Employee Management — Employment Tab — COVID-19

New in 21.02 Escape Release in Employment Requirements are COVID-19 Vaccination
fields for tracking requirement status and the completion date.

Good news, these fields can be updated with the Mass Changes Employment Details activity.
This can be imported or entered directly into a mass change batch.

2 & - DLARY\=1ed HR / Payroll - Employment - Employee Management Toois ~ €]

Search List  Form

av [] Delete DPrev DNen ‘Savefcmse Q Cancel Tasks L{ Tab Favorites

() - Status:
Type: - Pay Cycle: - Ret: - FTE:

Employment PayCycles Taxes Retirement ACH Deductions Contributions Assignments Schedules Addons Leaves BenefitProviders Dependents Benefits 1"

Employee |nformation . Employment Information .

1 - Personal 6 - Employment -
2 - Employee Contact 7 - Ethnicity / Race
3 - Employee Portal = 8 - Employment Requirements
4 - Emergency / Spouse Driver License Required
5 - Experience Driver License #
95 - Mandated Reporter Training Drivers License Expiration Date
99 - Employee Custom Auto Insurance
Auto Insurance Expiration Date
Basic Skill

Basic Skills Date

Fingerprint Type

Fingerprint Date

Fingerprint Comment

DOJ Clearance

FBI Clearance

MNLI Required

MNLI Reported

NLI Reason

19 Status

19 Date

TB Test Type

TB Expiration Date

Physical Test Code

Physical Date

First Aid Certificate Required

First Aid Certificate Expiration Date
CPR Certificate Required

CPR Certificate Expiration Date
Concussion Training Required
Concussion Training Expiration Date
Coach Training Required

Coach Training Effective Date

Sudden Cardiac Arrest Training Required
Sudden Cardiac Arrest Training Expiration Date
COVID-19 Vaccination Required
COVID-19 Vaccination Completion Date
Hepatitis B

Hepatitis B Notification Date 1

Hepatitis B Notification Date 2

IE

\G ot 19
Ny oY e, COVID-19
UncNE  VACCINE
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Create Mass Change Batch

Create a list in Employee Management. The example below creates a list of employees with
Assignments in Fiscal Year 2022.

Go to HR/Payroll — Employment — Employee Management

e Fiscal Year: 2022 {2021/2022}
e Click Go to create the list

2 9 - Ly iey HR / Payroll - Employment - Employee Management

Search st

[y Go Q Clear D New 5. Favortes +

Search Cnitena - Employees .
1 - Demographics -
2 - Employment
3 - Employment Requirements
4 - Assignments

Fiscal Year 2022 {2021/2022}

Fund

Resource

O0EEHH

From the list go to Tasks
o Mass Change
=  Employment Details

o5 - Lz lel HR / Payroll - Employment - Employee Management

£y Open [ New Bl Epon » [ |[7] Tasks = JGid 5 Tab Favortes =

A LastNome @) FirstName @ Pi|  Mass Change Addons

k
CTC Status Benefit Providers ¢ 5 [ nr-nsmrr-ﬁ! CLS
I CLAS {C i ustodizn CL1A
3
Show Tabs Contributions CLAS [CLAS) Mai nce (Ma CL2)
Create S5M Verification File Deductions L

CERT {CERT} TEACH (Teacher CEQA
CLAS [CLAS) Errichimant (Enri  CLOA
CLAS {CLAS) Oftfsst (Office s CLIA
CERT ICERT) TEACH {Teacher CEQA
CLAS {CLAS) SPEC ED FI {Full CL1A

= &7 EMPLOYEE . TAVS At Emplu:ﬂ:c Attachments
170 EMFLOYEE 18VS ABIl IE ! IE ! !
152 EMPLOYEE 1AVS ABL .
247 EMPLOYEE 180S ABK Evaluations

O e

LR T D I ) L

e Click Yes to create a batch
e Click Yes to Open the batch
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e Review the Mass Change Tab sections 1-5 to set defaults if applicable
e Go to Tasks to Set Defaults
o Click Yes to Copy all defaults

2 O ~ =i HR / Payroll - Employment - Employee Management
Search  List Mass Update Employment
B Delte £ Close W Cancel Tasks ~
| SetDefaults |
Post Mass Change Batch # 5847179, Status: Open
Mass Change  Mass Change Detail:27
= 1 - Batch Information E & - Posting Information
Status Msg 8
File Name =] ftem Ermors ag
Note =] ftem Count & 27
El 2 - Batch Defaults: Employee ltems Posted ag
Portal Access Enabled Posted a
Payroll Email Addr Posted By =}

e Default fields will now be populated on the Mass Change Detail Tab
e Click on the Mass Change Detail Tab
o Notice when defaults were set all Names become bolded
e Scroll through the fields to populate as needed
e Once data is populated and complete use Tasks to Post

Mass Change Batches can be created and kept
Open until all data is entered.

