit Position Details Showr & udit Info
10. Click on the Position Funds tab.{ D
11. Click Edit Position Funds button. ( E
Position D Position Qualifications Position Incumbents
Shows Audit Info | | ggFdit Position Funds
E = Budget = Job UAC =Fund uac uac
Program = Position Budgeted Class Fund Appr Location Obiect Obiect of Exp Obi Proj = Fund
Select crrective Date ('] Description Control Flag ('] Source ID ] Code Expenditure Id Trans (1] Percent Delete?
[ 07 /01,2009 00000 | 42101 WSF-Instruction(42101/10) | Permanent ROBZD |G 010 252 2500 2510 Elem Teacher | 401 100
Projected School List — Position Transactions Page 10 of 55 01-15-2019




State of Hawaii

Department of Education eHR PrOjeCted School List QUiCk Sheets

Re-activating a Sold Position via the approved AFP

12. In the Budget Program ID field click on the Search (flashlight) a pop-up window will appear.

Position Details Funds Position Qualifications Position Inc) ents

Add Row

= Budget UAC  =Fund UAC UAC
Effective Program = Position  Budgeted Fund Appr Location  Object Obiect of Exp Obj Proj = Fund
Select Date n ription Control Flag = Job Class ID Source ID ] Code Expenditure Id Trans (I} Percent Delete?
& |07/01/2011 0| 42101 ( Permanent 50520 f 282 f 2600 I 2610 (f Elem Teacher 100 [}

13. Select the radio button for the Program ID you would like to use.
14. Click Select button.
e The ID will appear in the box under Budget Program ID field. The Description,
Fund Source, UAC Appropriation ID and UAC Project ID will also appear.
15. The Job Class field will automatically populate. Review and make any necessary changes.

16. If the funding is split between two different sources, click the Add Row button in the Position
Funds to add an additional funding source. Follow steps 12 to 15 above. Change Fund Percent
to 50% for each of the two rows.

17. Click Save Changes button.
18. Click Back button.

19. On the Projected List view, the Position Status should now show Active and the Position Reason
column will show Reactivate in red.

e If the Position Status still shows Inact-Sold, go back to the Position Transaction and
follow instructions on Step #9 to Edit Position Details.

Re-activating a Previously Abolished Position

Description: Re-activating a previously abolished position that was included in the FP FTE.

Important Notes: Please contact your PRO to re-activate the position number.

1. To view previously abolished positions, click the “Show Prev Abolished?” check box.

Filter By | Posn No L Go Advanced Search \

Employee Transzaction Position Transaction Fill Position Create Position | Show Prev Abolished? |:| Reset Sort @ 1-30 of 55
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Abolish a Position

Description: These instructions illustrate how to abolish position.

Important Notes: The position must be vacant in order to abolish. Transfer or unassign any employees first.

Select the radio button of the position you need to abolish. A

Click the Position Transaction button.| B

Filter By I Posn Mo

a1 B Jo | [ advanced search |

Leave the Effective Date and Sequence Number. (Exception: Multi-track.echools use: 7/1/14)
Under the Action column drop down menu, select Abolish Position. C

The Reason column will automatically populate with Abolish Position. { D

In the Comment box, add a comment indicating why the position is being abolished or deleted.

© © N

E

Current Position Action:

Employee Transaction Position Transaction Fill Pasition Create Position Update Retro | | Show Previously Abolished? r Reset Sort & Previous 30 |61'75 of 78 l P
Posn Position Tk Last First Employee Appt Posn Emp Emp Emp Action Position
A Select  Details Mo $tatus Ho PC  DOEID . Hame Hame Status Position Title Type FTE FTE  Action Effective Date Reason
[l FShow | 6643 | Ative rilz) 10092217 Brown Kimbe Hy. Unassianed Spec Bd Teacher F4 (0-21 1 1lUnassien |07/01/2011 Pozn Qual
(ol [+ Show | 72632 Active 4|P 10093333 White sara Active Elem Teacher F1 1 1| Appoint 07./01/2011 Paosn Qual
| [ Show [£0391 Active 7T 10093499 mouse Steffany Active Spec Ed Teacher F1 1 1| Appoint 07501 £2011 Updt Posn
Current Position Action:
The Process Position page will appear. o e—
. Position =Eff Action Case $tep
5. Click Add Row button. Select Number =EfFDt  DiSeq  =Action =Reason  Slatus Key
% | 72934% 07/01/2010|0 Update Position | Extend Approved 11561
| 72934K 02/01/2010|0 Update Position |Update Position |Approved Z

Ly

Position Details | Funds = Position Qualifications

Position Incumbents

“balizhing position due ta

section £ Complex:
= Administrative Location:
=0ffice Location:

CS5P Infa

Process Pasition Info Job Class Info
=Eff Case Effective Date : 070172010 00000 P
Position Dt C D HR Action Step HR Category: Certificated Personnel =
Select Humber  =Eff Dt Seq = Actio =R Status Key HR Sub Category: Teacher / Counselor f Librarian
Position Status:  Active =Bar|
= | 72934% 07 /0172011 E"(B IEI_ I Abolish Position J I Abalizh Position J Pending Submittal 29375 Position Control:  Temparary = Object of E;
Salary Class:  Salaried
L B R e = Slpsesnaoumy T BEEAnCAc) ey Appointment HTE / End Date: B
O TI934X 02/01,/2010 o Update Position Update Pozition Approved -2 Division / District:  Leeward District (30) UAC 0|
Branch J Complex Area: A Camphel-Kapolei (931) DOE School Yq
Comment;

Complex-ftapalet (835)
282 Kapolei Elem
282 Kapolei Elem

10. Click Edit Position Details button at the bottom of the Position
Details tab. This is required to abolish a position. The

Position Status changes to Abolished.
Click Save Changes button.

Civil Service Exempt Status:

Civil Service Exemption Not-to-exceed Date:
Temporary Reclass Hot-to-exceed Date:
Legal Autharity:

Consent Decree:

FLSA Exemption Flag: (]

A

Edit Position Details

11.

Showe Audit Info

Exempt Categnry & [Engaged in |

12.
13.

Click Back button.

On the Projected List, the Position Status should now show Abolished, and the Position Reason
for this position will show Abol Posn in red. (The Posn No and Position Title will turn blue)

e If the position number & title are still black, go back into the Position Transaction and

follow instructions on Step #9 to Edit Position Details.

% | [l5how | 64643 | Abalished

7P 10092217 | Brown Kimberly  Unassigned  |Spec Ed Teacher F4 (0-2) 1 1|Unassign | 074012011 Abol Posn
| [Hshow [65178 | Active 7P 10004328 | white Cynthia | Active Spec Bd Tehe fPre-Schoal |F1 1 1|4ppoint | 070172011 Posn Qual
| [Fshow |66576 | Active AT 10013439 |Mouse: Grace fctive Spec Ed Teht fPre-Schoal |F1 1 1|Appoint | 07/01£2011 Posn Qual
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Create a New Position

Description: These instructions illustrate how to create a new position.

Important Notes: Please contact your PRO to establish 12 month or Educational Officer positions

Quick Tips: ALL VACANT teacher positions require a Teacher Subject Area to be entered in order to submit the
PSL. For instructions, see section: Position Subject Area and/or Grade Level Change.

1. Click the Create Position button.

Filter By IPnann J I \% Advanced Search

Employee Transaction Position Transaction Fill Pomreate Paosition Update Retro | | Show Previously Abolished? [ Reset Sort 4 Previous 30 Ilﬁ1'78 of 78 l

Posn Position Tk Last First Employee Appt Posn Emp Emp Emp Action Position

Select Details Ho Status Ho PC DOEID . Hame Hame Status Position Title Type FTE FTE  Action Effective Date Reason
[ [ Show | 54643 Active 7P 10092217 Brown Kimbe Hy Unassigned spec Ed Teacher F4(0-2) 1 1|Unassign  |07/01/2011 Pazn Qual
(o [ Shows | 72632 Active 4/p 0093333 white Sara hctive Elem Teacher F1 1 1| Appoint 070172011 Posn Qual
(ol [ show | 60391 Active 7T 10093499 mouse steffany Active spec Ed Teacher F1 1 1| Appoint 070172011 Updt Posn

2. The Create Position page will appear.

3. Inthe Job Class ID (formerly known as Occ Grp Code) field input the Job Class Code. A

e Some of the common Job Class IDs are: Create Position
50000 Secondary Teacher
Position Humber: 400553

50520 Elementary Teacher
50600  Spec Ed Teacher - | J+—(B

50608 Spec Ed Tchr/Pre School
50350 Gen Educ/Article VI Teacher
e [fthe Job Class ID you are needing is not listed above:
e Click the Search (flashlight) | B
e A pop-up window listing all job classes will appear.
e Inthe Filter By drop down menu, select Long Description. C

e In the free text field next to the Filter By drop down menu, enter a portion of the job
class code description.
® You may use the ‘%’ key as a wildcard. Example: Enter %elem to finda 12 ( p
Month Elementary Teacher.

e Click Go button. | E

e Select the radio button of the Job Class ID for the new position. F
o (Click Select button. Most fields will fill automatically based on the Job Class Code.( G
Job Class
C D E Cancel Select G
Filter By I Long Description J I%elem GCa Advanced Search
Job % UAC
Class Obiect of Bargaining Salary Salary HR 3ub Salary Obiect
Select ID Long Description Expenditure  Unit FTE Plan Range Category Class Code
(& |51245 | 12-bo MT Elem Prin Y | 2691 1] 1[4E a2 EC Shl 2000
' EORZZ | 12-#o Elem Teacher 2R ng 1T Teacher SAL 2000
i ROS07 | 17-do Flem-Sen Tracher | 3RAT (1L 1T Trachrr Sl 2000
F —p i 50520 | Elem Teacher ZR10 o5 1T Teacher ShL 2500
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Create a New Position

4. Select the appropriate number to choice in the Track field drop-down menu.{ H

e If the new position is for a multi-track school or Public Charter School, change the
defaulted track (DOE) to the appropriate track description.
e If the new position is for any other location, leave the track as DOE.
5. Leave the Effective Date. (Exception: Multi-Track schools use: 7/1/14)
6. Input a Comment indicating reason for creating the new position. I
7. The FTE defaultis 1.00 (100%). If the new position is .50 (50%), change the FTE to .50! J
8. The Office (Warrant) Location defaults to the administrative location) K
9. Under Position Funds tab, click Add Funds button.[ L

Create Position
Position Humber: 400655 =Track: |DOE (2011-2012) J

= Job Class ID: |50520 & = Effective Date:  [07/27/2011 (3

Job Class Title: Elem Teach

o 5 ikl I Comment: [Creating new position ﬁ
Position Info Job Class Info

Position Title: Elem Teacher =FTE: |[1.0000 J
HR Category: Certificated Personnel . . = Bargaining Unit: 05
HR Sush l(;ate(g:;ry: ;elachedr f Counselor f Librarian = Object of Expenditure: 2510
_a_ ry Lass: aa.ne Salary Plan: Teacher
Position Status:  Active
CemE Lol T Salary Range:
ostion Lontrol: - femparary UAC Object Code: 10 Manth Position
Position HTE Date:
Administrative Location: Kapolei Elem (252
K = Office Location: | Kapolei Elem J
Comment(s):
Position Funds
L Add Funds
Effective = Budget = Position Budgeted = Job Fund UAC = Fund UAC = Fund
Date Program ID Description Control Flag Class ID Source Appr ID Location ID Proj ID Percent Delete?
Mo rows found
10. In the Budget Program ID field click on the Search (flashlight). ( m

e A pop-up window listing of AFP Budget Programs will appear.

Position Funds

Add Funds M
UAC
Effective = Budgpet = Position Budgeted Fund Appr = Fund UAC = Fund
Date Program ID Description Control Flag = Job Class ID Source (1] Location ID Proj ID Percent Delete?
07 2772011 | ﬁ? Temparary ISD 520 ﬁy I282 ﬁy |1nn r

Projected School List — Position Transactions
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izt A eHR Projected School List Quick Sheets

Create a New Position

11. Select the radio button for the Program ID you would like to use. N
e NOTE: If you are creating a new position with a funding source NOT listed in the
AFP, manually input the Program ID into Budget Program ID field. The Budget
Program window will pop-up. Click on Cancel button. After completing steps 13 to
18, if you go back to Position Transaction for this position, you should now see the
Description of the Budget Program added.

12. Click Select button.[ O

e The ID will appear in the box under Budget Program ID field. The Description,
Fund Source, UAC Appropriation ID and UAC Project ID will also appear.

13. The Job Class ID field will automatically populate. P

14. The Fund Location ID defaults to the current location. Do not change.| Q
15. The Fund Percent defaults to 100 (100%). | R
16. Leave the Delete box blank.( S

Position Funds

Add Row

P UAC Q UAC R UAC
Effective = Budget = Position Budgeted Fund Appr A Proj ad  Obiject of Obiject
Date Program ID Description Control Flag = Joh Class ID Source ID Loc {5/} 1D Percent Expenditure Code
07 /2472013 | |92104 Qf WSF-Student Services(42104/13) | Temporary 52360 J Gen-W5F (010 2m Qf AD4 100 2525 2500

17. If the funding is split between two different sources, click the Add Funds button again to add an
additional funding source. Repeat steps 9 through 10. Upon completion, change Fund Percent
to 50% for each of the two rows.

