Prep Buyout EPAR

Scribe™

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/

My Dashboard
AP CONTROL PANEL PO APPROVAL

Smart Cards

= ePAR Approval (49)

&% HR-PAR Completion (69)

Employee Birthdays (268)

Employee Anniversaries (994)

Dependents Nearing Eligibility End Date (1)
=% New Hires with Hire Date within the last 30 days (57)

(O Employees Approaching ACA Hours Limit (66)

2025-26 Fiscal Budget Recap
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2  Click here.

Billings Public SchoolsFY2526
Human Resources

=  Opkn menu (Ctrl + F2)

viy Dashboard £

AP CONTROL PANEL PO APPROVAL STAFF POSITIONS

4 0 6579 4 >

Smart Cards el Employee Lookup
= €PAR Approval (49) v Employee
&% HR - PAR Completion (69) v
Monthly Expenditure 0
B\ Employee Birthdays (268) v 2025-26 & 2025-26 + By Function
B Employee Anniversaries (994) w Not enough data to display graph
B Dependents Nearing Eligibility End Date (1) v Monthly Spending e
by 2025-26 - October + by Function
% New Hires with Hire Date within the last 30 days (57) v Not enough data to display graph
(D Employees Approaching ACA Hours Limit (66) ~
Overtime Usage Chart by Year o
2025-26 Fiscal Budget Recap o] 45k 21k

3  Click the "Search" field.

Billings Public SchoolsFY2526
Human Resources

My Favorites >
Employee Management >
General Ledger >
Human Resources >
Payroll >
Purchasing & Payables >
Workflow >3
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4  Type "Employee Personnel Action Request"

5 Click "Employee Personnel Action Request”

Billings Public SchoolsFY2526
Human Resources

Search x
Employee Personnel Action Requ...

My Favorites v
Employee Personnel Action Request
Human Resources v

Employee PAP

S

Employe&Persong#l Action Request

Empl¢

Made with Scribe - https://scribehow.com



6  Click "Add"

Billi Public SchoolsFY2526
illings Public Schools| oy E 0

Employee Personnel Action Request

Human Resources

Filter Criteria H v

| Group - | | Name - ‘ Employee ID -

Department - ‘ Requester -

I | [ AccountFilter
PARType £ ‘??7. R eeRcechrecX e

xv|

Grid has no data.

7  Click "Type"

Billings Public SchoolsFY2526
Human Resources

Employee Personnel Action Request

o @ ® @ ®

PAR Type PAR Information PAR Funding Additional Information Review

PAR Type

*Type v
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8  Click "Add Extra Duty - Supplemental Pay"

o @ ® ©) ®

PAR Type PAR Information PAR Funding Additional Information Review

PAR Type

*Type -

Add Leave of Absence Request

Add Additional Assignment or Stipend
Add Administrative LeaVe

Add Extra Duty - Sudplemental Piy

Add Internal Job Reassigiitient

‘ Cancel ‘ | Next

9 Click the "EmployeelD" 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.

Billings Public SchoolsFY2526
e v R @

'- Employee Personnel Action Request

o ® ® @

PAR Type PAR Information PAR Funding Review
PAR Type
| *Type | DateEntered Completed HR -
- X - Filter By Department -
Extra Duty - Supplement... | 8/17/2025 n/a yoep
Requester ) PARID Status Completed PR *EmploydeID <
370065.APicard n/a New n/a
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10 Type the employee last name.

11  Click to select employee.

Human Resources

o @ ® ®

PAR Type PAR Information PAR Funding Review
PAR Type
*Type | Date Entered Completed HR ‘ -
X - Filter By Department - ‘
|_Extra Duty - Supplement... 8/17/2025 n/a ysp!
Requester PARID Status Completed PR * EmployeelD o ]
370065.APicard  n/a New n/a [ picard

