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Demographic Questionnaire eForm

How to submit the Demographic Questionnaire eForm

Demographic Questionnaire forms are now located in Employee Self Service.

HOME ABOUT
You can access Employee Self
Service from Payroll Home Page

Payroll Home
on the district website. Contact Payrll

Payroll Feedback

http://www.spps.org/payroll

/

Click the link on the left menu to
get to the Employee Self Service
home page.)

What's New 2016-17
Employee Self Service
Employee Help Sheets

Employee Information
Changes

Independent Contractor or
Employee

Lane Changes
Pay Options & Schedules

Payroll Deductions

Pension & TSA

SCHOOLS

DEPARTMENTS PARENTS STUDENTS STAFF COMMUNITY SCHOOL BOARD

Home > Payroll > SPPS Payroll Home

Payroll and Data Managment

QUR MISSION: Saint Paul Public Schools payroll and data management staff are dedicated to providing reliable and
comprehensive payroll services to all St Paul Public School employees

We strive to ensure that:

+ Employees are paid in a fimely and accurate manner

- Employees receive prompt and courteous customer service

- Rates and business practices are in compliance with federal and state regulations and negotiated bargaining unit
contracts

= All personal information is kept secure and highly confidential

If you have questions regarding your paycheck, the link below will help you know who to contact.  Also, questions can be
e-mailed directly to payrell@spps.org and someone will get back to you as soon as reasonably possible

Payroll and Transactional Team 2016-17

This will bring you to the home page under the Payroll

website that provides the link to the Self Service

portal. The home page also provides internet browser

compatibility information as well as notifications

when the site may be down for routine maintenance.

Click on the “Login” button /

Home = Payrol

> SPPS Payroll Home

EMPLOYEE SELF-SERVICE
LOGIN

TRAINING: PeopleSoft help sheets
and interactive training videos are
available HERE

Employee Self-Service

Interactive tutorials and help sheets are available at this link:

SPPS Payroll Home ! Employee Help Sheets

Click the link mployee Self-Service:

= Make your benefit elections during annual Active Enroliment

- Submit e-forms and reporting hours worked

« View your paychecks (available for viewing on the
Thursdays before payday)

- View your leave balances

« Update your personal information including address, phone
number and email information

« Provide a name change

+ Update your direct deposit

- Update your tax withholding elections

« Enter your 6-digit employee |D
without the letter *E'

« Enter your PeopleSoft
password (password reset
help ¥a)

Forgot your password?
Click "Forgot Your Passwerd” link

» If you clicked the “forgot
password” link and received a

Type in your User ID and Password. Your User ID
is your Employee ID without the “e” in front of

it.

Click the Sign In button.

If you have forgotten your password, you can
use the “forgot password link” if you have
previously set up a security question. If you
have not set up a security question, or if it is
your first time accessing PeopleSoft Self Service,
contact payroll for further assistance with

—

Saint Paul
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— User ID
\. |
Password
| |
\H@da\Language
‘ English v |

\

—/ Forgot Your Passward?

[ Enable Screen Reader Mode

getting your new password.
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http://www.spps.org/payroll

Once you have logged into the
PeopleSoft Self Service Portal, you will
can access the Demographic
Questionnaire eForm through the tiles on
the Home Page. Forms >Employee Forms
> Demographic Questionnaire Form.

Employee Self-Service Forms My Reports
- <=l
Query & Report Manager Approvals Delegations
| v
L ]
) iid

Employee Forms

0

EGT

Mileage Forms

>
mIGT

Employee Forms

5| View an Employee Form

|

Update an Employee Form

v| Evaluate an Employee Form

Demographic Questionnaire

Hourly Supplemental Pay Form

% Lane Change Form

Lane Change Pre-Approval
Form
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Your information will automatically
default on the form.

Select Gender information. Select
“Prefer not to answer” if you do not
want to answer this question.

Select Race information; select all that
apply. Select “Prefer not to answer” if
you do not want to answer this
question.

Select Ethnic Identity information;
select all that apply. Select “Prefer not
to answer” if you do not want to
answer this question.

Answer the Teaching License
guestions. This is just an example of
the questions you may see when
completing this form. The questions
that you see will vary depending on
the answers you provide.

Select the Language information;
select all that apply.

Click on the Submit button.

# | Create a Form : Demographic Information

This information will be used by the Recruitment and Retention department for hiring data purposes. While the completion of this form is not required, it is appreciated.

Personal Information

Empl ID Job Code 959 Tchr- Grade 5

Name o

Which of the following best describes you?

Location Code 980 No Assigned Bldg - Misc

What is your race? (select all that apply)

American Indian or Alaskan Asian
Native |— U
Black or Africas 9 Hispanic or LatinX
Pacific-Islander or Hawaiian Whit
Prefer not to answer [_] No

Please select your ethnic identity (select all that apply)

Anishinaabe/Ojibwe
Burmese
Chinese
DakotalLakota

Ethiopian (] No

Guatemalan o

Liberian (] No
Nigerian
Salvadoran
SpaniardiSpanish
Other

Teaching License

In which language(s) do you have conversational fluency? (select all that apply)

haric [ No ]
9 [J No
Mandarin [(J_No ] e
o

Other (] N
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