18. If the funding is split between two different Object of Expenditures, change the Job Class ID for
the appropriate Budget Program ID. To search for the ID, click the Search (flashlight).

Position Funds

Add Row

UAC UAC uAC
Effective = Budget = Position  Budgete« Fund Appr = Fund Proj = Fund Objectof Object
Date Program ID Description Control Flag = Job Class ID Source 1] Loc (S/D) 1D Percent Expenditure Code
07/24/2013 ||42101 J WSF-Instruction(42101/13) Temporary 52260 Q? Gen-WSF (010 201 J AD1 50 2525 2500
07 /24/2013 || 42104 J WSF-Student Services(42104/13) | Temporary 52260 J Gen-W5F | 010 201 J AD4 50 2525 2500

19. Click Save Changes button. Automatically return to the Projected List.
20. On the Projected List, the Position Reason will now show New Posn in red.

Budget Program
0]
Cancel S
Filter By | Budget Program ID A o Advanced Search
Budeet Budget
Program Funding Short UAC UAC Program UAC
Select D Description Source Description Appropriation Project Budget!D Fund
O 42101 W5F-Instruction{42101713) oW Gen-WsF 010 Al 1001230101 |G
O (42102 WEF-EL(42102/13) GW Gen-WsF 010 ADZ 1001230102 |G
O 42103 WS5F-Instructional Support(42103/513) [GW Gen-WsF 010 ADG 1001230103 | G
N —'* @ |42104 WS5F-Student Services(42104/13) GW Gen-WsF 010 A4 1001230201 |G

S

Delete?

O

Delete?
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Funding Changes

Description: These instructions illustrate how to make funding changes to an existing position.

Important Notes: FTE and/or Teacher Subject Area changes may be made at the same time. See the Position
FTE Changes and/or Position Subject Area and/or Grade Level Change section for instructions

Quick Tips: If processing Fund Changes only, begin at step 1. If other position changes have been made skip to
step 8.

Select the radio button of the existing position that needs a fund change.
Click the Position Transaction button.

The Process Position page will appear.

Click Add Row button.

Current Position ACTheg;

howbd =

Shiowe Audit Info | Add Row
HR Process
Paosition = Eff Action Case Step
Select Humber = Eff Dt Dt Seq = Action = Reason Status Key
@ 60132 01/06/2013 (0 Update Position | Change Position Qualification | Approved -2
O 60182 01/04/2012 (0 Update Position | Change Position Qualification | Approved -2

Leave the Effective Date and the Sequence Number. (Exception: Multi-track schools use: 7/1/14)
Under Action column drop down menu, select Update Position.
Under Reason column drop down menu, select Fund Change. | B

© N o O

In the Comment box, notes changes being made.| C

Current Position Action:

Q Position Detasts Funds Posttion Qushications PosTtion Incumbents
Process = i
= Eff hosition Info Ju
- A B " e Effective Date @ 07 A0 23005 00000
Position Dt HR Action Step HR Calegory: Certificated Parsconel
Select  Humber = EfF Dt Seq = Action = Reason Status Key MR Sub Catey ‘eacher # Counselor / Librarion
Fondlion Stalin:  Actim
& 61222 |07f01f2011 Y |0 | Update Position | | Fund Change | \Pending submittal| 29375 Pachoh Cnset | mavnene -
(3 oldis Unid /a0y u Update FOs1LIon _harige PO ILI0N LUamication Approved - At HTE / End Bate:
Diwesion § District:
i 61222 0701,/2009 o] Update Pozition Update Pozition Approved -2 Branch | Complex Area: ]
O |s1222 07,/01/2005 il Update Position Update Position Approved -2 Sictioctf Compasi:
® Adminstrative Location: 202
61222 08301959 [u] Add Position Mew Position Approved -2 = office Location: 2
C C55P Info

Comment:  |-hanging funding Civll Servicn Fxempt Status:  Exempt Catregney A |

il Service Exemption Hol-o-exceed Date:
Temporary ieclsss Hot-to-exceed Date:

| Legal Ao
Comsml Decrew:
FLSA Exemption Mag: [

—— I it Posiion Detais | | Shom Audiinfa
9. Click Edit Position Details button at the bottom of the Position Details tab.

10. Click on the Funds tab.!| D
11. Click Edit Position Funds button.| E

Paositiar, D F Paosition Qualifications Paosition Incumbents
Showsteadit Info | | idn Position Funds
E = Budget = Job UAC =Fund UAC UAC
Program = Position Budgeted Class Fund Appr Location Object Obiject of Exp Obj Proj = Fund
Select Effective Date D Description Control Flag D Source I {11} Code Expenditure  Id Trans (1] Percent  Delete?
¥ |07 /012009 00000 |42101 WiF-Instruction(42101,/10] | Permanent 50520 |G 0w zsz 2500 2510 Elem Teacher |AD1 100
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Department of Education

Funding Changes

12. In the Budget Program ID field click on the Search (flashlight).

Position Details Funds Position Qualifications Position | bents

Add Row

= Budget UAC  =Fund UAC UAC
Effective Program = Position  Budgeted Fund Appr Location  Object Obiect of Exp Obj Proj = Fund
Select Date n scription  Control Flag = Job Class ID Source ID ] Code Expenditure Id Trans (I} Percent Delete?
& |07/01/2011 0| 42101 Q? Permanent 50520 J 282 J 2600 I 2610 # Elem Teacher 100 [}

e A pop-up window listing available Budget Programs will appear.

e NOTE: If you are changing the funding source to one NOT listed in the AFP,
manually input the Program ID into Budget Program ID field. The Budget Program
window will pop-up. Click on Cancel button. Continue with #15 below.

13. Select the radio button for the Budget Program ID you would like to use.| F
14. Click Select button. { G

e The ID will appear in the box under Budget Program ID field. The Description,
Fund Source, UAC Appropriation ID and UAC Project ID will also appear.

Budget Program k/ G
Cancel Select
Filter By IEudgetPngramlD J I Co Advanced Search
[}5 q |1-1Dof13 Mextd D
Budget Budget
Program Funding Short UAC UAC Program UAC
Select 1D Description Source  Description  Appropriation Project BudgetID Fund
F i 1RARA Haw Content & Perform Std-Accecament i1RARA7110 [ GX Gern-Cent nn £ Rel FON3AR0Z00 |G
—’ @ 15953 Gen Ed-Article W1 Inclusion Teachers(15953,11) GC Gen-Catez 015 153 1501010800 | G
| i [15954 WSF Adjustment(15954,11) anf GEM-ISF 010 15 1001235100 | G

15. The Job Class ID field will automatically populate.

16. If the funding is split between two different sources, click the Add Row button in the Position
Funds to add an additional funding source. Follow steps 12 to 15 above. Change Fund Percent
to 50% for each of the two rows.

17. If the funding is split between two different Object of Expenditures, change the Job Class ID for
the appropriate Budget Program ID. Click the Search (flashlight) under Job Class ID to search
for the ID, select, enter Fund Loc (S/D), change Fund Percent.

Add Row
UAC
Function
= Budget UAC UAC  Code ua
Effective  Program = Position  Budgstec Fund  Appr =Fund  Object (Objof Pro,  =Fund
Select Date D Description Control Flag = Job Class ID jource D Loc (/D) Code Expend) Func (Exp Obj) Desc 1D % elete?
@ |07/24/2013 0|[15953 J Gen Ed-Article VI Inclusion Teachers(15953/10) | Permanent 50350 J 201 J 2500 2505 Reg Ed/ Article VI Teacher | 153 50 |
Q |07s24/2013 0| [42101 J WSF-Instruction(42101/10) Permanent 50000 & oio |[201 J 2500 | 2508 Secondary Teacher Al 50 (|
18. Click Save Changes button.
19. Click Back button.
20. On the Projected List, the Position Reason column will show Fund Chg in red.
01-15-2019
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Position FTE Changes

Description: These instructions illustrate how to make FTE changes to an existing position.

Important Notes: If decreasing the position FTE, the incumbent FTE must be changed first. See Change an
Employee FTE instructions.

Quick Tips: Funding and/or Teacher Subject Area changes may be made at the same time. See the Position
Funding Changes and/or Position Subject Area and/or Grade Level Change section for instructions.

If processing FTE Changes only, begin at step 1. If other position changes have been made skip to step 7.

Select the radio button of the existing position that needs an FTE change.

A

= Eff
Dt

A B

Seq = Action = Reason

0 [Update Position || |[FTE Increase

Update Position
Update Position
Update Position
Add Position

Update Position
Update Position
Mew Position

ololola

Change Position Qualification

Process

Case

HR. Action Step
Status Key

l Pending Submittal 29375

Approved -2

Approved -2

Approved -z

Approved -2

1.
2.
3. Click Add Row button.
4.
5.
6.
7.
Current Position Action:
Position
Select  Humber = Eff Dt
i |61222 07 /012011
o |61222 057312010
[ 61222 07 /012009
[ [ by 07 /01/2005
[ 61222 05/30/1989
C Comment:

Increasing FTE to 100%

Position Details | Funds

Position Infao

Effective Date :

HR Category:

HR Sub Category:

Position Status:

Position Control:

Salary Class:

Appointment NTE f End Date:
Division / District:

Branch / Complex Area:
Section f Complex:

#® Administrative Location:

= Qffice Location:

Position Qualifications

Pasition Incumbents

ks

Job Class Info

o7 /01720110 Position Title:
Certificated Personnel = InbaGioseiie
Teacher f Counselor S Librarian =FTE:
hetive = Bargaming Unit:
Fe rmfanant = Object of Expenditure:
Salaried Salary Plan:

Salary Range:

Leeward District (30}
Ch Campbel-Kapolei (931

DOE School Year Humber:

Complex-Kapolei (835)
382 Kapolei Elem SUOEs
Comment:

|2&2 o Kapolei Elem

10. Click Save Changes button.
11. Click Back button.
12. On the Projected List, the Position Reason column will show FTE Chg in red.

UAC Object Code:

Click the Position Transaction button. The Process Position page will appear.

Leave the Effective Date and Sequence Number.(Exception: Multi-track schools use: 7/1/14)
Under Action column drop down menu, select Update Position.
Under Reason column drop down menu, select FTE Increase or FTE Decrease.| B
In the Comment box, notes changes being made.! C

8. Click Edit Position Details at the bottom of the Position Details tab. gl

Position Detats | funds | Posttion Cusiifications | Fosttion incumbents

Position Info Job
Effective Date :
HR Calegury:

R Sub Cotegory:
Fundtican Slatinn:
Fosstion Control:
Salary Class:
Appoisitment HTE / End Date:
Diviston § District:

Branch | Complex Area:
Smction / Complex:

= AdmindArative Loc ation:

= Office Location:

CE5P Info

0704 200 00000
Cortificated Parsconsl

Teacher / Counsedor / Librarian
e

Parmasnent -
Salaried

Leeward Dnrtrict ()
Ch Camphed ¥apeoled (1) 4
Comples-Kapulel (E35)
UL Kapods e
B2 Koy Eleen

Chell Service Frempt Satus:
il Service Exemption Hol-o-exceed Date:
Temporary ieclsss Hot-to-exceed Date:

Exempt Categoey A

Legal Aishartty:
Coment Decree:
FLSA Exemption Mag: [

Kk Peehion DiaBt Jo] -Sahrud i

9. Change the FTE field to the appropriate amount, i.e. 1.00 or 0.50.

Elem Teagher

S m Teacher

1

Uz IBacners

2510 Elem Teacher

Teacher

06 Certificated Salary Range (T/06)
10 Month Pasition

2011-2012

Green Track (2011-2012)
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Change a Position’s Subject Area and/or Grade Level

Description: These instructions illustrate how to change the subject area of a position.

Quick Tips:

Important Notes: ALL VACANT teacher positions require a Teacher Subject Area to be entered in order to submit
the PSL.

a. All of the currently listed Teacher Subject Area rows will appear in the Teacher Assignment

and Transfer (TATP) postings.

b. For a listing of all Teacher Subject Areas and Grade Level Descriptions, see Appendix D.

If processing Position Qualification Changes only, begin at step 1.

d. If other position changes have been made skip to step 7 to add Position Qualification(s).

Select the radio button of the position you would like to change the subject area(s) for.

Click the Position Transaction button. The Position Transaction page will appear.

Click Add Row button.

Current Position Action: \‘ /
Show Audit Info || |_Add Rown
HR Process
Position =Eff Action Case Step
Select Humber = Eff Dt Dt Seq = Action = Reason Status Key
o 72934 07 /01,2010 |0 Update Position | Extend Approved 11661
793K 02/01,/2010|0 Update Position |Update Position | Approved -2

Leave the Effective Date and Sequence Number. (Exception: Multi-track schools use: 7/1/14)

Under Action column drop down menu, select Update Position.| A

Under Reason column drop down menu, select Change Position Qualification.

