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The Employee Portal allows you (the employee) to access your personal records, change your

basic information, request leave time, approve e-time sheets,+egquest-a-reimbursement, project
pay, view direct deposit vouchers, view W2's, respond to questions from the business office and

human resource department, such as contract amounts and much more.

Login and Navigate the SDS System
Your administrator may have provided you with a letter or instructions on where to access the
system and your personal User ID and Password.

Login

To log into the Employee Portal follow the instructions below.
1. Locate the Employee Portal URL (link) that your administrator/tech has provided you
2. Open your browser (i.e. Internet Explorer) and type in the URL into your browser's

address bar
(i.e.http://districtabr.schooloffice.com/districtname/SDSWebOffice/login.aspx)

3. Enter your User ID and Password
4. Select Menu view selection

o Menu Left

o Menu Top

ABC School District

Login to SDS Web Office
Musaor ID

| i
& Password

{essssssase 1

[0 Menu LaR][OMenu Top) © Last Setected

- By selacting the save password option, you confirm
that this computer complips with your organization’s
{sacurity policy.' " * :

Forgot or Change Password?

5. Select Login

Navigate the System
Depending on the selection you choose when you log into the system you will be able to view the
menu tree on the left side of your login screen or the top of the screen. (Review the screen shot

above).

Menu Options
1. By selecting the Menu Left the menu tree will show on the left side of the screen.
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2. By selecting the Menu Top the menu will show at the top of the screen. The Far Left
Dropdown box will display the Menu Heading being selected.

ABC School District
Look and Browse vl (Select an Area) hd M Re

Hnance Look
ais] Browwan

a. The dropdown box just to the right of that will display the options for the selected
menu heading.

ABC School District AND
Look and Browse

Semmemar

3. By selecting the Menu Folders, you can use the folder icon to select the Application to
view.

&l

ABC School District ANDERSON, ALEAHA G.
B Remember last opened Resources Onling

Look and Browse
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4. The Program folders within the Applications, will be listed below the highlighted

Application

ABC School District ANDERSON, ALEAHA G.
Look and Browse M Remember last opened Resources Onl

5 ABC School District ANDERSON, ALEAHA G.
Loock and Browse M Remember last opened Resources On

Logout

To logout, select the Logout at the top left or top right depending on the log in method that was
used.

Menu Review
Please note, that you may not have all the options on your menu. You will see what your security
is setup to see. If you would like more or less options mention it to your administrator/tech to

change your user security.

View Your Information
In this area you will first be able to view the Demographics tab which displays all your demographic

information.

Contract Balance
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This tab will list your contracts for current and prior year.

Detail Payroll Information
This tab will list all your most recent payrolls.

az020| o ! 1|10.301.12. amm:u:um SPED AIDE r‘
713/2020) 100 500.00 0]10.101.11.0010.0250.200.4394 | SFS GRANT MEDICAL INS
6/30/2020] o.00|  0.00 110.301.12.1700.0110.416.3130 | SPED AIDE

6/30/2020 1.00| 500.00 0]10.101.11.0010.0250.200.4394 | SFS GRANT MEDICAL INS
5312020 o0.00| ool b 1]10.201.12.1760.0110.416.3130 | SPED AIDE

s/31/2020)  400| 1500 1]10.101.19.0090.0110.206.0000 | Weekend Maintenance ]
532020 200 15.00 1]10.101.19.0050.0110.206.0000 | Weekend Maintenance |
sau2020| -0.50| 127.58) 0|10.101.11/6010.0310.000.3900 | Cafe assist ;
5/31/2020 B.00 15,58 0]10.101.11.0010.0310.000.3%00 | Cafe assist

Detail Payroll Information (Prior Years)
This tab will list any prior year payroll detail that was paid to you before your database was in SDS
Web Financial Office.

§75.10] 10.301.12.1700.0110.416.3130| YHS SPECIAL ED AIDE
-76.72|10.301.12.1700.0110.416.3130| HS SPECIAL ED AIDE SALARIES|

16.44]10.30L.12.1700.0110.416.3130 | HS SPECIAL ED AIDE SALARIES
£75.10]10.301.12.1700.0110.416.3130| YHS SPECIAL ED AIDE
4/20/2014 h B75.10{10.301.12.1700.0110,416.3130| YHS SPECIAL ED AIDE i
4202004 125| 1096  13.70[10.301.12.1700.0110.416.3130| HS SPECIAL ED AIDE SALARIES|
3202014  0.00]  0.00| £75.10{10.301.12.1700.0110.416.3130| YHS SPECIAL ED AIDE
2/20/2014| 0.00] 0.00 £75.10{10.301.12.1700.0110.416.3130| YHS SPECIAL ED AIDE
w0014l o0l onal  875.100110.301.12.1700.0110.416.3130] YS SPECIAL ED AIDE

Detail Payroll Information (Prior Years)

Direct Deposit
This tab will display your banking routing number and account number.

Gross Pay Detail
This tab will show the account number and gross amount of pay for each payroll.
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Payroll Registers/Checks
This tab displays the gross pay, all deductions and net pay for each payroll.

4% 50
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You can select the file folder to the left of the field “Payroll Date” to view your payroll
voucher for each payroll.

Year to Date _ :
This tab displays your payroll information for the current payroll, month, quarter, calendar year, and
fiscal year.
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Attendance
This tab displays any attendance records entered to your employee record

Documents
This tab displays any documents attached to your employee record

Change Basic Information

help.schooloffice.com/financehelp/#! Documents/employeeportalprocessingforemployees.htm
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To change records follow the instructions below:
“ 1. Select the “Change and Request Optuon you would like to change (i.e. Basic
Demographic Information)
a. The areas you have to select from are based on your secunty settings.
2. Update your information by clicklng in the white box next to what you want to update and
type what you want it to be. :
3. Click & to submit your changes.
a. The data you changed will not be updated in the system untll it is approved by the
human resource or payroll supervisor. Once approved it will be updated in the WFO
- system. :
Below is an example of what the screen wlll Iook I|ke after you have made a change:

record.

'ln this area you can request time s}ﬁ réqfuesi aﬁ expense reimbursement, use the wellness
tracking, and also request time for professional ﬂevebpment

help.schoaloffice.com/financehelp/#! Documents/employeeportalprocessingfaremployees.htm



Attendance and Leave

1. #1 select the dates that are being requested. One date can be selected by having that date
on both calendars or a range of dates can be selected from the calendars

2. #2 select the Category, Duration Type (days or hours)

3. #3 enter the reason for the leave.

4. #4 Select the green plus button te enter the reques’e for the dates selected.

Attendance and Leave

5. Below the #5 area the days that have been selected will show as submitted until the
supervisor has approved them.

6. Once the supervisor has approved the time the attendance record will show approved on
the employees screen.

7. To see all of the days that have been requested select the “Display Pending Approval
Attendance and Leave Requests.” This will show all of the days that have been requested.
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8. If a date is denied by the supervisor the screen for the employee will show this information
ce the employee selects the “Display Pending

Approval Attendance and Leave Requests.
e

9. If arequested date has been denied the system will automatically add back the day that
was requested by the employee when it was denied by the supervision.

10. Once the supervisor has approved the days requested or denied the days the employee will
receive an email notification if this process has been.setup in the system to use.
11. If you decide you no longer want to request the day off select the box under the “Delete”

column. Once this is selected an “X” will appear. Select the “X” and the record will be
deleted. The days will be added back for you.

-






