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Reports Supported in Portal

e Employee10 - Employment Notification Letter
e Employee11 - Compensation Letter

e Employee13 - TB Expiration Letters

e Employee15 - First Aid Expiration Letters

e Employee16 - CPR Expiration Letters

e Employee18 - Driver License Expiration Letters
e Employee81 - Employment Verification

e Employee99 - Employee Snapshot

e Benefit40 - Open Enroliment Letter

For more information follow this link to the Escape Online
documentation for Documents Setup (must be logged into
Escape database to access link)
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https://caerp-help.frontlineeducation.com/hc/en-us/articles/360053125773-Documents-Setup

Employee Portal - Employee Attachments

Save time and money!! Districts can now send attachments through the Employee Portal for
Benefits and Employee Reports. No need to print reports and spend time stuffing envelopes and
cost on postage.

This activity can be processed through Employee Management or Employee Attachments.

1. Go to HR/Payroll - Employment — Employee Management
-OR-
2. Go to HR/Payroll — Processes — Mass Changes — Employee Attachments

Create Employee List in Employment Managagement

In Employee Management there is more flexability as to the groups that attachments can be sent
to. List of employees can be created by using the search criteria, such as Bargaining Unit. This
option is good when testing a small group of employees. If sending to all employees with access

to the employee portal, use the Employee Attachment activity.

Go to HR/Payroll - Employment — Employee Management

e Select the Search Criteria to create a list of employees

Example:
Section 1 - Demographics

» Employment Status: EM {Employee}

= Active Employees: Yes
Section 4 — Assignments

» Fiscal Year: 20XX {20XX/20XX}
» Bargaining Unit: Select from menu

Click Go to create the list

Review the list

Go to Tasks to select Mass Change
Select Employee Attachments

= %_M ® = Q@Jw + Tab Favordtes ~

ﬁ LastName (@ FirstName @ Pr| Mass Change
-. CTC Status

Show Tabs

0 - HR /Payroll - Employment - Employee Management

Addons
Contributions

Deductions

Recommend to select by
bargaining unit and alpha to
create smaller groups so the
activity doesn’t time out
when sending the email
with attachment.

» Job Category JobClass | Pay Cycle
. [ |  Joua |
. cL2)
CLI1A

Create SSN Verification File |

~ Employee Attachments

| CEDA

9541 EMPLOYEE
10733 EMPLOYEE
7210 EMPLOYEE

Employment Details

Evaluations

CE1A
CL1A
CL1A

10625 EMPLOYEE
7584 EMPLOYEE

CEDA
CERA |
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e Click Yes to Create a Batch

Verify - Employee Attachments Batch

Are you ready to create a batch of 946 records to add
Employee attachments?

Yes: Create a batch
Ma: Cancel

| Yes D| Mo

e Click Year to Open the Batch

Verify - Employee Attachments Batch

e Are you ready to open the Employee Attachments batch

#45171577
Yes: Open the batch
Mo Return to the list

Yes ‘hl Mo
S

This will bring you to Employee Attachment Batch in Open Status

e Complete the required fields

The Detail Tab will be the same list of employees from the search criteria.

2D HR / Payroll - Employment - Employee Management

Search Lt  Employee Mtachments
N Deiete £ Oose W Concel [ Tasks -

Employee Attachments Batch # 4517157, Status: Open

El 4 - Batch Information
Stabus Msg
ttem Emors
Emgloyes Count
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Create New Batch Employee Attachments Activity

Go to HR/Payroll — Processes — Mass Changes — Employee Attachments

e Click New to create a batch

Action Required: Select the option that is needed from the menu. Depending on the selection,
the employee may or may not need to take action in the Employee Portal.