Current Position Action:

Process
= EFff Case
Position ot A B HR Action Step
Lelant  Humher = FFf It Len = Artinn = Rpacnn Statnc Kavr
& 71930 |D?fu1 /2011 [ |u_ | Update Fosition || | Change Position Qualification || | Pending Submittal| 29375
= S P ) o Cpades s ST IR | DS o g T AR oo -
| [ 71930 07 /04172009 1] Update Position Update Position Approved -2 |

Click on the Position Qualifications tab.| C
Click on Edit Qualifications button. | D
C

Position Details Funds | Position Qualifications Bargaining Unit Exclusions Documents Position Incumbents Position Job Class Quals

show| [) fe——p Edit Pasition Qualifications

B Date = Qualification  Qual = Qualification Grade Grade Long
Select Segno Display v} Description Type Subject 1D Description  Description Delete?
(ol 01/09/2011 00000 | MLD MultiDisciplinary | Teacher Subject Area (1] 9th Grade
(o 01/09/2011 00000 | SP Spanish Teacher Subject Area (1 9th Grade
(o 01/09/2011 00000 | SP Spanish Teacher Subject Area 10 10th Grade

B
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Change a Position’s Subject Area and/or Grade Level

9. If changing grade level only, skip to step #14.
10. If no Position Qualifications exist, click on Add Row button.| E

11. Select the flashlight icon corresponding to the Qualification ID you would like to change. The
Qualification LOV pop-up window should appear. ( F

E Position Details | Funds = Pos? Qualifications Bargaining Unit Exclusions =~ Documents | Pesition Incumbents  Position Job Class Quals
Add Row F
Eff Dt Date
Seano = Qualificati Qual = Qualification Grade | Grade
Select Display D Description  Type Subject D Description | Long Description Delete?
O |o07/27r2011 0||MLD o | mutiDisciptinary | Teacher subject Area IUT o |9th Grage | i
O |ozrz7r2011 0|[5P o | spanish Teacher Subject Area IOT | sth Grade | r
12. Select the appropriate Teacher Subject Area using the radio button next to the respective | G
Qualification.

13. Click Select button.( H

Qualifications LOV A
Cancel Select
Filter By IDescrlplmn J I Co Advanced Search
% { 1-10 of 55 Next 10 $
Grade Grade
Qualification  Qualification Subject Level Long Subject Level
Select ID Type Description 0 "] Description Desc Description
[ ACA Teacher Subject Area | Academic Coach Mentor
G el AL Teacher Subject Area | Agricultural Arts
\*(" AT Teacher Subject Area | Aternative Learning Center
* AR Teacher Subject Area |Art
el BL Teacher Subject Area | Business Education

14. In the Grade ID field, click on the Search (flashlight). A pop-up window should appear.
15. In the Grade ID pop-up window, select the radio button for the Grade ID you would like to use.| I
16. Click Select button.

17. In the Long Description box, type additional subject content area(s) if desired. The
Qualification description as well as the information in the Long Description box will appear in
the Teacher Assignment and Transfer (TATP) posting.

NOTE: To remove a subject area, check the delete box at the end of rows that will not apply to [ K
the projected school year.

Position Details Funds Position Qualifications Position Incumbents
Add Row I J
Effective = Qualification = Qualification Grade Grade
Select Date (] Qualification Type Subject ID Description Long Description Delete?
@ 07/01420110 IS_.MLLE J Elementary Teacher Subject Area IE { Kindergarten | [
¢ |oFsotsz0110 IALLE f Highly Qualified for Elementary |Highly Qualified IE { Kindergarten | Il ‘

18. Click Save Changes button.
19. Click Back button.
20. On the Projected School List, the Position Reason column will show Posn Qual in red.
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Projected School List - Employee Transactions

NOTE: The generation of the Projected School List will automatically create an action row for every
employee. The following are instructions for updating the action rows that were automatically created.

Resign/Retire an Employee

Description: These instructions illustrate how to enter a Resignation or Retirement in the Projected School List.

Important Notes: For those that will be resigning, Form DOE OHR 300-011 Separation from Service must be
submitted. For those that will be retiring, Form DOE OHR 300-011 Separation from Service must be submitted and

a confirmation from ERS must be received.

A. Resigning an employee on the Projected School List:
1. Select the radio button of the employee you would like to resign. A
2. Click the Employee Transaction button.( B

Filter By | Posn Mo L & Advanced Search Rezet Sort
B \$ Employee Transaction Pozition Tranzaction Fill Pozition | Create Position Show Prewiously Abolished? |:|
Posn | Posn Tk P Employee Last First Emp Ap  Posn | Emp Employee Effective  Position
Select | Details Ho Status Ho € Id Hame Hame Status Position Title = Ty FTE FTE | Action Date Reason
Q +| Show | 61619 | Active (P (100125814 Brown Charlie Active 12-Ma Elem Prin 11 Fa 1 1| hppoint 07 /0152009 |Updt Posn
O +| Show | 72066 | Active 0T |1000642% White Snom Active 12-Mo Student Swes Coord |F1 1 1| Appoint 07 /0152009 | Updt Posn
O +| show | 61635 | Active 0P | 10009557 hhouse Danger Active Counzelor F1 1 1| Appoint 07 f28720079 |Updt Posn
O +| Show | 76045 | Active 0P | 10005428 Eraveheart |Beavis Active Counselor fHigh Risk F1 1 1| hppoint 07 F25/200%9 |Updt Posn
A O +| Show | 61603 | Active 0P | 10037158 Pooh Winnie Unassigned | Elem Teacher Fd 1 1| Unassian 07 72472009 |Updt Posn
\»Q —|Hide |&61615 | Active a/p 00137 16 Duck. Daffy Active Elem Teacher F1 1 1| Appoint 07 /2842009 |Updt Pozn

3. The Employee Transaction page will appear. In the Person Actions display (see screenshot
below), there should be a row for the projected year. Make the following changes to the row.

4. The Effective Date column is automatically populated, leave the date as is. Do not click the
Modify Effective Date button. The effective date will be updated by OTM based on Form DOE
OHR 300-011.

5. Under the Action column drop down menu, select Resignation. C

6. Under the Reason column drop down menu, defaults to Resignation. Select appropriate reason D
based on the Form DOE OHR 300-011.
**NOTE: If no reason is indicated on the Form DOE OHR 300-011, leave as Resignation.

Person Actions
Delete Row Modify Effective Date Show Audit Info | | | Add Row 3 1-50f 24 hext & $
Process Marked
C D Transfer Case For Forin 3 Hew
Position Effective  Effective To Step HR Action Form 5 Form 5 Already Preview Hire
Select Humber Date SeqHo = Action =Reason Position Key Status Print? | Corrected? Printed? Form5 | Profile
| @ ls3r11 07/01/2011 0|| resignation ||| #owing - tainiand | 29375 | Pending Submittal| [ [m] O |Report  |Report
& 63711 |07J01/2010 0| ppointment Re-sppomntment 11561 | Approved [m] O Report | Report
& |ear11 [1insszo0e 0|Pay Rate Change Furiough -3/ dpproved [m] O OO0 |report  [Report
© |e3r11 |ovioiszooe 0| éppointment Re-appaintment -3/ spproved [m] O OO0 |report  [Report
© |e3r11 |oviosszo0e 0|Pay Rate Change Salary Changs -3/ dpproved [m] O [0 |report  |Report

7. Click Save Changes button.
8. Click Back button.
9. The Emp Action field on the Projected List will show Resign in red.
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Resign/Retire an Employee

B. Retiring an employee on the Projected School List:
1. Select the radio button of the employee you would like to retire.
2. Click the Employee Transaction button.

3. The Employee Transaction page will appear. In the Person Actions display, there should already
be a row for the projected year. Make the following changes to the row.

4. The Effective Date column will automatically populate, leave the date as is. The effective date
will be updated by OTM once the Form DOE OHR 300-011 and ERS confirmation is processed.

5. Under Action column drop down menu, select Retirement.| E
6. The Reason column will automatically populate with Voluntary Service Retirement. | F

Person Actions

Delete Rowe Madify Effective Date Show Audit Infa | || &Add Row 4 I 1-5of 9 Mext 4 $
Process Marked
Transfer Case For Form 5 Hew
Position  Effective Effective E F To Step HR Action Form 5 Form 5 Already Preview Hire

Select  Humher  Date Sea Hn = Actinn = Reasnn Positinn Kev  Status Print? | Corrected? | Printed?  Form 5 Profile

| & (63797 |o7rotszon o[ Retirement || voiurtary seruice Retirement | 29375 |Pending Submittal | [ m] O  |Report  |Repart ‘
£ [edses U/ A0 U| Appointment He-appointment 11461 | Approved ] ] W [Repart Hepart

| o |earr 1072372009 0|Pay Rate Change Furlough -3| Approved [m] [m] O |Rreport  |Repart |

7. Click Save Changes button.
8. Click Back button.
9. The Emp Action field on the Projected List will show Retirement in red.

Unassign a Teacher

Description: These instructions illustrate how to unassign a teacher.

1. Select the radio button of the employee you would like to unassign.
2. Click the Employee Transaction button.

3. The Employee Transaction page will appear. In the Person Actions display, there should already
be a row for the projected year. Make the following changes to the row.

4. Under Action column drop down menu, select Unassign. | A
5. The Reason column will automatically populate with Unassigned.| B

Person Actions

Delete Row Maodify Effective Date Show Audit Info | || 4dd Row ] | 1-6of @ I Mext 4 &
Process Marked
A Transfer Case For Form 5 Hew
Position  Effective Effective B To Step HR Action Form 5 Form 5 Already Preview Hire
Select Mumher | Date SenHn = aAction =Reason Pasition Kev | Status Print? | Comected? Printed? Form5 | Prafila
| & 83TeT 07404 /2011 0 Iunassign | IUnass\gned | 29375 | Pending Submittal | [] 0 O |Report  |Report ‘
e e A e = = T I — s
| el B3797 1042342009 0| Pay Rate Change Furlough -3|Approved [} [} (] Report Report |

6. Click Save Changes button.
7. Click Back button.

8. If the teacher is tenured, their name should now appear on the Summary View under
Unassigned Tenured Teachers. If the teacher is non-tenured, their name should now appear on
the Temporary List.
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Transfer a Employee to Another Position Within the Same Location

Description: These instructions illustrate how to transfer a employee from their current position to a position that is
vacant within the same location.

1. Select the radio button of the employee you would like to transfer.
2. Click the Employee Transaction button.

3. The Employee Transaction page will appear. In the Person Action display, there should already
be a row for the projected year. Make the following changes to the row.

4. Under Action column drop down menu, leave as Appointment! A
5. Under Reason column drop down menu, select Re-appointment — Transfer. B
6. The Transfer To Position field will open to enter in a position number. | C

Persan Actions

Delete Row Modify Effective Date Show Audit Info | || Add Rouw k4 15013 B
C Process Marked
Case For Form 5
Position Effective  Effective B Transfer To Step HR Action Form 5 Form 5 Already  Preview
Select Humber | Date Sea Ho = Action = Reason Position Key  Status Print?  Corrected? Printed? Form 5
| 63797 07 /0142011 0|} Appointment J I Re-appointment - Transfer J I y #9378 | Pending Submittal O O O Report
| 63797 10/23/2009 0|Pay Rate Change Furlough -3 | Approved O O O Report

/

7. Inthe Transfer To Position field click on the Search (flashlight). A pop-up window listing
positions with available FTE will appear.

e From the pop-up window, you may also filter by position ID.
8. Use the radio button to select the Position ID you would like to assign the teacher to. D
9. Click Select button. ([ E

Vacant Positions E
Cancel Select ‘/
Filter By IPosition Mumber J I GCo Advanced Search
Position  Position Position  Administrative Location Vacant
Select Humber Title Status Location Description FTE HR Category Track
D ——P(.‘ 66436 Elem Teacher | Active 282 Kapalei Elem 1| Certificated Personnel -]

10. The Position ID should appear in the box under Transfer to Position field.
11. Click Save Changes button.

e Please note, upon saving this record, there will be a [1 / 2] > >> icon displaying under
the Position Details tab. This is used to show the position details of where the
employee is transferring to / from.

| Position Details | Funds Person UACs | Mames Addresses

| [1 £ 2] (=)= Transferred To Position Infa

Employee Info Employee Position Info
Effective Date:  07/01/2011 00:00:00 Position Humber: 66435

12. Click Back button.
13. The Emp Action field on the Projected List will show Appoint to XXXXX (Posn No.) in red.
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Fill a Vacant Position

Description: These instructions illustrate how to fill a vacant position. Vacant positions appear in green letters on

your Projected List.