A )

For example, there are 5 employees who have turned in their COVID Vaccine information.
The District will receive the remaining employee’s information on a staggered basis, with a final
due date of Aug 25, 20XX.

Go to HR/Payroll — Employment — Employee Management

e Enter Search Criteria to create Employee List

e Use Tasks to Create Mass Change Batch

¢ Assign Defaults in Mass Change Batch

¢ Save/Close — DO NOT POST until all updated are made

_______________________________________________________________________________________________________|
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Employment Details Activity

To reopen batch and enter additional information you would go to Employment Details.

Go to HR/Payroll — Processes — Mass Changes — Employment Details

e Click Go
¢ Highlight Batch on List Tab
e Click Open

2 o ~ LUEEYA=Is8 HR / Payroll - Processes - Mass Changes - Employment Details

Search List
| ¢ Open :jl\lew acgpy %Export {5 Grid

Batch = Status Comment UserldCre UserldPos DateTime — Note IltemCntTo
5847252 Open COVID Vaccine Status KALINGLE 27

e Click on Mass Change Detail Tab
o Scroll Over to COVID-19 Fields
o Enter in data

& = ~ LU= HR / Payroll - Processes - Mass Changes - Employment Details
Search List Form
B Delcte D : ENERf *4 Save[Close Q Cancel Tasks =
Mass Change Batch # 5847252, Status: Open
Mass Change Mass Change Detail:27
_INew BB Expont [] Delete ' Undelete B CancelAl
El'lllﬂl'-‘fﬂ| Name |EI'MM“5| COVID-19 Vaccination Required | 2OV1D-13 Vaccination Completion Dale
000024 {A 8A i Yes 71572021
000141 BA i Yes
000191 BA i Yes 6/15/2021
000079 BA i Yes 6/21/2021
000207 1] ] Yes
000170 aB a Yes
000162 &B i Yes
000247 aC i Yes 6/12/2021
000054 &F i Yes
000241 aF [ Yes
000205 8G E] Yes
000152 BG ] Yes
000053 aG i Yes
000065 &G i Yes 5I25/2021
000099 @H i Yes
000138 aH i Yes
000176 iH ] Yes
000157 K E] Yes
000206 6L i Yes
000233 Bl i Yes
000145 aP F] Yes
000240 ip [ Yes
000218 aR a Yes
000193 &R i fes
000235 as i Yes
000119 8BS a ez
Mlloooais [ ves | | |

e Save/Close if not finished with data entry and want to leave the Batch “Open’
e Use Tasks to Post if finished with Data Entry

_______________________________________________________________________________________________________|
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Employment Details Import

If you already have an excel spreadsheet for COVID Vaccine tracking, you can import Mass
Changes in Employment Details to post in Employee Management.

Import Templates can be found in Escape Online Resources
001 - ABC w
Quick Siart here ~|P] Goto Online Resources > Tools > Import Templates

Finance
HR / Payroll

_ Online Resources
Online Resources

Documentation
Friday Features

Access videos, guides, import templates, report templates, and more.

Mewsletters
Release Information o o
Tmls Ju D olart iin
User Conference
Videos

wiebinar Signup

www escape. technology

» Free Live Webinars » |mport Templates
SCOE Resources

Structured Learning + Report Templates

+ On-Demand Videos + Guides

+ Professional Services Training

e Scroll down to locate Employee Details (Mass Changes)
e Click to Download and Open the file

Employee Details Includes a header and two line items. The second line uses the Release

(Mass Change) &5 employee |D and the third line uses the S5N. 21.02

Help  Acrobat  © Tell me what you want to do

& ¥ Cut o ol — - ==l
Arial 10 Ay === & Dwaplet General - = [T | Normal Bad Good Meutral =
P BB Copy - Cd\Fp - |EEI
aste cA-l===|=3= o o 3 29 Conditional Format as [EIRSIN] Explanatory 7. Linked Cell Not ~ Insert
T Fromatpanter | B T U [E [0 A S S S22 BEMegesiComer - | § - % 2 |58 58 0Tl e wplanatory ... {Inp Linked Cell___ Note 7| | =
Clipboard =] Font ] Alignment F] Number n Styles
R46 2 e
| A B c D E F G H | J K L M N o B Q R S T u v w
1 |SSN Empld Drivers Lic Drivers Lic Drivers Lic Auto Insur: Auto Insur: Basic Skill Basic Skill Fingerprint Fingerprint Fingerprint DOJ Clear: FBI Cleara MLI Requir NLI Report NLI Reaso |9 Status 19 Date  TB Test Ty TB Expirat Physical T Physical CF,
2 1288 B 8/20/2018 C 8/20/2018 Y
3
4
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Import Template