o Acknowledgement NOT required
e Acknowledgement required
o Agree/Disagree

HR / Payroll - Processes - Mass Changes - Employee Attachments

W Delete [ Prev [ Newt e Save - & Cancel [7] Tasks =

Employee Attachments
Employee Atachments Detal  History

Batch Setup O] B
A—t=Baicihr-Setop =4
T Action Reguired L &
Report to Attach It
Report Parameters E
File Mame E
View File 8 Description = c
Category e Acknowledgement NOT required E
Attach/Portal Doc Comment F
Note F
El 2 - Emails E
Sched Date and Time B E
Email Subject L C
Email Body -] q

Attach File or Report: Attach File In File Name field locate a custom letter to attach

Employee Attachments Detal History

B 1 - Batch Setup
Action Required Acknowledgement required
Report to Attach -

BrE
d File Mame Update Emergency Contact Information ]

View Fie 7]
Categony EMP INFO {Employee Information}
Attach/Portal Doc Comment
Mote
= 2 - Emails
Sched Date and Time

Emaill Subject Update Employee Emergency Contact Information
Email Body TEST
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Report to Attach: Select from the list of Reports from the menu

Employes Attachments  Detal  History

Batch Setup
B 1 - Batch Setup
Action Bequired o
[ Report to Attach
Report Parameters
File Mame
View File a Code = Description
E;‘e;";; busc @ Benefit40a Open Enroliment Letter/Export
- ortal Lo Lomment Benefitdlb Open Enroliment Letter/Export
S Benefitdl Open Enrollment Letter/Export
= 2 - Emails (" Employeella  Employment Notficati
Sched Date and Time ploym en
B Sobiont o Employee TG Employment Notficaton Example for Employeel0
Emeil Body o Employee1la  Compensation Letter Employment Notification
B 3 - Followup Emails Employee13a TB Expiration Letters
Followup Sched Date and Time Employee 136 TB Expiration Letters
Email Followup Subject Employee15a First Aid Expiration Letters
Email Followup Body Employee16a CPR Expiration Letters

Employee18a Driver License Expiration Letters
Employee?1a Employee |ssued Asset Agreemert
Employee?1b Employee |ssued Asset Agreemert
Employee?lc Employee |ssued Asset Agreemert
Employee?1x Employee |ssued Asset Agreemert
Employee8la Employment Verfication
Employee%9a Employment Snapshat

Complete the Report Fields

o Use the Note field to Identify the Attachment sent for History and searching

HR / Payroll - Processes - Mass Changes - Employee Attachments

Search Lst  Fom

B e (@ rer e & SaverOose B Cancel [F) Tasks -
Employee Attachments Batch # , Status:
Employee Atachmerts Detal  Hetory
El 1- Batch Setup E 4 - Batch Information
Action Required Agree/Dizagree Status Msg
Report to Attach Employee 10a {Employment Notification) ttem Emors
Report Parameters [EOL_DateEfective:10/1/2018 12:00:00 AM][EOL_Cred:Y],[EOL_MoByFTE:Y].[EOL_Addc Employee Count
File Mame & Emails Sent
View File & Sertt By
Category EMP VERF {Employment Verification} Ernail Status
Attach/Portal Doc Comment Folowup Sent
2018719 Employee Verification Notice Folowup By
E 2 - Emails Email Folowup Status
Sched Date and Time B 5 - Add/Update Informatios
Email Subject Employment Verification Notice Created By
Email Body Please log into the Employee Poral to verify the Employment Verification Notice for 2018/1 Create Date
B 3 - Followup Emails Edit Lser
Fellowup Sched Date and Time Edt Date
Email Followup Subject
Email Fellowup Body
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Report Parameters

Go to HR/Payroll- Reports-Employee-Employee10
¢ Click on the link in the Report Sample field to get the Report Parameters

m HR / Payroll - Reports - Employee

List Request/Report
(2Go @)Go/Expot v W Clear [y Prev [gh Net £ Close i Favortes ~

Request Report

Report Number & Employeel10
Description & Employment Notification
Report Sample - |l

Report Favorite ID E]

Locate the Sample Parameters in the Report Sampler Documentation

Copy the Sample Parameters to Paste in the Report Parameters field

Report Parameter Tips

= EQL_DateEffective - This defaults to TODAY. If you want to run this for a future fiscal year, set it to a date in the future
fiscal year. For example, it is June and you want to send this out over the summer. You could set the date to 10/1.