1. Select the radio button of the position you would like to fill.

2. Click on the Fill Position button.( B

A

Filter By IPUSI‘I Mo J I [s] Uy B 2d Search
Employee Transaction Position Tranzaction Fill Position Create Position Update Retro | | Shaw Previausly dbolished? [ Reset Sort & Previous 30 |l5’1'78 of 7§ l
Posn Position Tk Last First Employee Appt Posn Emp Emp Emp Action Position
3elect | Details Mo $tatus Ho PC  DOEID . Hame Hame Status Position Title Tvoe FTE FTE  Action Effective Date Reason
A ——® & | Flshow eaeds|active 7P 10092217 Brown Himbe rly. Unassizned Spec Bd Teacher F4 (0-21 1 1lUnassien  |07/01/2011 Pozn Qual
(& [+ Show | 72632 Active a(p 0093333 wihite Sara Active Elem Teacher F1 1 1| Appaint 0740152011 Posn Qual
[ [ Shows | 80391 Active 7T 10093499 Mouse Skeffany Active Spec Ed Teacher F1 1 1| Appoint 07.701,2011 Updt Posn
3. The Fill Position page will appear.
4. Input the Employee ID of the employee to be placed in this position OR click on the Flashlight(
icon to get a list of available employees.
5. Click Save Changes button. (
\1& Return to Projected List = D

I'e

Fill Position

Employee Info

Appointment Begin Date:

IDTID1IZD11 EE'B

Employee Position Info

Business Title:
HR Sub Category:

Position Humber: 64643 C = DOE ID: g
Position Title: Spec Ed Teacher Last Hame:
=Effective Date:  [07/01/2011 (3 First Hame:
Effective Date Seq Ho: lU_ Action Comment: I

Spec Ed Teacher
Teacher £ Counselor f Librarian

Appointment HTE f End Date: |06f3ﬂf2012 [y Salary Class: Salaried
Appointment Type: FTE: 1.00
Paycheck Location {(Warrant): Kapolei Elem = Job Class ID: 50600
Administrative Location: Kapolei Elem (252} = Bargaining Unit: 05
Employee Status: active Salary Plan: Teacher
Other Infa Salary Range: 02
Step:
Comment:
Posn Share Cd
ERS FICA:
ERS Group:
Benefit Eligibility Code:
= Payroll Humber:

From Probation Semester:
To Probation Semester:

6. Automatically returned to the Projected List page.
7. The Emp Action field on the Projected List will show Appoint fr XXXXX (Posn No.) in red.

| {i‘” [+ show | 71871 | hctive op 10010422 Brown Laurie hctive 12-o Elem Teacher F1 1 1| dppoint fr 656874 (077012011 Updt Pasn
| |+ 5how 60715 [Active e 10009312 Mihite Sharon Active Elem Teacher F1 1 1| Appaint 07/01,/2011 Pasn Qual
0 [Hshow 81237 [hctive 5P 10010374 fhouse Carrie nn | Active Elem Teacher F1 1 1| kppoint 07014201 Pasn Qual
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Return an Employee from Leave

Description: These instructions illustrate how to return an employee from Leave, or change the status to Unassign
for employees on extended leave that will be placed by the District PRO.

Important Notes:

1. Each employee on leave has been automatically unassigned by the system, with a Reason Code of: Pending Leave
Resolution.

2. If the teacher on leave will be returned to the same position, the employee taking their place must be unassigned first.

3. If an employee on extended leave will be District Unassigned, see “C.” below for instructions.

A. Employee is returning to the same position:
1. Click the Leave List view. | A
2. Select the radio button of the employee you would like to return from leave. B
3. Click the Employee Transaction button.| C

Projected List | Temparary List | Early Return List | Buy 5ell List | Leave List | Mon Projected List | Summary

Year 2011-2012 Leave List - | . -Case: 2937 A st Cycle |
Status:  Pending Submittal
Filter By IPosn Mo J I oo Advanced Search
\‘ Employee Transaction Paozition Transaction Fill Position Create Position Update Retra || Reset Sort
Emp
Action
Posn  Position Tk Last First Employee Position Appt Posn  Emp Emp Effective Position
B Select Details Ho Status Ho PC DOEID Hame Hame Status Title Type FTE FTE Action Date Reason
i+ [+ Show | 72623 | Active ap 10005460 (Brown Kimberly | Leave 12-Mo Counselor |F1 1 1| Unassign 07/01/2011 |Updt Posn
(o |+ Show | 62258 | Active P 10010052 |White Robin Leawve Elem Teacher F1 1 1| Unassign 0750152011 |Updt Posn
[ [+ Show [ 63711 | Active 7P 10001076 |Mouse Michael |Leave Elem Teacher F1 1 1| Unpaid Lod |07 /01,2011 | Posn Qual
4. The Employee Transaction page will appear.
5. Under Action column drop down menu, select Return from Leave.| D
6. Under Reason column drop down menu, select Return to the Same Position.!| E
Person Actions
Delete Row Modify Effective Date Showv Audit Info ||| Add Row { 1-5of7 I Next2 $
Process Marked
Transfer Case For Form 5 Hew
Position  Effective Effective D E To Step HR Action Form 5 Form 5 Already Preview Hire
Select Humber Date Seq Mo = Action = Reason Position Key  Status Print? | Corrected? Printed? Form 5 Profile
|l & lexzss lozsmiszoid 0!l Return from Leave | [ return to the same Position || 39375 |Pending Submittal | | [ |Reoort Report
0 |62I55 112972010 0| Leave of Absence without Pay Health Reasons -29915 | Approved O O O Report Report
O |82258 07 /012010 0| Appointment Re-appointment 11561 | Approved O O Repart Repart
0 |62258 10232009 0|Pay Rate Change Furlough -3|Approved O O O Repart Repart
0 |62258 07 /01,2009 0| dppointment Re-appointment - Transfer -3|Approved O O O Repart Repart

7. Click Save Changes button.

8. Click Back button.

9. The employee will no longer be on the Leave List. On the Projected School List, the Emp Action
field will show RetFrLeave in red.
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Return an Employee from Leave

B. Employee is returning to a different position:
1. Click the Leave List view.
2. Select the radio button of the employee you would like to return from leave.
3. Click the Employee Transaction button. The Employee Transaction page will appear.

4. Under Action column drop down menu, select Return from Leave.| F
5. Under Reason column drop down menu, select Return to Another Position.( G

Person Actions
Delete Row Madify Effective Date Show Audit Info ||| Add Row K3 1-Bof7 |
H Process Marked
Case For Form 5
Position  Effective  Effective F G Transfer To Step  HR Action Form 5 Form 5 Already Preview

falart  Humher | Date SanHn = Action = Daacon DPacitinn War | Shabuc Print? | Carractad?  Brinted? | Form &
| [l GZZRG 07 /01,2011 0| Return from Leave J EReturn to Another Position J I # 295375 | Pending Submittal O O O Report |

i [l 112972010 0| Leave of dbsence without Pay Health Reasons -29913 | Approved O O O Report

O |83255 07 f01,2010 0| dppointment Re-appointment 11561 | Approved O O Repart

6. Inthe Transfer To Position field click on the Search (flashlight). A pop-up window listing H
vacant positions will appear.

e From the pop-up window, you may also filter by position ID.
7. Select radio button for the Position ID you would like to assign the teacher.| I
8. Click Select button. ( ]

Vacant Positions ]
Cancel Selec
Filter By IPosition Mumber J I GCo Advanced Search
Position  Position Position  Administrative Location Vacant
Select Humber Title Status Location Description FTE HR Category Track
I — P |ed3s Elem Teacher | Active 282 Kapalei Elem 1| Certificated Personnel -]

9. The Position ID should appear in the box under Transfer to Position field.
10. Click Save Changes button.

e Please note, upon saving this record, there should be a [1 /2] > >> icon displaying. This
may be used to show the position details of where the employee is transferring to / from.

11. Click Back button.

12. The employee will no longer be on the Leave List. On the Projected School List, the Employee
Action field will show RetfrLeave to XXXXX (Posn No).

C. Employee is on extended leave and will be placed by the District PRO.

1. The system automatically generates an Unassign/Pending Leave Resolution Projected School
List action.

2. No changes to this action are necessary. The employee will show on the Summary View as an
Unassigned/Leave Tenured Employee.

3. Inform the District PRO that you have unassigned an employee who is returning from extended
leave.

Projected School List — Employee Transactions Page 26 of 55 01-15-2019



State of Hawaii
Department of Education

eHR Projected School List Quick Sheets

Place an Employee on Leave Without Pay (LWOP)

Description: These instructions illustrate how to place an employee on Leave without Pay.

Important Notes: Form DOE OHR 300-001 Application for Leave of Absence, School-Level Certificated Employees
must be submitted.

A. Employee will be on Leave without Pay for the entire school year:
1. Select the radio button of the employee you would like to place on leave without pay.
Click the Employee Transaction button.
The Employee Transaction page will appear.
Do not change the effective date.
Under Action column drop down menu, select Leave of Absence without Pay.| A

Under Reason column drop down menu, select appropriate reason based on B
Form DOE OHR 300-001.
*NOTE: If no reason is given, select Long Term.

R

Perzan Actions

Delete Row Modify Effective Date ShoweAudit Info | || Add Row < 1-5 of 24 Hext 5 &
Process Marked
A B Transfer Case For Form 5 Hew
Position Effective  Effective To Step  HR Action Form 5 Form 5 Already Preview  Hire
Select  Humber  Date Sea Ho = Action = Reason Position Kevy  Status Print?  Corrected? Printed? Form 5 Profile
| @& 631 0740142011 0|| Leave of absence without Pay J IChiId Care J 29376 | Pending Submittal | [ ] 0 |Report  |Report |
Lt Oas il s 20y U AP TTE T mEmappUnLnEnN L 11901 | App T UED (] (i) (L} REQUT L rEpUTL |
7. On the Position Details tab, under the Employee Info section, in the Leave NTE Date field,
enter in the date the last day of the contract of the projected school year (mm/dd/yyyy).
Position Details = Fund: Ferson UACs Mames Addreszes
Employes Info Ernplovee Position Info
Effective Date: 07/01/2011 00;00;00 Position Humber: &3711
Appointment Begin Date: IEINEH 12011 F‘(B Business Title: Elem Teacher
Appointn""“ MYE ZE_ Dot InA S0 2045 th =FTE: 1
C I = = Job Class ID:  BO5Z0  Elem Teacher
Leave HTE Date: IUﬁ:‘SU!ZUh ['_;"(9 = Bargaining Unit: 05 Teachers
= Paycheck LOCauuin (wariany: j2uz & rapuiei Elem Salary Plan: Teacher
= Administrative Location: 282 Kapolei Elem Salary Range: 02 Certificated Salary Range (T/02)
Division f District: Lesward District (30) | Sam @
Branch § Complex Area: A Campbel-Kapolet (931] LACOb =ctCode g - (1)
Section f Complex: Complex-Kapolei (535) =Track: I Red Track (2011-2012)
Appointment Type: F1- Tenured DOE 3chool Year Humber: 2011-2012
HR Category: Certificated Personnel
HR Sub Category: Teacher f Counselor f Librarian
Salary Class:  Salaried
Employee Status:  Leave of Absence
Comment:
8. Click Save Changes button.
9. Click Back button.
10. The Emp Action field will show Unpaid LOA in red.
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Place an Employee on Leave Without Pay (LWOP)

B. Employee will be on Leave without Pay for only the first semester:

1. Select the radio button of the employee you would like to place on leave without pay.
Click the Employee Transaction button.

The Employee Transaction page will appear.

Do not change the effective date.

Under Action column drop down menu, select Leave of Absence without Pay. D

Under Reason column drop down menu, select appropriate reason based on| g
Form DOE OHR 300-001.
*NOTE: If no reason is given, select Long Term.

o0k wDN

Person Actions

Delete Row | | Modify Effective Date ShowsAudit Infa || [_Add Row < 1-6 of § Mext 3 &
Process Marked
D E Transfer Case For Form 5 Hew
Position  Effective  Effective To Step  HR Action Form 5 Form 5 Already Preview Hire
Selert  Himher | Date Sen Hn = Actinn = Reasnn Pnsitinn Kerv | Statuc Print?  Corrected?  Printed?  Form 5 Prafile
& 64908 070172011 0|] Leave of Absence without Pay J I Long Term J 29375 | Pending Submittal O O O Report Report
t o49UD [EFLFF) U MppOINTMEnT HE-SPpOTNTMENT 1567 | Approved (] (] 5] HEQOFT HEQOFT
| 64908 1042372009 0|Pay Rate Change Furlough -3|Approved O O O Report Report

7. On Position Details tab, under Employee Info section, in the Leave NTE Date field, enter in the( g
date to the last day of the first semester of the projected school year (mm/dd/yyyy).

