Policy Acknowledgement eForm

How to submit the Policy Acknowledgement eForm

Saint Paul

PUBLIC SCHODLS

Policy Acknowledgement forms are now located in Employee Self Service.

HOME ABOUT SCHOOLS DEPARTMENTS PARENTS STUDENTS STAFF COMMUNITY SCHOOL BOARD Q

You can access Employee Self
Service from Payroll Home Page

Payroll Home Home > Payroll > SPPS Payroll Home
on the district website. Contact Payrel

Payroll Feedback

http://www.spps.org/payroll Payroll and Data Managment

\What's New 2016-17 QUR MISSION: Saint Paul Public Schools payroll and data management staff are dedicated to providing reliable and

Employee Self Service comprehensive payroll services to all St Paul Public School employees

Employee Help Sheets 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

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

Employee Information
Changes

Independent Contractor or
Employee
If you have questions regarding your paycheck, the link below will help you know who to contact.  Also, questions can be

Lane Changes B
e-mailed directly to payroll@spps.org and someone will get back to you as soon as reasonably possible.

Pay Options & Schedules
Payroll Deductions Payroll and Transactional Team 2016-17

Pension & TSA

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 “PeopleSoft Self Service Portal”
link

Type in your User ID and Password. Your
User ID is your Employee ID without the
in front of it.

ll ”

Click the HR button.

If you have forgotten your password, you ca
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 getting your new password.

EMPLOYEE SELF SERVICE

Employee Self Service is a useful tool to view your paychecks, view your leave balances, update your address. phone
number. and e-mail info, provide & name change, update your direct deposit, and update your tax withholding elections.
(Paychecks are available to be viewed on THURSDAY before payday). The link to PeopleSoft is below

Remember when logging in, do NOT enter the "e" in front of your employee ID. See the "self service instructions” and "forgot
password” help sheets below for additional assistance.

Click on the "PeopleSoft Self Service Portal” link below:

PeopleSoft Self Service Portal

— IMPORTANT: You must have your pop up blocker turned off to be able to open the

PDF version of your paycheck. How to Disable your Pop-Up Blocker

- Employee Self Service Instructions
- Password Reset Help

Employees who are eligible for personal leave can now view the amount of their personal time used through this
menu path once logged in to self service: Self Service > Time Reporting = View Time > Personal Leave Used

@ Saint Paul Puhlu: S[:hnnls
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PeopleSoft

Finance

Forgot 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 Policy Acknowledgement
eForm through the tiles on the Home
Page. Forms >Employee Forms > Policy
Acknowledgement Form.
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View an Employee Form
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Evaluate an Employee Form

Lane Change Form

National Board/CCC/LICSW Form

Lane Change Pre-Approval Form

Resignation Form

Policy Acknowledgement Form

Summer Pay Option Form

Supplemental Pay Form

Leave of Absence Form
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1. Please click on the video link to watch the Policy
Acknowledgment Video. This should be done prior to
reviewing any of the policies.

2. Your information will automatically default on the form.

w

Please click on the blue links to access the policy

4. Once you have read the policy please use the slide bar
to verify you have read the policy

5. Once you have read all policies use the slide bar at the
bottom to acknowledge you have reviewed all policies.

6. Click submit

=+ Start an Acknowledgement Form © EE Information
Policy Acknowledgement Instructions
1. Watch the breif video which summarizes each policy by clicking on the link below enfitle, “Policy Acknowledgement Video™
2. Read yach SPPS Beard of Educaion policy by clicking on the individual blue links.
3. AMer itading each policy, use the slide bar 1o acknowledge thal you have read the policy

4. Onea you hiave resd all poliziss, click the shie bad at the battom 15 acknovwiedge that you have read al pelicies.
5. “fou musst click the SUBMIT btion for the information 1o be saved in PeopleSoft

Policy Acknowledgement Video
Employee Information
Job Title 955 Tchr - Grade 1
Location 980 No Assigned Bldg - Misc
Department NABSSOAPY Appropriaie Vacancy

 Reguiar
¢ Policy

415 00 Discrimination, Harassment, Violence, and Retaliation Pol ro
- read
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Racial Equity Policy

101.00 Racial Equity Pelicy

| have read the Racial

N
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Action ltems
1 row
Acknowledgement

| acknowladge | have reviewed each policy above and it is my responsibility to review and

comply with all SPPS Board of Education Policies. | und if I have or
"ue

concerns at any time, regarding any SPPS Board palicy, it is my responsibility 1o consult
with my immediate supervisor, adménistration, or the Human Resources department for
clarificaion

Search lm@

Important Information

In addition to acknowledging receipt of the COVID-19 Staff Workplace Manual, all staff must watch the
training videos in Schoology that are provided by the World Health Organization (WHO) and Centers for
Disease Control and Prevention (CDC). If you have not watched the videos already, please log into your
Schoology account and use the following access code to watch the required videos - D4MK-H46C-CVPCG. If

you have any questions, please contact your supervisor.
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