= EQOL_Cred - This defaults to exclude credentials. If you want to include credentials, setto V.

= EOL_MoByFTE - This defaults to show the full time monthly rate. If you want to prorate the monthly rate by FTE, set to
Y.

» EOL_AddonDesc - This defaults to the organization addon setup description. If you want to show the description from
the employee's addon, set to P,

Sample Paramelers

EOL_DateEffective:10/1/2016 12:00:00 AM],

[
[EOL_MoBYFTEY],
[

EOL_AddonDesc:P]
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Return to the Employee Attachments

Click on the Menu button to Open the Report Parameters Text Box

[ ]

o Paste in the Report Parameters Field

o Edit the date and use the Report Parameter Tips for options
e Click OK when done

Employee Attachments  Detail  History

Batch Setup

Bl 1- Batch Setup
Action Required
Beport to Attach

Report Parameters

[EOL_Date Effective:10/1/2018 12:00:00 AM] [EOL_Cred:Y] [EOL_MoByFTE:Y],[EOL_AddonDesc:P]

Agree/Disagree
Employee10a {Employment Motffication}

File Name
Wiew Filz
Categary
Attach/Portal Doc Comment
Nate
El 2 - Emails

Sched Date and Time

Email Subject

Email Body
E 3 - Followup Emails
Followup Sched Date and Time
Email Followup Subject
Email Followup Body

Employment i
Please log intof

Email Subject

Complete this field. This will be the email subject line that the employee will receive.

Example Email Subject: 2018/2019 Employment Verification Notice

Email Body

Complete this field. Include detail and explain the action that is needed.

Example Email Body: Includes link to the Employee Portal
Include contact information

e Click OK when done
e Save/Close

EMPLOYEE PORTAL — EMPLOYEE ATTACHMENTS

Email Body
Please log into the Employee Portal to verify the Employment Verification Notice for 20..
Dear <™NameFirst™> <~NameLast™>

Please log into the Employee Portal to verify the Employment Verfication Notice for
2018/19. You will need to choose the option to Agree or Disagree with the information.

Here is the link for the Employee Portal:
https://portal scoe org/employeeportal /

Human Resources

< OK > Cancel

|if you have any questions, please contact




Generate Documents

Reopen Batch

Select Tasks to Generate Documents

m HR / Payroll - Processes - Mass Changes - Employee Attachments

Search Lig  Fom
|] Delete i Prewv D et f_; Close ‘ '..':-':-:-
Send Test Email

[ Generate Documents Employee Attachments Batch i

Employee Attachments | Detail ~ History Rollback Generate

S— B - Hj-
=]
Rellback Emails

B 1 - Batch Setup

m

Action Required ] Send Followup Emails €
Report to Attach Rollback Followup Emails i
Report Parameters | M].[EOL_Cred:Y].IEOL_MoByFTE:Y].[EOL_AddonDesc:P] E
Fie Name a Complete Batch E
View File a €
Category EMP VERF {Employment Verification} E
Attach/Portal Doc Comment :
Note 2018719 Employee Verfication Notice F
B 2 - Emails E
Sched Date and Time e 4

e Click Yes to Generate (will take a few minutes to process)

Yerify - Generate Documents

o Generate documents for this batch now?

Yes: Generate,
Mo: Cancel without generating.

Status AtpetiPortal Comment | Report/File to Attach Mote Date Scheduled | Date Emailed Action Required

| Agree/Disagree

During generation a report will be created for each employee. Once complete, the status of the
batch will be changed to Generated.

e Reopen Batch

- __________________________________________________________________________________________________________|
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Detail Tab
Review the reports in the Detail Tab

Highlight the lines to open the record to view the PDF.