Position Details | Funds Person UACs hames hddreszes
Employee Info Employee Position Info
Effective Date: 07 /01/2011 00:00:00 Position Humber: 64903
Appointment Begin Date: |07/01/2011 [;"(9 Business Title: Elem Teacher
Appointment MTE SEnd Date: |06/30/2012 [, ShE |
= Job Class ID: 50520 Elem Teacher
Leave NTE Date: [01/03/201% 31, =Bargaining Unit: 05 Teachsrs
=Paycheck Location {(Warrant): |252 J Kapaolei Elem Salary Plan: Teacher
= Administrative Location: 282 Kapolei Elem Salary Range: 03 Certificated Salary Range (TS03)
Division § District: Leeward District (30) B @
Branch §/ Complex Area: Ci Campbell-Kapalei (931) UAC Object Code: 2500
Section § Complex: Complex-Kapolei (835) = Track: I Green Track (2011-2012)
Appointment Type: F1- Tenured DOE School Year Humber:  2011-2012
HR Category: Certificated Personngl
HR Sub Category: Teacher f Counselor S Librarian
Salary Class: Salaried
Employee Status: Leave of Absence
Comment:
8. Click Save Changes button.
9. Click Back button.
10. The Emp Action field will show Unpaid LOA in red.
l i~ +1thow [A5797 | Active AT ANNNE73 [Brown Ruissell Artive Flem Teachet F1 1 A Annnint (07 #1011 42011 Prn Cnal
| (| [+]5how | 64587 | Active 7|P 10015063 |White Elza Leave Elem Teacher F1 1 1| Unpaid LOA 07 /0142011 Fosn Qual
I e [#5houw (64908 |Active 5P 10082492 |Mouse Polly &nn | Active Elem Teacher F1 1 1| Appoint 07 /01,2011 Pazn Qual
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Change an Employee FTE

Description: These instructions illustrate how to make changes to an employee’s FTE.

IMPORTANT NOTE: If increasing the incumbent FTE, the position FTE must be changed first. See Position FTE

Changes instructions.

ok wbd-=

Select the radio button of the existing employee you would like to change the FTE for.
Click the Employee Transaction button.
The Employee Transaction page will appear.

Leave the Action, Reason, and Effective Date columns as is.

On the Position Details tab, change the FTE field to the appropriate amount, i.e. 1.00 or 0.50.

Position Details | Funds

Emplovee Info

Perzon UACs

Effective Date:

Appointment Begin Date:
Appointment HTE 7 End Date:
Leave NTE Date:

= Paycheck Location {Warrant):
= Administrative Location:
Division f District:

Branch J Complex Area:
Section f Complex:
Appointment Type:

HR Category:

HR Sub Category:

Salary Class:

Employee Status:
Comment:

.\\dksses

Mames

07 /01/2011 00:00:00
07 0152011 |'_§"(9

06 /302012 EE"(!_)
)

,E (? Kapolei Elem

282 Kapolei Elem

Leeward District (30)

Ch Campbell-Kapolei (931)
Complex-Kapolei (335)

F1- Tenured

Certificated Personnel

Teacher f Counselor / Librarian
Salaried

hctive

Employee Position Info

Position Humber:
Busiessmney

=FTE:

= Jolslisemile

= Bargaining Unit:

Salary Plan:

Salary Range:

Step:

UAC Object Code:

= Track:

DOE School Year Humber:

64905

1

oo Tiowet zacher
05 Teachers
Teacher
03 Certificated Salary Range (T/03)
o7
2500
Green Track (2011-2012) J
2011-2012

Click Save Changes button.

Click Back button.

On the Projected School List, the Emp Action column will show red to indicate that a change has
been made to the employee.
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Submitting Projected School List Process

Description: These instructions illustrate how to submit your Projected School List.

Important Notes: Once the process is submitted, changes must be made by PRO or State Office, unless the
Projected School List Process is returned to you.

1. From the Select an Action drop down menu, select Submit. |t Fendingsubmittsl  fsaeony 5] [ Go | Comments
Select Action
Save Only
. . Submit
e The Select an Action drop down menu is Start Over

Cancel Process

located next to the Status field.

e IMPORTANT NOTE: If you choose Cancel it will delete any modifications
you have made to your Projected School List and you must start over.

2. Enter comments for your PRO or Position Management in the box next to Submit. Click on
More for additional space for comments.

3. Click Go button. | B

A

B

Status:  Pending Submittal ESqut % J Comments

A [goJ
Mure!

Track Case Status

After submitting a task, you will be able to track the status of your submission:
e C(Click on the Pending Cases tab.
e Click on the Show All Cases checkbox.
e Select your submitted Projected School List and click on the +Show icon under the Details column.

The example below shows the Approval Step History for a Financial Plan. It shows that the Principal submitted the
Financial Plan, the CAS returned it, the Principal resubmitted it and the CAS Approved it. You can click on the Next
Approval Step tab at any time to see who ‘has’ the case selected.

Process ID:  6.1.2.1 District: Central District (20) Received Date: 07/31/2009 08:39:00
Process Begin Date: 07/28/09 Received From: Park, Patricia Ann

Approval Step History MNext Approval Step Parameters

Approval
Step  Approval Task
Sequence Step Process  Action
Humber Number Comment Date Code Comment Update By
Includes 518,572 set aside to cover possible budget cuts.
1 10 07/31/2009 | Submit Brummel, Marvin
Please modify School Operations section to set aside more
y fi ble budget cuts.
2 0 073142009 |Return || "0 07 POSSIRE DUORST cuts Park, Fatricia
Resubmitting with requested modifications.
3 10 07/31/2009 | Re-submit Brummetl, Marvin
4 0 07/31/200% | Approve Park, Patricia
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Run Reports

Important Notes: Pop-up blockers need to be disabled for the eHR website. Appendix A includes instructions for
disabling common pop-up blockers. You may also consult your internet browser Help for assistance in allowing pop-

ups from this website. If Adobe Acrobat Reader 6.0 or above is not installed, you will be prompted to install it. This is

needed to view the PDF format for reports.

Seniority Report

1. Under Module drop down menu, select Reports.

Module  fProcesses

ogged in:

Proceszes
Reports
Online Application

rent Employee List Curre

. - A
2. Select radio button for the Seniority Report.
3. Click Run Report button. B
Reports
Report Category Description: Filter
B /% runrepon & Previous 15 | 16-19 o7 13 b
Select Details Report Category Description
I8 [ show | Schoal List Reparts Pozition Details (Current-Projected)
[e [+] Show | School List Reports Position Summary (Frojected)
~ TR S PSS TPy o PRSIy Yy
A _—|">G' [+ Show | Schoal List Reparts Semiority Report (Current)

4. Enter a Report Label. (i.e. School name Seniority Report) ( C

locations will appear.
a. Select radio button for the Location.
b. Click Select button.
6. Choose Report Destination. If the Report Destination is set to ‘Stream Output to Screen’, the

5. Input the Location ID or click on the Search (flashlight). A pop-up window listing allowed D

report will appear. The report can be printed or saved to another location. If the Report E
Destination is ‘Save Output to DB’, the document will be saved to your Report Cases. Click
Download File and your report will open in a separate window.
7. Click Submit Parameters button.| F
Process Case
Cancel Submit Parameters
Seniority Report [Current) [}
C __hl'Prucess Case Label: IKapD\ew Seniority Report F
Parameters
Prompt Text Parameter ValueA/ D
Location D 282 {
Report HR Category F (Certificated Personnel)
Report Output Type PDF (PDF - Adobe Portable Document Format )
Report Destination Sawe Output to DB I<— E
8. The report can now be printed or saved to another location if desired.
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Seniority Report

NOTE: The Seniority Report is the total number of years/months that the employee has of teaching
experience with the department at the END of the current school year.

Sample Seniority Report

Teachers by Seniority with Cert Information
Appt DOE Service
Type S@tus FTE Na_me Person @ Position # Yea_n'Month Hcense
137 Manoa Elem
F1 Active 1.00 Headlights, Bambi 10009503 61614 26/5 Soc Stud, Sch Libn
F1 Active 1.00 Tweetie, Sylvester 10012371 61602 26/0 Elem
F1 Active 1.00 Willows, Windy 10012857 60422 24/6 Elem
F1 Active 1.00 White, Snow 10006429 72066 24/5 Elem
F1 Active 1.00 Jack, Samurai 10013206 65233 24/0 Elem
F1 Active 1.00 Rendezvous, Belleville 10013827 61642 237 Elem
F1 Active 1.00 Mouse, Mickey 10013312 67231 21/9 Elem
F1 Active 1.00 Down, Watership 10009374 61630 20/6 Elem
F1 Active 1.00 Mononoke, Princess 10007441 62078 19/0 Elem
F1 Active 1.00 Duck, Daffy 10013716 61615 1714 Elem
F1 Active 1.00 Mononoke, Princess 10003121 61628 15/9 Elem
F1 Active 1.00 Stimpy, Ren 10008042 61607 151 Elem
Column Description
Appt Type Employee’s current appointment type
Status Employee’s current status
FTE Employee’s current FTE
Name Last, First Middle
Person ID DOE Employee ID
Position # Current position employee is in

DOE Service Years/Months

Employee’s total DOE teacher service. This is the total
number of years/months that the employee has of
teaching experience with the department at the end of
the current school year.

License

Type of Hawaii License this employee holds.
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Position Details Report

1. Under Module drop down menu, select Reports.
2. Select radio button for the Position Details (Current-Projected). A
3. Click Run Report button! B

Reports 53
Report Category I l Description: I Filter
B — % Run Report & Previous 15 |16-19 of 19 l B
Select  Details | Rennrt Catesory Descrintinn
A #+% | [F]Show |Schoal List Reparts Position Details (Current-Projected)
I L 70 S SCT00N LIS L REPUTLE FUSTLION S0imimary |Frojecied)

4. Enter a Report Label. (i.e. School name Position Details) | C

5. Inthe Current/Projected field click on the drop down menu and select Projected Position D
Details. NOTE: Clicking on Current Position Details will provide you with Current School List
information only.

6. Inthe Location ID field click on the Search (flashlight). A pop-up window listing allowed E
locations will appear. Click the appropriate radio button and click Select.

7. Inthe Order by Code field click on the drop down menu and select the appropriate order in
which you would like your report to be sorted.

a. School List Sort: Sorted using the default sort order of the School List
b. Position Number: Sorted by Position 1D

c. Last Name: Sorted by Last Name

d. Budget Prog ID: Sorted by Budget Program ID

Process Case

Position Details (Current-Projected)

C = Process Case Label: IKapoIei Position Details
Parameters
Prompt Text Parameter Value
Current /Projected D Projected Position Details J
Location ID 282 & < E
Order by Code Schoal List Sort

Report Qutput Type school List Sort able Dewient Format)
Pasition Mumber
Lazt Mame
EBudget Prog Id

Report Destination

8. Choose Report Destination. If the Report Destination is set to ‘Stream Output to Screen’, the
report will appear. The report can be printed or saved to another location. If the Report
Destination is ‘Save Output to DB’, the document will be saved to your Report Cases. Click
Download File and your report will open in a separate window.

9. Click Submit Parameters button.
10. The report can now be printed or saved to another location if desired.
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Position Details Report

Sample Position Details Report

Certificated Current Position Details

Appt LoclD / ProjlD
Position# TK PC PersonID MName Position Title Type FTE  ExpObjiD/PCT Teacher Subject Area
137 Manoa Elem
61619 0 P 10012814 Brown, Charlie 12-Mgo Elem Prin 11l Fa 1.00 1377 A1272607 7100
Licn: Elem
71404 0 P 10013855 Run, Chicken Vice Principal | FD 1.00 137 /7A12726087 100
Licn: English (LIOE)
1614 0 P 10003503 Headlights, Bambi Librarian F1 1.00 137 fADS 725227100
Lien: Soc Stud, Sch Libn
61638 0 P 10003837 Mouse, Danger Counselor F1 1.00 1377 AD4725257100
Licn: Scouns K-12
75048 0 P 10005426 Braveheart, Beavis CounselorHigh Risk F1 1.00 137 AD4 725457100
Licn: Sch Couns 7-12
72066 a T 10008429 White, Snow 12-Mo Student Sves Coord F1 1.00 137 FAD4 72524 7100
Licn: Elem
60119 0 P 10014449  Bookbinder, Jungle Elem Teacher F1 1.00 137/ A01/2510/ 100 Science, MultiDisciplinary
Licn: Elem Ed K-8
60180 0 B 10008942  Tintin, Rin Elem Teacher F1 100 137/ A01/2510/100 Social Studies, MultiDisciplinary
Lien: Elem
60422 0 P 10012857  Willows, Windy Elem Teacher F1 1.00 137/ A01/2510/ 100 Mathematics, MultiDisciplinary
Licn: Elem
Column Description
Position #
TK Track Number
PC Position Control: P = Permanent, T = Temporary
Person ID DOE Employee ID
Last, First Middle
Name Type of Hawaii License this employee holds
Position Title Title of the position
Appt Type Appointment of Type of the employee
FTE Employee’s FTE amount
UAC Information (Location ID, Project ID, Object of
LoclD/ProjID/ExpObjlD/PCT Expenditure ID, UAC Fund Percentage)
Teacher Subject Area Teacher Subject Area for the position
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Position Summary Report

1. Under Module drop down menu, select Reports.
2. Select radio button for the Position Summary (Projected){ A
3. Click Run Report button.( B

Reports
Report Category I l Description: I Filter
{ B |—P RunRreport @ Previous 15 I 16-19 0f 19 l >
Select Details Report Category Description
~ ke | Cmbmsl | it Dlmme vd o Diocition Dot —dle e vond Decdootadt
A _|->f3‘” [+ how | School List Reports Position Summary (Projected)
[l € [ ShowW | SEnaol LISt Reports SERA0I LIST HEparT

4. Enter a Report Label. (i.e. School name Position Summary) C

5. Inthe Location ID field click on the Search (flashlight). A pop-up window listing allowed [ p
locations will appear. Click the appropriate radio button and click Select button.

