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ENTERING STIPENDS:

LOG ON TO PEOPLESOFT HR/PAYROLL
YOUR USER ID: FIRST 5 OF LAST NAME, FIRST LETTER OF FIRST NAME, AND MIDDLE INITIAL

YOUR NETWORK PASSWORD: XXXXXX

ORACLE
PEOPLESOFT

Password

Select a Language

English

B Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2015, Oracle and/or its affiliates. All rights reserved.



1. Click onthe NavBar

NavBar: Navigator

- CSSD11
[ |
Recent Places SEMs Menu
I * Self Service
l My Favorites
Workforce Administration
Enterprise Components
Navigator

AERF_ _2_EZ_ 4

Click NAVIGATOR
Click CSSD11
Click USE

Click ENTER STIPEND



~ 2. YOURSCHOOL LOCATION SHOULD BE POPULATED.
STIPENDS CAN ONLY BE ENTERED FOR EMPLOYEES ACTIVE AT YOUR LOCATION.

Fuvorles ~ Main Menu ~

ORACLE

Enter Teacher Stipends

Enter any oSormanon you have and cick Saarch Leave Nakis Diank for 3 Ust of & valuas

Find an Exmting Value

Search Criteria
Empl 1D beging win |

Empl Recoed =

Locaton ‘.1;.
nel Deoins wih v |

Saary Flan; bag

Case Sensitive

Search Clast | Basc Search &  Save Search Crtena

3. ENTER EMPLOYEE ID NUMBER FOR THE EMPLOYEE RECEIVING THE STIPEND AND CLICK SEARCH

Favorites ¥ Main Menu * » CS8SD11™ > Use™ > Enter Stipend

ORACLE’

Enter Teacher Stipends

Enter any information you have and click Search. Leave fields blank f list of all v

Find an Existing Value

Search Criteria

Empl ID[begins with | [X00CH
EmpiRecord[=___ ]
Location 0
Name[begins v ]
Last Name[ begins with |
First Name
Salary Plan[begins with ]

[ case Sensitive

=
Search Clear Basic Search [27 Save Search Criteria



4. MAKE SURE THE EMPLOYEE THAT POPULATES IS THE EMPLOYEE INTENDED FOR PAYMENT

Erter Stipend
a. 1 cas b. [oeeaw C. 533006 d. . DHINID 955AM I

e.|[5l save 29 Return to Search

5. INTHE ENTER STIPEND SECTION
d. TYPE OR CHOOSE THE EARNINGS CODE (CAS, ITS, SPS — See more about ITS and SPS on pg. 6)
b. ENTER THE DESCRIPTION OF THE CLUB OR ACTIVITY (SPS AND ITS INFORMATION FOLLOWS)
C. ENTER THE AMOUNT

d. ADD COMMENTS (COMMENTS EXTREMELY HELPFUL IN ANSWERING QUESTIONS THAT
OCCUR AT A LATER TIME REGARDING PAY)

- CHECKTHE CSEA WAIVER BOX ONLY IF EMPLOYEE IS ESP OR ANOTHER NON-TEACHER AND
THE WAIVER HAS BEEN APPROVED BY CSEA. IF THE WAIVER IS DENIED, SCHOOL FUNDS
WILL NEED TO BE USED TO PAY THE EMPLOYEE THE WAGES EARNED.

IF ENTERING ANOTHER STIPEND FOR SAME EMPLOYEE CLICK THE + SIGN ON FAR RIGHT AND
REPEAT PROCESS ABOVE

€. CLICK SAVE (AFTER YOU CLICK SAVE IT WILL PUT YOUR USER ID UNDER UPDATED BY AND
GIVE YOU THE UPDATED DATE AND TIME)

6. RETURN TO SEARCH TO ENTER NEXT EMPLOYEE’S STIPEND.



7. ITS AND SPS STIPEND PAYMENTS:

DATA ENTRY IS THE SAME PROCESS AS ABOVE EXCEPT FOR PAYMENT AMOUNT. SPS AND ITS STIPENDS
ARE SPECIFIED BY MASTER AGREEMENT.

a. TYPE OR CHOOSE THE EARNINGS CODE (SPS or ITS)

b. CLICK ON THE HOURGLASS AND IT WILL BRING UP THE APPROVED STIPEND TITLES FOR SPS AND
ITS.

