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STEP 1: Log into Oracle – Click on ‘Human Resources/Payroll Manager Self- 
Service’ or ‘Human Resources Designation Coordinator’. 

 

 

 

  
 
  
  
 
 
  
 
   
 
 
 
 
 
 
  

 
STEP 2: Click on ‘DISD Academic/Athletic/Robotics/VPA/JROTC Coach 
Designation’ or ‘DISD Academic & Athletic Coach Designation’. 
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STEP 3: Click on the ‘Search’ icon next to ‘Employee ID’ field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 4: Enter an ‘Employee Number’ then click the ‘Go’ button. 
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STEPS 5: Once employee has been found,  Click the ‘Quick Select’ 
button next to the employee that is to be selected for stipend.  
 
 
 
 
 
 
 
 
 
 

 

STEP 6: Once employee has been selected their EID will auto input 
itself into search box.  Click the ‘Go’ button.  
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STEP 7: Once the employee information is displayed you will need to 
choose the coach designation type – Academics, Robotics or Athletics. 
Then click the ‘Continue’ button.   
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Step 8: After clicking Continue you will see the screen below. Make 
sure to click ‘OK’ to continue onto the designation process. 

 
 
STEP 9: An overview of the employee designation will populate. Make 
sure to select the effective start date 
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STEP 10: Make sure to select the program name by clicking on the 
search button.  
 
 
 
 
 
 
 
 
 

 
By clicking on the search button, the box below will come up.  

Make sure to input the name of the program you are designating for. 
Example: Chess, then click ‘Go’. If you are unsure of the program name 
or are unable to find it, input [%] in the search bar, click ‘Go’ and all 
stipends/programs available will come up.  
 
 
 
 
 
 
 
 
 
 
 
*You will then select the correct program you are designating the 
employee for.  
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Step 11: You will then select the percentage for the employee 
designation. 
 
 
 
 
 
 
 
 
 
 
*Percentage is solely for designation purposes only. You will need to 
reference back to see the number of stipends available per program. If 
an employee is splitting a stipend with another employee, then you will 
need to divide the percentage accordingly to equal 100% between 
both. 
 
Step 12: [OPTIONAL] If you plan to designate the same employee for 
multiple programs you can do so by selecting the ‘Green Plus Sign’ 
located all the way to the right side. You will follow steps 8-10 once for 
every additional program you will be designating them for. 
 
 
 
 
 
 
 
 
 
 
 



COACH DESIGNATION IN ORACLE 
HOW TO DESIGNATE COACHES 

8 

 

 

Step 13: Once you have completed designation(s) for employee you 
will click on the ‘Continue’ button. 
 
 
 
 
 
 
 
 
 
 
Step 14: A review of the designation(s) selected will appear for you to 
see.  If everything looks correct, you will click the ‘Submit’ button. 
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Step 15: To complete designation of employee, you will need to click 
‘OK’.   

 