6. Inthe School Year field click on the drop down menu to select the appropriate School Year.! E

7. Inthe Summary Section field click on the drop down menu to select the appropriate section you F
would like to have printed.

a. All Sections

AFP & Proj SL Position Funding
Vacant Positions

Deleted Positions

® oo o

Unassigned Tenured Employees

| Position Summary [Projected) e

C = Process Case Label: IKapoIei Position Summary

Parameters D
Prompt Text Parameter Value
Laocation D I232 (f E
School Year 2011-2012 l
Summary Section All Sections J F
Report Qutput Type Bl Sections Format)
Report Destination AFP & Proj. 5L Position Funding
Wacant Positions
Deleted Positions
Unassigned Tenured Employees

8. Choose Report Destination. If the Report Destination is set to ‘Stream Output to Screen’, the
report will appear. The report can be printed or saved to another location. If the Report
Destination is ‘Save Output to DB’, the document will be saved to your Report Cases. Click
Download File and your report will open in a separate window.

9. Click Submit Report button.
10. The report can now be printed or saved to another location if desired.
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Position Summary Report

Sample Position Summary Report

Position Summary 2010-11SY

137 Manoa Elem
Academic Financial Plan (AFP) & Projected School List Position Funding

AFP POSN EMP

Fund Source Budget Program Obj Exp Code Description FTEs FTEs FTEs

Gen-Categ Gen Ed-Article VI Inclusion Teachers(15953/11) 2505 Reg Ed/Article VI Teacher 1.00 2.00 2.00
Gen-Categ Special Education in Regular Schools(17131/11) 2519 Spec Ed Teacher-Pre-Sch 1.00 1.00 1.00
Gen-Categ Special Education in Regular Schools(17131/11) 2563 Spec Ed Teacher 3.00 3.00 3.00
Gen-WSF WSF-Instruction{42101/11) 2510 Elem Teacher 24.00 24.00 23.00
Gen-WSF WSF-Instructional Support(42103/11) 2522 School Librarian 1.00 1.00 1.00
Gen-WSF WSF-School Administration{42112/11) 2606 Vice Principal 1.00 1.00 1.00
Gen-WSF WSF-School Administration(42112/11) 2607 Principal 1.00 1.00 1.00
Gen-WSF WSF-Student Services(42104/11) 2524 atudent Services Coordinator 12- 1.00 1.00 1.00

o}

Gen-WSF WSF-Student Services(42104/11) 2525 Counselor-Regular 1.00 1.00 1.00
Gen-WSF WSF-Student Services(42104/11) 2545 Counselor-High Risk 1.00 1.00 1.00

Total: 35.00 36.00 35.00

Vacant Positions

Position ID Position Title Action Reason Effective Date FTEs

600850 Elem Teacher Est Posn Buy Posn 08/30/2010 1.00

74806 Elem Teacher Updt Posn Pasn Qual 01/02/2011 1.00
Total: 2.00

Deleted Positions

No Rows Returned
Unassigned/Leave Tenured Employees

Employee ID___ Last Name First Name Paosition Title Unassign Reason___ Appoint Type Employee Status FTEs
10010380 Girl Powerpuff Elem Teacher Pend Lv Rs F1 Leave 1.00
Qual Type Description Subject Grade Level
HQ Highly Qualified for Elementary Elementary Kdgn to 6th Grade
HQ Highly Qualified for Elementary Special Elementary Special Kdgn to 6th Grade
Education Education
Total: 1.00
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Appendix A: System Navigation/Information
These instructions contain descriptions for screens and additional processes in eHR.

Important System Notes: DO NOT use the internet browser back arrow.

The system will automatically time you out after thirty (30) minutes of inactivity. This is a security measure
implemented to avoid misuse of the system. Please ensure that you save your transactions as you go to avoid losing
any transactional history.

Menus and Tabs
@mmm:;m A — Module IProcesses l ﬁ ? X | Loggedin:!

R y

Projected List | Temparary List | Eatly Return List | Buy Sell List | Leawe List | Mon Prajected List | Summary

Pending Cases |~ Current Case Start Process Current Employee List Current Position List

A ) standard Module Navigation Menu

Title Description
Module Drop Enables access to different modules.
Down Menu
Home f Returns user back to the CHAP Home Page from any module.
= Opens the CHAP Help feature which provides useful information specific to the

Help - ° page being viewed.

e For example, clicking on Help from the Projected School List page will
bring you to a Help page that contains a menu window which allows
you to access a variety of Help topics such as the Projected School List
Screen Overview, Screen Actions, Quick Sheets, etc.; while clicking on
Help from the Reports page will bring you directly to a Help document
summarizing how to use the report functionality.

Displays user name and enables user to log out from the system.

Login/Logout

x
B ) Case Tabs
Title | Description
Process Case Definition: For each process that exists in CHAP, a process case represents an
instantiation of that process. For example, “Maintain Projected School List” has been defined in CHAP
as a process. By clicking on “Create New Case”, the user will have created a unique process case for
maintaining their Projected School List.
Pending Cases Displays cases that require some action by the user in green. To see all cases,
click on Show All Cases.
Current Case Displays the current case.
Start Process Enables user to create a new case.
Current Displays all current employees as of today. Click on Show Future to see future
Employee List dated actions.
Current Position Displays all current positions and incumbents. Click on Show Abolished to see
List abolished positions.
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Icons and Navigation

Title

Description

Action Buttons

Cancel | | Sawe Changes

Allows users to perform or cancel an action. Typically
displayed to the right of the screen.

e |f Save is one of the Action Buttons, it is
important to click it in order to keep your
changes.

e [f actions buttons are displayed both above and
below a task, you only need to click one of the
options.

Calendar/Clock

Ey

The Calendar and Clock icon allows users to open a
calendar and select a date. Users may also enter the date
directly into the field if they do not want to pull up a calendar.
Manually entered dates need to follow the following format:
MM/DD/YYYY.

Drop down menus

Select an Action| v

Downward blue arrows indicate drop down menus which are
predefined options that users may select from.

Fill Position

Flashlight The Flashlight icon indicates a “look up” feature that allows
? users to view and select specific information. Alternatively,
information may be keyboarded directly into the field.
-Hide —|Hide | Hides additional information about a specific record.
Page Title Example: The Page Title is displayed at the upper left of the screen.

The Page Title describes the action that is being performed.
In this example, the page title is called “Create Position”.

Radio Button

®

Radio Buttons enable you to select specific items, in this
case a specific record, that you would like to work on.

Required Fields

The asterisk indicates this is a required field. The system

3* prevents users from moving forward with a specific task if a
required field is not completed.
+Show ' Displays additional information about a specific record.
| [+ Show ‘
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Disabling Common Pop-Up Blockers

Please contact the Centralized Service Desk (CSD) at (808) 377-8320 if you have questions or
difficulty disabling your pop-up blocker.

Internet Explorer

To disable the pop-up blocker while on the site, open the Tools menu, select the Pop-up Blocker option, and select
the Turn Off Pop-up Blocker option (as shown below):

File Edit view Favorites  Tools Help

§ Mai and News -
(O Bk ~ x| Pop-up Blocker P Turn Off Pop-up Blocker r
Pop-up Blocker Settings... [

= Manage Agc-ons...
) Rl st ind e synchronize...

Wingows Update

"“.' =
| o
Windows Mesg =
gs Finance Trgwel

Yahoo! Me ger

il Yahoo! Small Business -

Internet Opbons..

Once this is done, then you should be able to use the online system properly. Once you are finished using the online
system, you can go back into the menu again to turn on the pop-up blocker.

Google Toolbar

The Google Toolbar is provided by Google to facilitate searching the web, as well as providing pop-up blocking. This
pop-up blocker is part of a menu bar and appears in the browser as follows:

Google - | v| {0 Searchweb ~ ) . G 5083 blocked [ Options ~

The following icon is the pop-up blocker:
&1 5083 blocked

To allow pop-ups to appear, merely click on the icon. You should now see the following:
|@ Site popups allowed |

Once this is done, then you should be able to use the online system properly. Once you are finished using the online
system, you can click the icon again to re-enable the pop-up blocker.
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Records Display, Sorts, & Filters

All Record Display
Some pages default to displaying all records.

Select Number of Record Display
Other pages default to a set number of records. In the example below, the default number is fifteen (15) records.
Additional records may be displayed by using the drop down menus, or the previous and next buttons.

Sorts and Filters

How to Sort/Filter How to Return Information
back to original view

Sorting by Click the column header to quickly sort information Click Reset Sort.

Columns displayed in a table.

e For example, if you click on the column
header for Last Name, records will appear
in ascending order alphabetically by last

name.
Filters/ Click the Filter by drop down menu to select a primary Erase the filter criteria and
Quick Search filter and select/enter secondary filter (if applicable) click Filter/Find.
e For example, if you'd like to see all of the e The Reset Sort button
vacant positions you would select Filter By does not apply to filters.

“Vacant Position”, ensure “yes” is selected
and click “Go”.

Filter By IVacant Pozition J IYes J Co

Advanced Search Specific modules also have an advanced search feature | Click Back to Quick Search.
which allows for the entry of multiple criteria with several
options for record selection. Filters may be a dropdown
or a textbox.

Enter text to search for into textboxes and/or select
criteria from dropdowns and click on Find.
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School List Navigation

Projected School List - Menus and Tabs

[

Nodule I Processes

Pendine Cases Curr
i Projected List | Temporary List | Early Return List | Buy 5€ell List | Leave List | Mon Projected List | Expired Licenses | Summary
A ) View Selections
Title Description
Projected School | Lists all projected employee and position transactions for the upcoming school
List year.

Temporary List

Lists all non-tenured teachers who are unassigned for the upcoming school year.

Early Return List

Lists employees who returned early to another school within the district but have
return rights to their original school.

Buy/Sell List

Lists all positions that were either bought or sold during the current school year.

Leave List

Lists employees on leave from the school.

Non-Projected
List

Lists employees who do not have a Projected School List action.

Expired Licenses

Lists employees with expired licenses or licenses that will expire before the start of
the next school year.

Summary

Provides a comparison of the Approved AFP and the Projected AFP. It also lists
Vacant Positions, Deleted Positions and Unassigned Tenured Teachers.

Projected School List Col

umn Headers

Description: Provides definitions for the headers on the Projected School List Screen.

Year 2009-2010 Projected School List - Manoca Elem (137) - Case: 2872 Test KL
Status:  Pending Input Select an Action % More‘g oo
oo Advanced Search Rezet Sart
B Column Headers
T o Cill Dociticm 1 (sraata Dositi EcuaL B Lo dibolizhed D
Posn  Posn Tk P Employee Last First Emp Ap  Posn  Emp Employee Effective Position
Select Details Ho Status Ho C Id Hame Hame Status Position Title = Ty FTE FTE Action Date Reason
(%] |+ Show | 61619 | Active O/F | 10012514 Erawn Charlie Active 12-#o Elem Prin 11 Fi 1 1| sppoint 07 /0152009 | Updt Posn
O [+ Show | 72066 | Active 0T | 10006429 White Snow Active 12-#o Student Svos Coord |F1 1 1| sppoint 07 /012009 | Updt Posn
O [+ Show 2 | 10009637 Mouze Danger Active Counzelar F1 1 1| sppoint 07 2572009 | Updt Posn
O [ 5y 2 | 10005426 Eraweheart |Beawis Active Counzelor fHigh Risk F1 1 1| sppoint 07 2572009 | Updt Posn
O [H 5 C DetailS P 10037155 Pooh Winnie Unasszigned | Elem Teacher F4 1 1| Unassign 07 f2472009 | Updt Posn
@ [=IHide 2 | 10013716 Cuck Draffy Active Elem Teacher F1 1 1| sppoint 07 2572009 | Updt Posn
Qualification Funds Course hrea Position Details Employee Details
Pozition Mininum Qualifications Employee Qualifications
Grade Effective Qual Effective  Expire
Qual Type Subject Description Level Date Type Subject Description Date Date Grade Level
Mo rows found CERT 4LLE Elem 07 /011997 | 06,30/ 2002 | KOG TO 6TH GR.
EDUIC Bach of Education 055161993 KIMDERGARTERN
EDUIC Frof Diploma 12519/1993
HQ 4LLE Highly Qualified For Elementary | 07 /012007 KOG T 6TH GR.
QT 4LLE Primary (Grades K-3) 01.,01/1901 KOG T 6TH GR.
Appendix Page 41 of 55 01-15-2019




State of Hawaii
Department of Education

eHR Projected School List Quick Sheets

Projected School List - Menus and Tabs

Listed below are the column headers and a brief description of the elements of the Projected School List.