Review the header to see the various fields that can be mass updated in Employee
Management. Not all fields must be populated, but the header must remain as is.

e Scroll over to COVID Felds

A BL L AC | AD | AE | AF | AG | AH A | Al | AK AL
|55N Empld Concussio Coach Trai Coach Trai Sudden C: Sudden C: CovidRgd DateCovid Hepatitis EHepatitis EHepatitis E
1288 8/20/2018 Yes 8/20/2018 Yes 8/20/2018 Yes 5M6/2020 Y 8/20/2018 Br20/2018

Copy from your excel spreadsheet

o Must have Emp Id

o CovidReq: Yes or No

o DateCovid: Date of full vaccine
Once the data is entered Save as CSV (Comma delimited)
Close the file before importing or will cause an error

Employment Details Activity

Now that you have created the import file, go to Employment Details to import and post to
Employee Management.

Go to HR/Payroll — Processes — Mass Changes — Employment Details

e Click New to create a batch

2 9 - RhaiEy=isl HR /Payroll - Processes - Mass Changes - Employment Details

Search

£y Go W Elear Favortes
Search Cnitena - Mass Changes .

Batch
Status

Has Emors?
Comment
Posted By
Posted Date
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2 o ~ =il HR /Payroll - Processes - Mass Changes - Employment Details

Search  List Form
W Delete [ Frev [ Hewt £ Save/Close KD Cancel [F) Tasks -

Mass Change Batch #

Mass Change  Mass Change Detail

= 1 - Batch Information EH & - Posl
Comment Status M
File Mame ' ttem Emo

MNote g ftem Cou

e Click in the File Name filed to activa
e Click on the File Locator
e Locate the file
o If Error reading file, this is because the .CSV filed is open’
o Close the file and try the import again
e Mass Change Tab can be edited with defaults if needed
e (o to the Mass Change Detail to Tab to review imported data
o Data can be edited or more employees can be added manually

e Save/Close
e Re-open
e (Go to Tasks to Post

Search  List Form
I Delete [ Frev [ Newt £y Close WP Cancel | [7) Tasks

Set Defaults
# Dost Mass Change Batch # 5847301,
Mass Change  Mass Change Detail:2
E 1 - Batch Information E 6 - Posting |
Status Msg
File Name & Employment Details (1) ltem Emors
Note & tem Count
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COVID List

Once the data has been updated in Escape for COVID Vaccines, a complete list can be
created to see who has the vaccine and who still needs the vaccine. A list of current
employees can be created in Employee Management.

Go to HR/Payroll — Employment — Employee Management

e Employment Status: Select from list
o Hold the Ctrl Key to select multiple codes, press Enter to populate

25 - ey HR / Payroll - Employment - Employee Management

Search st

£y Go Q Clear D New 9. Favortes =

E 1 - Demographics ~

Employee Id
55N
Last Mame
Include Previous Last Mame Yes -include in last name search
First Mame
Include Prefemed First Name Yes - include in first name search
SEID State Id
Person Id
PERS Member Id
STRS Member Id Employment Status
Employee Ref Number
Employment Status EM. RA Code = Description Is Active? ls Emploves?
Active Employees
Employees Only DE DECEASED Ma Yes
Person Type = EM EMPLOYEE Yes Yes
Employmert Type MA NON-ACTIVE Ma Yes
Rirth Date PH *PRE-HIRE* Mo Mo
Birth Marith RA RETIRED ACTIVE fes fes
Gender RI RETIRED INACTIVE Mo Yes
Ethnicity TE TERMINATED fes Yes
Race Aol VOLUNTEER Yes Mo
Personal Email
Work Email |

e Review the list to verify this is what you want
e Click on Grid to select the fields to export

Search List

@Dpeﬂ D Mew %Expmt - @ - Tasks @Tﬂb Favortes -
[A LsstName (@ FirstName @& Pref Empld | Emp Ststus  Location Description | Barg Un|
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Grid Display

The Grid Display will open and then the columns can be selected and unselected to create a
custom header.

