Escape Setup for Online Directory for Sonoma County Schools

SCOE maintains an Online Directory for all school districts in the county. This is a great resource

for the public we serve as well as our colleagues. The data is pulled from Employee Management
on a nightly basis.

The beginning of the Fiscal Year is the time to review and update the Escape Employee
Management Records accordingly.

Step 1- Update Current Directory Employees

Search for Employees who are currently included in the Directory
HR/Payroll — Employment — Employee Management

e Section 2 - Employment
o Info Release Code: C {County Online Directory}
o Click Go
o Update as needed
= To remove employee from Directory, blank out Info Release Code field on
Employee Management Employment Tab Section 2 (see step 2)

( é_é v LIEYA=18 HR / Payroll - Employment - Employee Management

Search

53 Go q Clear | New H Favorites »
Search Criteria - Employees .
1 - Demographics ~

E 2 - Employment
Current FTE
Permanency Code
Permanency Date
Probation End Date
Portal Access Enabled
Portal Login Disabled?
Opt Out Union Personal Information
Last Paid Date
Info Release Code C {County Online Directory}

Step 2 — Add New Directory Employees

Search for Employees with a current Fiscal Year Assignment
HR/Payroll — Employment — Employee Management

e Section 4 - Assignments
o Fiscal Year: 20XX {20XX/20XX}
o Click Go

: é_é v LY N=1ed HR / Payroll - Employment - Employee Management

Search

¥ Go Cg Clear | New »-: Favorites »

Search Criteria - Employees

1 - Demographics ~
2 - Employment

3 - Employment Requirements

4 - Assignments
Fiscal Year 2022 {2021/2022}
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e Open Employee Record
e Section 2 - Employment
o Info Release Code: C {County Online Directory}

Escape will publish the Work Email, Work Phone and Job Class Description as the Job Title.

% & ~ DL \={edl HR / Payroll - Employment - Employee Management

Search List  Form

av . Delete DPrev DNE){T . Save/Close Q Cancel Tasks » '1,44 Tab Favortes «

Employment PayCycles Taxes Retirement ACH Deductions Contributions Assignments Schedules Addons Leaves Ben

Employee Information

1 - Personal
E 2 - Employee Contact
Personal Email

Waork Email = mmouse@schools.org
Payroll Email Addr Use Org/System setting
PIN Option

Work Phone (707) 1234567

Waork Phone Ext

Waork Cell Phone

Opt Out Union Personal Information
Employee Directory Code

Info Release Code Info Release Code
Mail Stop
3 - Employee Portal Code = Description
4 - Emergency / Spouse . .
5 - Experience = County Online Directory
E 95 - Mandated Reporter Training

Certificate

To customize the phone and title that is published, use Section 99 — Employee Custom.

e County Directory Phone
e County Directory Title

% & - LUAEYA:{e8 HR / Payroll - Employment - Employee Management

Search List Form

a - . Delete BPrev @Next . Save/Close Q Cancel Tasks L_-;' Tab Favorites «

Type:

Employment Pay Cycles Taxes Refirement ACH Deductions Contributions Assignments Schedules Al

Employee Information

1 - Personal

2 - Employee Contact

3 - Employee Portal

4 - Emergency / Spouse

D - Expenence

95 - Mandated Reporter Training

E 99 - Employee Custom

Retirement Date

Emergency Contact Phone

Rehire Date

County Directory Phone (707) 555-1111
County Directory Title Chief Business Official
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