RICARD, ASHLEY L - 12878 - Support - HUMAN RESOURCES l

PICARD, JUIYA R - 11712 - Substitute - Not Applicable

PICARD, SCOTTA L - 10060 - Substitute - Not Applicable
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12  Click "Next"

o ® ® @

PAR Type PAR Information PAR Funding Review
PAR Type

*Type % | DateEntered Completed HR ‘ Filter By Department o ‘

Extra Duty - Supplement... 8/17/2025 n/a iy
Requester PARID Status Completed PR * EmployeelD %
370065.APicard n/a New n/a [PICARD, ASHLEY L - 12878 - Support - HUMAN RESOURCES]

13  Click the "Department" field.

o 2] ® O,

PAR Type PAR Information PAR Funding Review

PAR Information

Type Date Entered Completed HR EmployeelD

Extra Duty - Supplemental Pay 8/17/2025 n/a PICARD, ASHLEY L - 12878 - Support - HUMAN RESOURCES
Requester PAR ID Status Completed PR

370065.APicard  n/a New n/a

* Department { \ -

Effective Date (] Description
! 0/100
Start Date G End Date m
Pay Basis - Hourly Rate
0/100
Stipend Amount Excel Spreadsheet Attached v
[ Cancel } [ Previous } [ Next ]
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14  Select the appropriate school.

PAR Type

PAR Information

PAR Information

® @

PAR Funding Review

Type Date Entered Completed HR EmployeelD
Extra Duty - Supplemental Pay 8/17/2025 n/a PICARD, ASHLEY L - 12878 - Support - HUMAN RESOURCES
Requester PAR ID Status Completed PR
370065.APicard  n/a New n/a
*Department % -
Alkali Creek Elementa
‘ Effective Date (] ‘ | Description ‘
0/100
‘ Start Date G ‘ | End Date G |
‘ Pay Basis - ‘ | Hourly Rate ‘
0/100
‘ Stipend Amount ‘ | Excel Spreadsheet Attached - ‘
[ Cancel } [ Previous } [ Next ]

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

PAR Type

PAR Information

Type Date Entered
Extra Duty - Supplemental Pay 8/17/2025
Requester PAR ID Status
370065.APicard  n/a New

PAR Information

Completed HR
n/a

Completed PR
n/a

® ®

PAR Funding Review

EmployeelD
PICARD, ASHLEY L - 12878 - Support - HUMAN RESOURCES

*Department

| Alkali Creek Elementary - 1Alkali Cr & = ‘
{ Effective Date ( m) ] | Description
0/100
‘ Start Date (] ‘ | End Date = |
‘ Pay Basis - ‘ | Hourly Rate ‘
0/100
‘ Stipend Amount ‘ | Excel Spreadsheet Attached - ‘
[ Cancel ] [ Previous ] [ Next l
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16

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

® @

PAR Type PAR Information PAR Funding Review
PAR Information
Type Date Entered Completed HR EmployeelD
Extra Duty - Supplemental Pay 8/17/2025 n/a PICARD, ASHLEY L - 12878 - Support - HUMAN RESOURCES
Requester PARID Status Completed PR
370065.APicard  n/a New n/a
*Department X v ‘
Alkali Creek Elementary - 1Alkali Cr
Effective Date o
| 08/25/2025 o) ‘ | Description ‘
0/100
[ Start Date( ) (] ] | End Date ] |
Pay Basis .
Salary X ‘ | Hourly Rate ‘
0/100
‘ Stipend Amount | Excel Spreadsheet Attached - ‘
Cancel [ Previous [ Next ]
8 n n £
17  Click the "End Date" field and type 5/29/2026.
PAR Type PAR Information PAR Funding Review
PAR Information
Type Date Entered Completed HR EmployeelD
Extra Duty - Supplemental Pay 8/17/2025 n/a PICARD, ASHLEY L - 12878 - Support - HUMAN RESOURCES
Requester PARID Status Completed PR
370065.APicard  n/a New n/a
*Department %t ‘
Alkali Creek Elementary - 1Alkali Cr
Effective Date il
08/25/2025 i | | Descrlplﬁn_-
/ \ 05100
Start Date
08/25/2025 & l [ E”de‘“e ) & ]
Pay Basis .
salary %X ‘ | Hourly Rate
0/100
| Stipend Amount ‘ | Excel Spreadsheet Attached - ‘
[ Cancel [ Previous [ Next ]
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18

Click the "Pay Basis" field and select "salary".