CHOOSE THE STIPEND TITLE

Ealen Sapann Dat
Lmpltiges Informution
s - e S e -
ok Up ITSISFS Stipend
Solwry Pl 708 | cwpon” a.'. Tl Councenn A v '
DRescnotion | bagers wi |
Srpand Tocsl Amount for this Locaton l
Losk Up "y Concel a3 Loakey
CAL s L
wan U RO s

Tiw lsrater mas fatel CAN mvasart @ 35008 0

Enser Sigmod
g Lo MBI Mgt AL Staaanr Sanrin | D

v oes a, aQ :

c. THE AMOUNT WILL AUTO POPULATE UNLESS EVENTS/DAYS IS REQUIRED. ENTER NUMBER OF
EVENTS OR DAYS AND THE AMOUNT WILL AUTO POPULATE

IF THE AMOUNT NEEDS TO BE CHANGED, CORRECT THE AMOUNT HERE (MOST COMMON OCCURRENCE
IS WHEN STAFF SPLITS A STIPEND)

Extur Stipend Dats

Employes Inlormation

Empl m;- Empl Record ( Name:
Salary Plan: 7O Location rv:. [

Stipend Total Amount for this Location

CAS i"s

§5626 3 $300 01

The locatan max total CAS amourt 1& $562¢ 80

E ot Stipandt Pamsanatzn | Fnd | View A2 | 5| S Fist » 1att Last
CEamangs

T3PS Shpund * Amuoud
e

Cuerstagrt Upiurted! By Rctated Dute & Tioe Location

§ TS I3 Voral Masic Direcior vy $530. 27 | 02 ¢ =]



‘5l save || Return to Search

CLICK SAVE OR CLICK THE + SIGN ON FAR RIGHT TO ENTER ANOTHER STIPEND FOR THE SAME EMPLOYEE

RETURN TO SEARCH TO ENTER NEXT EMPLOYEE’S STIPEND

8. IF THE EMPLOYEE HAS MULTIPLE STIPENDS THIS IS HOW IT WILL LOOK

Emme Sapans Daa

Cmpioyee Informatban

Solwry Pan: 1o L ecavon 4. Titha! Moy Fone e

Stipend Total Amoum for this Loceton

CAS "ns L)

LT R R  SLERRT] 0N W

Tha bacabon max 108 CAS aroust i §5626 40

Forsonaton | Fedd | ew i | AV B8 oyt vyof Last

VAR et CAS Mgerst B T T CREA Weby S—— Ak ity Uil T

***NOTE THE MIDDLE SECTION GIVES THE TOTAL AMOUNT OF EACH STIPEND TYPE FOR YOUR
LOCATION NOT THE TOTAL FOR ONE EMPLOYEE.

9. IF ASTIPEND NEEDS TO BE FEIETEDJCORREGIED

CLICK THE — ON THE FAR RIGHT ON THE LINE YOU WANT TO DELETE. A CORRECTION WILL NEED TO BE
ENTERED AGAIN.

Entar Shoend Data

Employes Information

Empl 102 - Empd Record: 0 N _
Salary Plan: 1CH Locaton: .-_. Tothee Music - Instrumemal Tohre- A8

Stipend Toasl Amount for this Locathon

CAS ins sPs

$56% 32 $87504 20088

The locaton max fotal CAS amount 13 $5020 40

Enter Stipand Pasenaias | Fad | View Al | &) B3 Fist A 18 b Last
Lﬁ'.;‘:'" MLULPS Sipase Azt CHEA Wivat Cansaet Upesatat 0y Ugetatied Ot & Tinm “Lecabon