B

Column Header

Description

Select

Radio button to select the row for an employee or a position transaction

C

Qualification Tab

Details

Funds Tab

Course Area Tab

Position Details Tab

Employee Details
Tab

Click on ‘Show’ for additional employee or position details.

a. Position Minimum Qualifications — A position’s subject area(s) and
Highly Qualified status. (NOTE: the data listed is based off of the
current year’s teaching assignment.)

b. Employee Qualification — Qualifications from the HQ data base

Funding information for this employee. (i.e. UAC, Budget Prog ID, etc.)

Employee assignments from the eSIS database. (NOTE: the data listed
is the current year’s teaching assignment. The Projected School Year
data will be updated prior to school starting.

Information regarding the last action for this position.

Information regarding the last action on this employee. Probationary
semesters are also included in this tab.

Posn No

Position Number

Position Status

This field replaces the position number suffixes. Some examples include:
Active, Act-Bought, Inact-Sold, etc.

Tk No

Track Number (for multi-track schools only, non track schools will show 0)

PC

Position Control (P=permanent; T=temporary)

DOE ID, Employee ID, Person
ID

Official DOE Employee ID

Last Name

Current last name of record for employee

First Name

Current first name of record for employee

Employee Status

Employee Status. Some examples include: Active, Unassigned, Leave,
X-ferred, Retired, Separated, etc.

Position Title Position title

Appt Type Appointment Type (see below for detailed chart)

Posn FTE Position FTE or Full Time Equivalency (1.00 = 100%; 0.50 = 50%)
Emp FTE Employee FTE or Full Time Equivalency (1.00 = 100%; 0.50 = 50%)
Emp Action Latest employee action on Projected School List. This replaces the

“Placement Action” on the manual school list.

Emp Action Effective Date

The effective date of the employee action.

Position Reason

The last action for this position.
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Projected School List - Menus and Tabs

Appt Type — Appointment Type | Teacher

Fl =

Regular-Tenured appointment, assigned to unobligated
position

Limited Term-Tenured appointment, a temporary position
or assigned to a position obligated to another employee
Limited Term-Probationary appointment

Limited Term-Temporary teacher appointment & does not
meet minimum licensing requirements

Limited Term-Tenured appointment, assigned to a
temporary state/district position

Limited Term-On early return from leave, assigned
temporarily to a non-guaranteed position

Limited Term-Temporary teacher appointment agreement;
licensed

State Employee at Public Charter School — Employed by
Public Charter School and not a DOE Employee; however,
has DOE Tenure

Dual License—Return to Special Education

Retiree returned to special education or shortage area
State Employee at Public Charter School - Employed by
Public Charter School and not a DOE Employee

Teacher for America -Temporarily employed DOE teacher
recruited by Teach for America

Limited Term-Temporary appointment; certification
pending HTSB license

EO — Educational Officer

FA =
FB =
FC =

FK =
FL & F8 =
FN =

Regular-Tenured appointment

Limited Term Appointment-Probationary

Limited Term Appointment-Probationary Vice, position is
guaranteed to former incumbent who is currently serving
probation

Limited Term-Vice, position is currently guaranteed to a
former incumbent who is currently on LWOP or in a
temporary position or assignment

Limited Term Appointment-Temporary position, temporary
state or district position

Limited Term Appointment-Temporary/Acting Appointment
Limited Term Appointment-Temporary, not qualified for
position

Limited Term Appointment-Temporary Position/Vice
Superintendent / Superintendent Subordinate position with
DOE EO Tenure

Superintendent / Superintendent Subordinate position
without DOE EO Tenure

State/District Trainee

Limited Term Appointment-Ace Trainee

Board Employee
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Projected School List - Menus and Tabs

Projected School List - Summary Page

Description: Provides a comparison of the FTE in the Approved AFP and the Projected List (existing
positions and employees). It also lists all vacant positions, deleted positions, and unassigned tenured
teachers.

Pending Cases Current Case Start Process Cury

Projected List | Temparary List | Early Return List | Buy Sell List | Leave List | Mon Projected List | Summaryv\

Projected Year 2011-2012 School List Summary - Manoa Elem (137)

A { dcademic Financial Plan (&FP) f Projected School List Position Funding
Fund Obiject of AFP Budgeted Posn Emp
Select Details Source Budget Program Expenditure Expenditure Object FTE Posn FTE FTE FTE
le -+ Show | Gen-Categ | Gen Ed-Article VI Inclusion Teachers({1595835511) | 2505 Reg Ed/Article | Teacher 1 2 2 2
& +] Show | Gen-Categ | Special Education in Regular Schoolsi17131/11) | 2519 Spec Ed Teacher-Pre-5ch 1 1 1 1
[ +] Showe | Gen-Categ | Special Education in Regular Schoolsi17431/11) | 25483 Spec Ed Teacher 3 ] 3 ]
B [lHide |Gen-wsF | WSF Adjustment(15954/11) 2510 Elem Teacher a 1 1 1
1 Position  Effective Admin Posn  Fund Budgeted 2 Position Last First Effective Adimin Emp Fund
Humber Date Location FTE % Flag Humber DOEID Hame Hame Date Location FTE Percent
&00695 07 /27,2010 | #anoa Elem 1 100 &00695 10074004 |Rubble |Barney |07/27 /2011 | Manoa Elem 1 100
[ +] Show | Gen-WSF | WAF-Instruction(42101/11) 2510 Elem Teacher 24 24 24 22
[ 4] Show | Gen-WSF | WSF-Instructional Supparti4210311) 2R2Z School Librarian 1 1 1 1
[ 1+ Shaw | Gen-WwsF [ WEF-5chool Administration{d2112511) 2606 Wice Principal 1 1 1 1
le I+ Show | Gen-WiF [ WEF-School Administration{dz112511) 2607 Principal 1 1 1 1
& ] Show | Gen-W3F | WiF-3tudent Services(d42104/11) 2024 Student Serwices Coordinator 12-Mo 1 1 1 1
(e 4| Show | Gen-WSF [ WEF-Student Servicesid210411) 2825 Counzelor-Regular 1 1 1 1
[ +] Show | Gen-W5F | WSF-5tudent Services(42104,11) 2hdh Counselor-High Rizk 1 1 1 1
Total 35 37 37 35

C | Wacant Positions

Details  Posn Ho PFosition Title Position Control Track ¥acant FTE Action Reason
I+ Show | 74306 Elem Teacher Permanent u] 1|Updt Pozn | Posn Qual
-+ Show | 60511 Elem Teacher Temporary u] 1|Updt Posn | Posn Qual
Total 2

D ) beleted Positions

PFosn Ho Position Title Last Action Effective Date FTE
&00550 Elem Teacher Abol Posn 07 F27 /2011 1
Total 1

E | Unassigned/Pending Leave Tenured Employees

Last First Position Unassigned Appointment Employee
DOEID Hame Hame Title Reason Type Status FTE
10084513 | Pugwash Captain Elem Teacher Unassigned F1 Unassigned 1
10010380 | Girl Powerpuff Elem Teacher Pend Lv Rs F1 Leave 1
Total 2
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Projected School List - Menus and Tabs

Display Section

Description

Academic Financial Plan (AFP)
/ Projected School List Position
Funding

B) e« Details

e Fund Source

e Budget Program

o Object of Expenditure
o Expenditure Object

e AFPFTE

e Budgeted Posn FTE

e PosnFTE

Emp FTE

Vacant Positions

Deleted Positions

Unassigned / Pending Leave
Tenured Employees

Provides a comparison of the Approved AFP, the Budgeted Position FTE,
the Position FTE, and the Employee FTE. The AFP FTE must be equal to
or greater than the Budgeted Position FTE. The Position FTE and
Employee FTE help to determine the Budgeted Position FTE.

This allows you to show/hide more information about the Position FTE
and the Employee FTE. By clicking on the +Show, it will provide
additional information below the selected funding row.

The table on the left lists all the positions that make up the Position FTE
and the Budgeted Posn FTE. It lists the position number, effective date,
admin location, position FTE, Fund %, and Budgeted Flag. The Position
FTE is added up to show the total in the Position FTE column. If the
Budgeted Flag is checked, the Position FTE is added up to show the total
in the Budgeted Position FTE column.

The table on the right is a list of all the employees that are currently in the
positions listed on the left. The Employee FTE is added up to show the
total in the Employee FTE column.

This is the funding source. All Gen-WSF funding sources must be
balanced in order to submit the Projected School List

Detailed description of the budget program ID in parentheses.

The object of expenditure from the AFP/Position funds.
Description of the expenditure object or position type for the positions

FTE amount from the approved Academic Financial Plan (AFP). This
number is not to be exceeded by the other columns (Budgeted Posn FTE,
Posn FTE, Emp FTE). Ifit does exceed, the line becomes blue.

The Budgeted Position FTE is the total amount of position FTE that is
budgeted based on the Budgeted flag in Position funds tab. This must
match or be less than your AFP FTE for the Fund Source ‘Gen-WSF'.

The Position FTE is the total position FTE at this location for the particular
Budget Program.

The Employee FTE is the total employee FTE that has been assigned for
the projected year. This number should be less than or equal to the
Position FTE.

This is a list of all the vacant positions at this location.

This is a list of positions that have been abolished in the Projected School
List.

This is a list of tenured employees that have not been appointed for the
projected year. They have either been unassigned in the PSL or their
leave status has not been resolved. These employees need to be placed.
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Click on the Employee Transactions button.
Filter By IPnsn Mo J I GCo Advanced Search
Emplayee Transaction Position Transaction Fill Position Create Position | Shaw Previously sbolished? [~ Reset Sort 4 Previous 30 Im'ﬁD of 75 l Mext 16 $
Posn Position Tk First Employee Appt Posn Emp Emp Emp Action Position
Select Details Ho Status Ho PC DOE I Last Hame Hame Status Position Title Type FTE FTE Action Effective Date Reason
[l [+ Shawe | 71873 Active &P 10009736 | Brown Tammiy Active Elem Teacher F1 1 1| dppoint 07 /0172011 Posn Qual
i [+ Showe | 71875 Active EP 100857935 | white Scott Active Elem Teacher F1 1 1| Appoint 07 01,2011 Paozn Qual
(ol [+ Shiow | 71876 Active EP 10014170 | Mouse Linda Active Elem Teacher F1 1 1 Appoint 07 f01/2011 Posn Qual
Employee Transactions screen will appear.
T Return to Projected List =
“uployee Transaction: 10009736 | - Case: 293756 B :
Perzon Info Back Save Changes
Persan Positions
Shaw Audit Info < 1-2af 7 I Hext 2 $ =S
Position  Effective Business Employee Location
Select Mumber Date Title Status Description Actn Stat Cd Delete?
@ 71873 07/01/20°11 |Elem Teacher | Active Kapolei Elem (262) |Pending Submittal Eff Dated Comment:
© |69533 06£10/2003 |Elem Teacher | Transferred | Leihoku Elem (271) | Approved
Persan Actions
B Delete Row Madify Effective Date show Audit Info || |_Add Row 3 1-50f 14 Mext &
Process Marked
Transfer Case For Form ¥ Hew
Position Effective  Effective To Step  HR Action Form 5 Form 5 Already  Preview Hire
Select Humber Date Seq Ho = Action = Reason Position Key Status Print?  Corrected? Printed? Form 5 Profile
& |77 |ovmasaon Appointment =l | Re-appointment Bl 29375 | Pending submittsl| [ ] O |Report | Report
0 |71873 07 /01,2010 0| Appointment Re-appointment: 11561 | Approved [} [} Report Report
0 [71873 10/23/2009 0|Pay Rate Change Furlough -3 | approved [m] [m] O |Repart  |Report
| 71873 07 f01/2009 0| Appointment Re-appointment -3 | Approved [} [} O Report Report
71873 01/05/2009 0|Pay Rate Change Salary Change -3 | Approved [m} [m} O Report Report
Comment :
Position Detailsv\\ Funds Persan UACs Iames Addresses
Employee Info Employee Position Info
Effective Date: 07/01/201100:00:00 Position Humber: 71373
Appointment Begin Date: |07/01/2011 [5“@ Business Title:  Elem Teacher
— ST
Appointment NTE J End Date:  |06/30/201Z [5"(9 fus |y
— = Job Class ID: 50520 Elem Teacher
Leave HTE Date: % =Bargaining Unit: 05 Teachers
=Paycheck Location (Warrant): 282 (? Kapolei Elem Salary Plan: Teacher
= Adwinistrative Location: 282 Kapolei Elem Salary Range: 06 Certificated Salary Range (T/06)
Division /District: Lesward District (30] o Bep: 1
Branch f Complex Area: CéA Campbell-Kapalei (931) UaGioh fectcode g h0
Section / Complex: Complex-Kapalei (835) ETrack: |Blue Track (2011-2012)
Appointment Type: F1- Tenured DOE School Year Humber: 2011-2012
HR Category: Certificated Personnel
HR Sub Category: Teacher / Counselor f Librarian
Salary Class: Salaried
Employee Status:  Active
Comment:
Other Info Partial Pay Info
Posn Share Cd Partial Pay Type:
ERSFICA: Moncontributory Partial Pay Houl
ERS Group: 10 Month Certificated Teachers Partial Pay Minute:
= Benefit Eligibility Code: | Eligible for Benefit
=Payroll Humber: E63 CERT MTRK 10M LAG BUOS TCHR. 7420
From Probation Semester:
To Probation Semester:
Show Audit Info
Person Info Back Save Changes
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Projected School List - Menus and Tabs

Display Section Description
A Person Position Displays the all positions (most recent position at the top) that the
employee has been in.
g )| Person Actions Displays all actions that have occurred for the employee while in the
position selected on the Person Position display.

e Position Number Position number that the employee is in for the action.

o Effective Date Effective date of the transaction.

o Effective Seq No This indicates the order for multiple actions done on the same day.

e Action The type of action being taken for the action.

e Reason The reason for the action.

e Transfer To Position If transaction involves transferring the employee from one position to
another, the position that the employee is transferring to should be
entered into this field.

e Process Case Key This is a system assigned case number associated with all actions that
are initiated within eHR.

e HR Action Status Reflects the current status of the action.