& % » HR/ Payroll - Processes - Mass Changes - Employee Attachments

Search List  Form

B o e [ Ne % Close WF Concel [ Tasks

Employee Attachments Batch # 3335717, Status: Generated
Emplayaa.ﬁﬁcman istory:5
BB cpar WP cancel™

W0 NCE

| Employes. | SotEmphame | Email Address. | EmadOpt | ActionToken | FollowupOpt |
S8 008105 [Benefield, Khriss M) & Benefield, Khiss M B hkhriss@ecos ong 2 (Meeded) L] 1 {None required]}
2 006402 [Beniam, Mancy A} @ Beniam, Mancy A B nbeniamiBhecoe org 2 [Needed) L] 1 {Mone required}
@&004495 {Buckingham. Vincen & Buckingham. Vincent M B8 vbuckingham@ESCD org 2 (Newded) & 1 {Nene requinesd]

Example: Document to review before sending emails

= EmployeelDe_4510956_1430.PDF - Adcbe Acrobat Pro DC
File Edit View Window Help

Home Tools Employee10a_4510... x

BEdfBHBEQ OO

P

R ODO® -3 BAT O 2

Schools

Empioyment Notification
2018 - 2019 Fiscal Year

(I )

September 21, 2018

Lacaton
= PERS - HUMAN RESOURCES
Santa Rosa, CA 95403

| EMPLOYEE INFORMATION (Employee ID # 010H88) Primary Pay Cycle CLi

e Save/Close
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Send Emails
Go to Task to select Send Emails

Emails will be sent to employees and the documents will be attached to the employee’s
record.

& %2 ~ HR/ Payroll - Processes - Mass Changes - Employee Attachments

Search List  Form

B Ceicte [ Prev [ Next & Close W Concel [ Tasks v

Send Test Email
o > Attachments Batch # 33357

Employee Atachments il Rollback Generate
B Expon
l‘_—l—_ﬁﬂ_ﬁl’l__:lm Fa Rollback Emails 1 W
& 1 {Non Send Followup Emails B
o 1{Non Roliback Followup Emails -
@ 1 {MNon a
& 1 {Non Complete Batch &

Verify - Send Emnails

Click Yes to send emails
o Send emails for this batch now?

Yes: Email.
Mo Cancel without emailing.

Status Changed to Emailed

HR /Payroll - Processes - Mass Changes - Employee Anachments
Search List

£rOpen [JNew | Copy B0 Emert i Gd

4510956 Erraele

| Pk nowdadgement requinsd

Go to Task to select Complete Batch

B Delete DF‘rev DNext *4 Close ‘Cancel [#] Tasks ~

Send Test Email
Generate Documents Emplnyee Attachments Ba

Employee Attachments  Detail: 10 History:2 Rollback Generate
Batch Setup Send Emails
Rellkzack Emails _

Send Followup Emails

Action Required

Report to Attach a Rollback Followup Emails

Report Parameters a 1.[ECL_Cred:Y].JEOL_MoByFTE:Y].[EOL_AddonDesc:F]
File Name o CompleteBatch |

Wiz Fila a
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Example Employee Email

Wed 1252017 226 P
tscapeltascapetacn.com

T8 En-pll ation Nolice

FRFED0, Com

Dear Reba McEntire,

The TB eertification on file at USD will be expiring soon, Please fallaw the link below to view your expiration notification letter,
hitps.//porial scoe.orgfElogin

Employee's can quickly access
the Employee Online Portal by
clicking on the link

Employees can use the link in the email to acess the Employee Portal and log in to view the
notification. The employee will use their User Name and Password to log in. [f this is the first time
logging in, then follow the prompts to create a User Name and Password.

The Employee will see that they have New
Documents to review

ESCAPE IP®

TECHNOLOGY Actlo.n. WI|! vary based on the Action Requ_lred
specified in Escape set-up. Complete action
steps as prompted.

O Documents

Document Repository
Dociament Mame

Create new user?
Forgot password?

TEST Employes Document

Todal Records: 1
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