1TSS Q Band Drechs A $535627 L1 | .. o) |=

(5] Save | |5 Retum to Search

*** MAKE SURE YOU CLICK SAVE AFTER YOU DELETE THE LINE SO IT WILL UPDATE THE TOTAL STIPEND
AMOUNT . ***



10. ALL EMPLOYEES, EVEN ESP ARE ENTERED INTO DURING THIS PROCESS IN ORDER TO TRACK THE
SCHOOL'S BUDGET. ESP WILL NOT BE PAID FROM THIS DATA ENTRY. AS A REMINDER, ESP ARE
HOURLY EMPLOYEES AND SHOULD BE PAID USING TCP. PLEASE CONTACT THE TCP

COORDINATOR IF YOU HAVE QUESTIONS ABOUT TCP. ESP/ARE NEVER PAID'A STIPEND FOR

11. AFTER ALL THE STIPENDS ARE ENTERED, THERE ARE REPORTS THAT CAN BE RUN TO MAKE SURE
ALL TOTALS, EMPLOYEES, AND AMOUNTS ARE CORRECT.

TYPES OF REPORTS:

TWO REPORTS CAN BE RUN AFTER ALL OF THE STIPENDS HAVE BEEN ENTERED BUT NOT LOADED BY
PAYROLL:

GO TO QUERY REPORT VIEWER

Favorites ¥ Main Menu ~ * Reporting Tools ™ > Bl Publisher ™ > Query Report Viewer

CLICK SEARCH
CHOOSE REPORT

CLICK VIEW REPORT

Stipend by Loc/Stip Not

CSXFYSTIPLOC Loaded

CSXPY_ENT_STIP_LOC_STIP PDF ~(N

ENTER THE 4 DIGIT SCHOOL NUMBER (HAS TO HAVE THE O IN FRONT)

Help
CSXPY_ENT_STIP_LOC_STIP

Location Code |02]
OK Cancel

CLICK OK



RepmD  CSNPYNTIFLOC RmDae 04112009
Page i=f) thpas by Loc Sy Mot Lzadd BmTzm 124545

I = =)
4 .g ¥

Stipend Total §5 628

Descriptl EventsDays [ A
Art Produchon $175.83
Orchestra Direcior S 74
Vocal Musc ST
Denctor . IO
Band Lrrecior (1] shinaf
Stipend Total 5121

THIS REPORT GIVES YOU ALL THE STIPENDS BY STIPEND TYPE.

GO TO QUERY REPORT VIEWER

Favorites Main Menu Reporting Tools Bl Publisher Query Report Viewer

CLICK SEARCH
CHOOSE REPORT
CLICK VIEW REPORT
Stipend by Loc/Emp Mot S
CSXPYSTIPEMP Luzded Y p CSXPY_ENT_STIP_LOC_EMP N iew Bepor

ENTER THE 4 DIGIT SCHOOL NUMBER (HAS TO HAVE THE O IN FRONT)

=
Help
CSXPY_ENT_STIP_LOC_EMP

Location Code |02
| oK || Cancel |

I L
CLICK OK



Regpoald  CSXPYSTIPEMP Bun Date: 04112019

Page 163 Stipend by Loc Taip Not Loaded Run Time 121341
I .
Emcd Description EventsDays Ci nts A
SPS LIE 1] $210.99
SPS Stugent Organzation [1] $703.30
Advisor
Stipend Total $91420

[TEmed Description | EventsiDays | Comments | Amount |
| CAS SWAT | 0 | | $330 96
Stipend Total $330 96
I
Emed Description | Eventsays | Comments | Amount
CAS | Homework Club | 0 | | $330.96
Stipend Total $330.96
I
[(Emcd |  Description | EventsDays|  Comments | A 1
|CAS | Dodge Ball 0 1 | $330 96 |
Stipend Total $330.96
TCH
Emed Description Events/Days Comments Amount
CAS TAG 1] $330.96
153 Art Production 0 17583
SPS Yearbook 0 703.30
Stipend Total $1,210.09

THIS REPORT GIVES ALL THE STIPENDS BEING PAID TO AN EMPLOYEE AT YOUR LOCATION

THE TWO REPORTS BELOW CAN BE RUN AFTER STIPENDS ARE LOADED, BY PAYROLL, TO BE PAID:

