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Prep Buyout EPAR

This guide provides a step-by-step process for submitting an Employee Personnel
Action Request for a prep buyout. If you have issues with accessing the employees or
the accounting codes, please email helpdesk@billingsschools.org.

1 Navigate to
https://ivisions.tylerhost.net/iv-mt-billingspublicschools/apps/dashboard/
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2 Click here.

3 Click the "Search" field.
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4 Type "Employee Personnel Action Request"

5 Click "Employee Personnel Action Request"
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6 Click "Add"

7 Click "Type"
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8 Click "Add Extra Duty - Supplemental Pay"

9 Click the "EmployeeID" field. If you click on Filter by Department, it may limit the
employees you can see and enter for the EPAR. We recommend leaving that filter
blank.
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10 Type the employee last name.

11 Click to select employee.
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12 Click "Next"

13 Click the "Department" field.
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14 Select the appropriate school.

15 Click the "Effective Date" field and enter 8/25/2025.
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16 Click the "Start Date" field and enter 8/25/2025.

17 Click the "End Date" field and type 5/29/2026.
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18 Click the "Pay Basis" field and select "salary".

19 Click the "Fiscal Year" field and select 2025-2026.



Made with Scribe - https://scribehow.com 11

20 Click the "Bargaining Unit" field and select "BEA".

21 Click the "Employee Category" field and select "Regular Employee".
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22 Click the "Home School Location" field and select the appropriate school. If the
school does not load in the drop down, click out and back in again and let it load.

23 Click the "Notes" field and type notes about the prep buyout.
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24 Click "Next"

25 Click "Add"
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26 Start typing the account coding or typing the appropriate school name. Select the
appropriate "Cert Salaries" from the list.

27 Click the green checkmark to accept the account.
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28 Double click on the 0% and type 100.

29 Click the green checkmark to confirm.
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30 Click "Next"

31 Click "Submit for Approval" if you are ready to send it to the next approver. If you
want to save it and not send it on, do not click submit for approval.
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32 Click "Save"