& & -~ b=l HR / Payroll - Employment - Employee Management

Search  List Grid Display
LaChse ExmiﬁRﬂports v'ﬁLayuuisv
Drag a column header here to group by that column.

Employment
i Last Mame ’ First Name Emp Id Emp Status Location Diescrption Barg Unit Bargaining Unit Description

¢ Right Click in the header next to the Last Name to get the list to select the columns

Gender Code

Gender Description Scroll down to end of
Anniversary Date q o
b list to Uncheck fields

Permanency Code

not needed

Permanency Description

Permanency Date

Seniority Date In-person Training Date Completed
Seniority Rank Online Training
Last Paid

Online Training Date Completed

v Last Mame
v | First Name Scroll down
v Empld
v Emp Status — C'ic:k on COV'D fie'ds =
v Location tO Se|ect
v | Description
v Barg Unit Benefits Eligible Date
v Bargaining Unit Description Coach Training Required
Click to v lob Category Coach Training Effective Date

il ‘cblCat=0on Desenption SCA Training Required

::‘r;cf?;cdzz ¥} |fob Class SCA Training Expiration Date
v Job Class Descr ] i SR

not needed V| Pay Cycte Concussion Training Expiration Date

v Retirement Plan Concussian Training Reguired
v | Person Type v COVID-19 Vaccination Required
v Hire Date v COVID-19 Vaccination Completion Date
v Base Date CPR Expires Date
v Birth Date
v
v
v
v
v
v
v
v
v
v

Langevity Date
ACA Barg Unit
Academic Dept Code

Immunization Test Code-Flu
Immunization Test Code-Flu Date
Immunization Test Code-Pertussis

Academic Dept Description Immunization Test Code-Pertussis Date

st SAlE @l Immunization Test Code-Measles

L S A S S N

Immunization Test Code-Measles Date
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Once the headers are set as needed as needed, click Export to get a list in Excel

28 ~ paEyAl HR / Payroll - Employment - Employee Management

Search Lst  Grid Display

Drag a column header here to group by that column.

Employment
i Last Mame First Name Emp Id Emp Status COVID-19 Vaccination Required = COWID-19 Vaccination Completion Date

Example Excel Export:

A, B , C | D | E | - G | H

1 |Last NameFirst MNameEmp ld ~ Emp Status COVID-19 COWVID-19 Vaccination Completion Date

2 A o °4 EMPLOYEE TRUE  5/1/2021 0:00

3 .G Oncethelistis 5 EMPLOYEE TRUE  6/14/2021 0:00

4 |F Exported to  #EMPLOYEE TRUE  5/6/20210:00

5 |G 5" EMPLOYEE TRUE  3/26/2021 0:00

s v Excelyoucan ;eypiovee TRUE

7 H still manipulate B EMPLOYEE TRUE  6/28/2021 0:00

8 |S ) EMPLOYEE  TRUE

9 |H as needed 3 EMPLOYEE TRUE  4/16/2021 0:00

10 |A { EMPLOYEE TRUE  8/15/2021 0:00

1P 5 EMPLOYEE  TRUE

12|G > EMPLOYEE TRUE  4/30/2021 0:00

13|B Sort by the ?» EMPLOYEE TRUE  4/27/2021 0:00

148 COVID-19 ) EMPLOYEE  TRUE  7/19/2021 0-00

15 H  Vaccination 5EMPLOYEE TRUE

16 |A . { EMPLOYEE TRUE  6/8/2021 0:00

17 r Completion Date ; g0 ovee  TruE

18 |k toseewhostill 7eEvPLOYEE TRUE

196 needs to getthe 7 EMPLOYEE TRUE  5/5/2021 0:00

20 |L . 5 EMPLOYEE  TRUE

»1|g| vaccine or Who ; eypilovEE  TRUE  4/15/2021 0:00

22 S needs tobe 1 EMPLOYEE TRUE

23R 3 EMPLOYEE  TRUE

24 |L tested 3 EMPLOYEE  TRUE

25 |S 3 EMPLOYEE  TRUE

26 P ) EMPLOYEE  TRUE

27 |F { EMPLOYEE TRUE  4/19/2021 0:00

28 |C 7 EMPLOYEE TRUE  6/24/2021 0:00
D

4 EMFLOYEE  TRUE  5/26/2021 0:00

I
I'i-ﬂ

&
=
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