GO TO QUERY REPORT VIEWER

Favorites ™ Main Menu ™ * Reporting Tools ™ > Bl Publisher ™ > Query Report Viewer

CLICK SEARCH
CHOOSE REPORT

CLICK ON VIEW REPORT

Stipend by Loc/Emp )
CSXPYSTEMPLD =~ CSXPY_ENT_STIP_LOC_EMP_LD N View Report

ENTER THE 4 DIGIT SCHOOL NUMBER (HAS TO HAVE THE O IN FRONT)

CSXPY_ENT_STIP_LOC_EMP_LD

Locaten Code |
Fay Fencd Fno a2e )
oK Cancal
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ENTER IN PAY PERIOD END DATE (FOR EXAMPLE: IF STIPENDS ARE BEING PAID ON 06/01/20XX
PAYCHECK, THE PAY PERIOD END DATE WOULD BE 05/31/20XX)

CLICK OK

THE REPORT BELOW APPEARS, SHOWING ALL THE EMPLOYEES LOADED AND THE STIPENDS ENTERED
FOR EACH EMPLOYEE

Teport I CEXPYSTRMLD TaDes 00110003
Pae 1an Tagend by Loc Lizy Loaded Bz Tew 121009

Comments Amount
£210.99 |
$70330

Stipend Total $914.29

Commants | Amount
1 £330 08
833096

Stipend Total

Stpand Total $350.96

CAS 2019-04-30 | Dodon Bab 1C $330.96
Stipend Total $320.56
|_Ered | Pay EndDe Descripton EventaDays Cemments ‘-gu_n_!_l
[ 2019-08-30 TAG o $33060
TS 2019-04-30 A Froducton [ $17583
SPS N8040 Yeaurbook [ $R3 30
Stipend Total $1,210.08
GO TO QUERY REPORT VIEWER

Favorites ¥ Main Menu ~ » Reporting Tools ™ > Bl Publisher ™ > Query Report Viewer

CLICK SEARCH
CHOOSE REPORT

CLICK VIEW REPORT
CSXPYSTLOCLD Stipend by Loc/Stip Loaded CSXPY_ENT_STIP_LOC_STIF_LD N View Report

ENTER THE 4 DIGIT SCHOOL NUMBER (HAS TO HAVE THE O IN FRONT)

CSXPY_ENT_STIP_LOC_STIP_LD

Location Code ||
Pay Period End Date [#]
oK Cancel
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ENTER IN PAY PERIOD END DATE (FOR EXAMPLE: IF STIPENDS WERE BEING PAID ON 06/01/20XX
PAYCHECK, THE PAY PERIOD END DATE WOULD BE 05/31/20XX)

CLICK OK

THE REPORT BELOW APPEARS SHOWING THE STIPEND TYPE TOTALS

Pepm D CSXFTSTLOCLD PmDwe 112009
Page fafd Stpend by Lac Sep Laaded B Time 151552

Empli | Pay End Dt 3 Description EventsDays Comments Amount
d !
2018-04-30 | LTE 0 $210 56

Z016.04-30 | Shaderd 0 §709.90 |
| Organization
| Adwsor

Pay End Dt Description Events/Days Comments Amount

2016.04-30_| TAG 0 230 56

20160430 | Writig Ciuhy 0 350,66

2016-04-20 | Batthe of the 0 230 66
. books 6ith_

Name Empli PayEnthJ Description | EventsiDays | Comments Amount
8 d N

AEOEA0 A Producton | O - I8
Stipend Total §176.83

Pay End Dt 1 Description | EventsiDays | Comments Amount
[ 20160490 | Yearbock 0 $703.30
Stipend Total $703.30

Who do | call if | have questions?
If your question is about data entry or payment amounts, call the Director of Compensation
If your question is about a correction in a payment or late data entry, call the Payroll Department

If your question is about a Fine Arts or VAPA stipend, call the VAPA/Fine Art Facilitator
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