® @

PAR Type PAR Information PAR Funding Review
PAR Information
Type Date Entered Completed HR EmployeelD
Extra Duty - Supplemental Pay 8/17/2025 n/a PICARD, ASHLEY L - 12878 - Support - HUMAN RESOURCES
Requester PARID Status Completed PR
370065.APicard  n/a New n/a
‘*Departmem X v ‘
Alkali Creek Elementary - 1Alkali Cr
Effective Date 5
‘ 08/25/2025 a ‘ | Description ‘
0/100
Start Date End Date
‘ 08/25/2025 G ‘ ’ 05/29/202§ E
Pay Basis o
[Salary \ )! ] | Hourly Rate ‘
0/100
‘ Stipend Amount ‘ | Excel Spreadsheet Attached - ‘
Cancel ] [ Previous [ Next ]
8 nes n £
19  Click the "Fiscal Year" field and select 2025-2026.
PAR Type PAR Information PAR Funding Review
Lﬁ;m x - l | Hourly Rate
0/100
‘ Stipend Amount | Excel Spreadsheet Attached - ‘
0/100
‘ Benefits Eligibility - ‘ | Benefits Date (i} |
£\
[ Fiscal Year ( v) | Bargaining Unit -
‘ Employee Category - ‘ | Board Approval Date (] |
‘ Home School Location - ‘ | Multiple Locations -
Notes
Cancel W [ Previous l [ Next
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20 Click the "Bargaining Unit" field and select "BEA".

@ 2] ® ®

PAR Type PAR Information PAR Funding Review
Pay Basis .
Salary X ‘ | Hourly Rate
0/100
| Stipend Amount | Excel Spreadsheet Attached -
0/100
| Benefits Eligibility - | Benefits Date i) ‘
EL R X - Bargaining Unit -
025-2026) 9
| Employee Category - ‘ | Board Approval Date i) ‘
| Home School Location - ‘ | Multiple Locations -
Notes
[ Cancel [ Previous [ Next ]

21 Click the "Employee Category" field and select "Regular Employee".

o 2] ® @

PAR Type PAR Information PAR Funding Review
Pay Basis y
| Salary x ‘ | Hourly Rate |
0/100
‘ Stipend Amount ‘ | Excel Spreadsheet Attached -
0/100
‘ Benefits Eligibility - ‘ | Benefits Date (i} |
Fiscal Year T s Bargaining Unit ¥ @
2025-2026 BEA]
[ Employee Category ( - ) | Board Approval Date [} |

-

‘ Home School Location | Multiple Locations -

Notes

Cancel [Previnus [ Next ]

Made with Scribe - https://scribehow.com



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.

2] ®

@

PAR Type PAR Information PAR Funding Review
Pay Basis y
| Salary x ‘ | Hourly Rate |
0/100
‘ Stipend Amount ‘ | Excel Spreadsheet Attached -
0/100
‘ Benefits Eligibility - ‘ | Benefits Date (i} |
Fiscal Year . Bargaining Unit .
2025-2026 % ‘ %
Employee Category .
T x l | Board Approval Date ] |
[Home School Location { ‘ - ] | Multiple Locations -
o/
Notes
Cancel [ Previous [ Next ]
] n n £
23 Click the "Notes" field and type notes about the prep buyout.
PAR Type PAR Information PAR Funding Review
Pay Basis »
Salary X ‘ | Hourly Rate ‘
0/100
‘ Stipend Amount ‘ | Excel Spreadsheet Attached - ‘
) 0/100
‘ Benefits Eligibility - ‘ | Benefits Date G |
Fiscal Year . Bargaining Unit .
2025-2026 % ‘ %
Employee Category =
Regular Employee X ‘ | Board Approval Date ] |
Home School Location . :
T X - I | Multiple Locations -
Notes U
[ Cancel } [ Previous ] [ Next l
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24 Click "Next"