C )| Tabs

e Position Details tab  Lists all details about the action row selected in the Person Action display.

e Funds tab Shows the funds for the employee.

e Names tab Name of employee.

e Addresses tab Address of the employee.
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System Related Questions

1. I don't see my appropriate location when | try to view my Projected School List?

Please contact your PRO office. The PRO office will contact the eHR System Administrator to
update your location access.

2. After logging onto eHR, | receive an error message stating, "You do not have
authorization to access this page"?

Please contact your PRO office. The PRO office will contact the eHR System Administrator to
update user access.

3. While working on my School List, | received an "Internal Error" message.

Please click on the "Continue" button to return to the Home page. If the error message persists,
please close your internet browser, re-open it, and log back into eHR.

4. What happens if | accidentally delete a record?

When a projected row for an employee is deleted, the employee name will no longer appear on
the Projected School List screen. Their name will now appear on the Non-Projected List screen.
Go to the Non Projected List screen, and choose the Employee Transactions button for this
employee. Click on ‘Add Row’ and make the necessary changes to the Action / Reason for the
Projected School Year.

5. What does ‘Cancel Process’ do?

“Cancel Process” is an option on the “Select an Action” drop down menu for submitting your
Projected School List. This option will delete the entire process case that you have created and
edited. All position and employee transactions will be deleted from the system. Please use
extreme caution when using the “Cancel Process” functionality. If you do decide to utilize the
“Cancel Process” a case, click on Create New Case tab to generate another list.

6. What is the “Show Previously Abolished” box on the Projected School List screen?

By clicking on the “Show Previously Abolished” box, your Projected School List will display
positions that have been abolished within the current school year. Additionally, abolished
positions that currently have an employee on leave in the position will be displayed, regardless
of when it was abolished. Abolished positions will display on the Projected School List in blue.
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7. What do the following colors mean within my school list?

Red - Represents a change that has been made to either a Position or Employee for the
projected school year.

Blue - Represents a position that has been abolished.

Green - Represents a position with available FTE to be filled.

Orange - Represents an employee that has been automatically returned to their original location
as part of the Projected School List process. Examples of these are ACE Interns and
employees who are returning from leave early.

Green (highlight) - Represents a transaction that has occurred to a specific employee
subsequent to the Projected School List being created. Because there are multiple
processes occurring at the same time, the Projected School List will need to be
automatically updated to reflect such changes. For example, if there is a change to an
employee’s appointment type for the current school year after the Projected School List has
been generated, the employee will be highlighted in green.

Yellow (highlight) - Represents a transaction that has occurred to a specific Position
subsequent to the Projected School List being created.

Projected School List Questions

8. EOs are on my Projected School List. What actions am | allowed to make for them?

Because Educational Officers (EOs) are Board of Education appointed to their positions, the
only changes that are allowed are: resign or retire an employee, abolish a vacant position,
place an employee on leave, return an employee on leave, or make funding changes. All other
actions will be done by OTM.

9. Why is an Extended Leave employee on my school list?

Employees who are on Extended Leave will still show up on your Projected School List, even
though they become District Unassigned employees. If you are not returning the employee to
your school, you do not need to do anything. They will show on the Summary View as
Unassigned/Leave Tenured Employees. Please inform your District PRO that this employee will
need to be placed.

10. How do | change a position from 12 month to 10 month?

1. Create a new 10 month position.

2. In the comments box for the new 10 month position, note the 12 month position number that
you are abolishing.

3. Transfer the incumbent to the new position (if applicable).

4. Abolish the 12 month position.
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11. | abolished a position. How do | re-establish it?

1. From the Projected School List view, choose the abolished position and click on Position
Transaction.

2. Choose the Abolished row and click on Delete Row.
3. Save Changes.

12. | was working on my Projected School List but now when | log onto the system it
does not appear under my "pending cases"?

In order to access your Projected School List, please click on the "Show All Cases" checkbox.
Your Projected School List process case should be listed within this tab in green. NOTE: If your
process case is not listed in green, this means that it has been submitted to your PRO. Please
contact them to return it to you in the event you need to continue working on it.

13. | need to have my PRO view some of the proposed changes | am making prior to
submitting my Projected School List. How can | do this?

Your respective PRO is able to log onto the system and view your Projected School List prior to
you submitting it. If you have questions regarding position and employee changes that you are

making, both of you are able to log onto eHR and view your respective School List at the same
time.

14. My FTE totals do not match on the Summary View.

1. If the Person or Position FTE totals exceed the AFP totals, the Budget Program line will be
blue.

2. Click on the Detail overflow to see a list of positions and employees associated with the
Budget Program and Object of Expenditure to see if there is a discrepancy.

15. What do | need to check prior to submitting my Projected School List?

Check the Non Projected List to make sure that no names are showing on this list (see FAQ,
“What do | do if someone is on the Non-Projected List?”). See below for more information.

Check the Buy/Sell List to make sure that no positions are showing on this list. Reference
pages 9 to 11 on how to remove these positions from your list.

Check the Summary screen to view AFP totals, Vacant Positions, Deleted Positions and
Unassigned Tenured Employees. NOTE: If your WSF totals on your Projected School List
exceed your Financial Plan totals, you will be unable to submit your Projected School List. You
will receive an error message. You will need to make adjustments prior to submittal.

Run the Position Details and Position Summary reports.
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16. | get an error message when | try to submit my Projected School List.

Check to make sure that the AFP FTE, Posn FTE and Emp FTE on the Summary View are
correct. (see note above if they do not match). The system will not allow you to submit your
Projected School List if the WSF Budget Programs are highlighted blue. Please make
adjustments and re-submit.

Check to make sure the Non-Projected List is blank. If employees are on the Non-Projected
List, the system will not allow you to submit your Projected School List. An employee will
appear on the Non-Projected List when they do not have a projected row. This can happen at
the time of generation of the Projected School List, or because their generated row was deleted.
Click on ‘Add Row’ and make the necessary changes to the Action / Reason for the Projected
School Year.

17. How do | establish a 12-month position?

12-month positions cannot be created in the PSL. If new FTE was included in the AFP, please
inform your PRO and then Class & Comp will create the position for you.

18. How do | see all subject areas for my school?

Run the Position Details Report. See the report instructions in the Report section. Be sure to fill
in the Location ID for the school/district that you want to view.

19. What do | do if someone is on the Non-Projected List?

Any certificated employee who does not have a row for the projected year will be on the Non-
Projected list. You will need to add a row for this person. Select the radio button of the
employee and click on the Employee Transactions button. Click the Add Row button. Select
the appropriate Action and Reason. Click on the Save Changes button. Click on the Back
button. The employee will no longer appear on the Non-Projected List. The employee will now
appear on the Projected List.

20. How do | buy or sell a position in my Projected School List?

You cannot buy or sell positions in Projected School List. This must be done during the Buy-
Sell process that begins in May. If you have any questions contact Class & Comp.

21. Is there a faster way to change between the employee and the position?

YES! There is a hyperlink from the Employee Transactions to immediately go to the Position
Transactions. Select the radio button for employee/position that you want to change. Click on
the Employee Transactions button. This will take you to the Employee Transactions screen.
On the Position Details tab, at the top of the right-hand column, click on the position number.
This will automatically take you to the Position Transactions screen. Here you can make any
changes to the position.
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Error Message

Description

(6.1.1.1 — FUND_VAL) - Position Funding FTE
may not exceed Financial Plan FTE at
appropriate level.

Check Summary view. Position FTE does not match what is
on the Financial Plan. See FAQ on “My FTE totals do not
match on the Summary View” on how to determine what
budget program is not matching up.

(PPOD 040) — Leave NTE Date preceeds
Effective Date. Please adjust Leave NTE
Date.

The date entered in the Leave NTE Date field is a date
before the Effective Date of the action. Change the date to a
date after the effective date.

(PPOD 090) — Employee status invalid
because latest eligibility status is Ineligible.
Please adjust eligibility status or employee
status.

This means that this employee has been flagged by Teacher
Recruitment as Ineligible for Rehire. Contact Teacher
Recruitment for specific information.

(PPOD 115) — Employee Status: L
Inconsistent with Leave NTE Date: NULL.
Please adjust Emp Status/Leave NTE Date to
be consistent with each other.

1. There is no date in the Leave NTE Date field. When
placing an employee on leave, the Leave NTE Date
must be filled in with an appropriate date.

2. There is a date in the Leave NTE Date field. When
returning an employee from leave, the Leave NTE Date
must be blank.

(PPOD 205) — Action/Reason can not be
processed due to “Prior employee status
mismatch with Action/Reason —
(mp_val_rslt_6)”. FYIl - Prior Employee
Status is Leave of Absence. Please use
correct Action/Reason -or- adjust
Action/Reason Resulting/Transfer Status.

This means that the action row cannot follow the previous
action row because the action is incorrectly used. For
example, if an employee is on leave, the appropriate action
for the next action row should be Return From Leave not
Appointment.

(PPOD 210) - Transaction for Person /
Position / Eff Date / FTE 1 can not be
processed. Only O Position FTE available.
Please adjust FTE amount.

There is no position FTE available to allow the employee to
be placed into this particular position. It means that there is
already an incumbent (another employee) occupying the
position.

To check to see the incumbent currently occupying the
position, search for the position, go to Position Transactions,
and click on the Incumbent tab. This will list all the
employees that currently have actions in this position.

(PPOD 220) - Transaction for Person /
Position / Eff Date / FTE 1 can not be
processed. Only O Employee FTE available.
Please adjust FTE amount.

There is no employee FTE available to allow the employee to
be placed into this particular position. It means that this
employee is currently in another position.

To see what position the employee is currently occupying,
search for the employee and go to Employee Transactions.

Common Error Messages
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(RQSA 105) — Action/Reason can not be
processed due to “Prior Detail Status
mismatch with Action Resulting Status.
Invalid Status Change”. FYI - Prior
Employee Status is NO prior status. Please
use correct Action/Reason —or- adjust
action/reason resulting status.

The action/reason cannot be changed for the “Initiate
Request to Fill” action row (original row). This row must
exist as it is originally created.

Follow the instructions on Step 2: Modify TATP Requests to
ADD a new action row.

(RQSD 110) — Request 21710 with same
position/job class/category is already
open/on hold. Please close or fill open/held
request first or change position/job
class/category.

This means that a request for the position you are trying to
create has already been generated. There cannot be two
requests for the same position.

Review your TATP Request Listings. Make sure that if this
position is to be posted in TATP that the Request to Fill
Status says “Open Request”.

(6.1.1.1 - FUND_VAL) - Position Funding FTE
may not exceed Financial Plan FTE at
appropriate level. (6.1.1.1 - FUND_VAL) -
Person Funding FTE may not exceed
Financial Plan FTE at appropriate level.

Check the Buy Sell List (Positions appear that were bought
or sold in the current school year). Check the Summary Page
if FTE is available for any WSF Program ID and then use
Keep Bought Position, Reactivate Sold Position, or Abolish
Position as appropriate.

(6.1.1.1 - NONPRJ) - This case cannot be
submitted. There are still Non Projected List
Rows.

Check the Non Projected List. Employees on this list do not
have an action row for the projected year.

See FAQs, question 16 for instructions on how to remove an
employee from the Non Projected List.

(6.1.1.1: VAC_SUBJ) - Vacant position(s)

do(es) not have a Subject Area
and/or Grade Level. Please add Teacher
Subject Area(s) and/or Grade Level(s) on
Position Qualifications Tab.

Check the subject area of the position stated in the error
message. The subject area of the position is missing the
appropriate subject area or grade level.

See instructions on how to change a position’s subject area
and/or grade level.

Common Error Messages
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