L 2] ® @

PAR Type PAR Information PAR Funding Review
Pay Basis o
| Salary X ‘ | Hourly Rate ‘
0/100
| Stipend Amount ‘ | Excel Spreadsheet Attached > ‘
0/100
| Benefits Eligibility - ‘ | Benefits Date G ‘
Fiscal Year . Bargaining Unit .
| 20252026 % ‘ | BEA X

Employee Category
Regular Employee

X
4

Board Approval Date ] ‘

Multiple Locations -

Home School Location ‘

Alkali Creek Elementary

Notes
{Employee Name} is receiving a prep buy out for the 2025-2026 year. She will have an additional .16667 added to her assignment. |

I Cancel

[ Previous

25 Click "Add"

Billings Public SchoolsFY2526 E 0

Employee Personnel Action Re

Human Resources

@ @ © ®

PAR Type PAR Information PAR Funding Review
PAR Funding
Type Extra Duty - Supplemental Pay  Date Entered 8/17/2025 Completed HR N/a EmployeelD PICARD, ASHLEY L - 12878 - Support - HUMAN R...
Requester 37006.. PARID n/a status New Completed PR nfa

Proposed Funding > ® I =

Grid has no data.

Salary Schedule
n/a

Amount

$0.00 Set Schedule H Clear Schedule

Made with Scribe - https://scribehow.com
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Start typing the account coding or typing the appropriate school name. Select the
26 ] " H n H
appropriate "Cert Salaries" from the list.

PAR Funding
Type Extra Duty - Supplemental Pay ~ Date Entered 8/17/2025 Completed HR n/a EmployeelD PICARD, ASHLEY L - 12878 - Support - HUMAN R...
Requester 37006.. PARID n/a Status New Completed PR nfa
Proposed Funding > ® &I =+ fj
Position.. ™ Y Account Ol 4 Grant Project T~ T Percent ™ Y Y T  Amount  Description Y
0 Hka\d 3 A p 0% 50.00
| 101.67.120.1000.0112.0000 - Alkali Creek Ele { Cert Salaries Total $0.00
sy ol 101.67.120.1000.0117.0000 - Alkali Creek Elem IPP
n/a
101.67.120.1000.0120.0000 - Alkali Elem : Temp Salaries
Amount
$0.00 101.67.120.1000.0122.0000 - Alkali Elem : Temp Cert Salary
101.67.120.1000.0250.0000 - Alkali Creek Ele : Workers Comp
Cancel ‘ P Next
27 Click the green checkmark to accept the account.
2 - @ )
P =z Re
PAR Funding
Type Extra Duty - Supplemental Pay Date Entered 8/17/2025 Completed HR n/fa EmployeelD PICARD, ASHLEY L - 12878 - Support - HUMAN R...
Requester 37006.. PARID n/a Status New Completed PR Nfa
Proposed Funding b ® § + g3
Position . N Y Account L 4 Grant Project Lol 4 Percent + v Y 4 Amount Description L
0 101.67.12(),1000,0112,0000—AI').( - \ ’ 0% $0.00  Alkali Creek Ele : Cert Salaries

X e
L8 Total $0.00
Accept(Enler)

Salary Schedule
n/a

Amount

$0.00 [ Set Schedule

[ Clear Schedule ]
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28 Double click on the 0% and type 100.

PAR Funding

Type Extra Duty - Supplemental Pay Date Entered 8/17/2025 Completed HR n/a EmployeelD PICARD, ASHLEY L - 12878 - Support - HUMAN R...

Requester 37006... PARID n/a Status New Completed PR n/a
Proposed Funding > © & =+ I8
Position .. ™ T Account L O Grant Project L 4 A Amount Description L o 3
0 X - $0.00  Alkali Creek Ele : Cert Salaries

101.00.000.0000.1110.0000 - Elem-General : Dist-Prop Taxes Total $0.00
Silary Schiediite 101.00.000.0000.1117.0000 - Elem-General : Del&Protest Tax
n/a
101.00.000.0000.1190.0000 - Elem-General : Penalties & Int
Amount . -
$0.00 101.00.000.0000.1310.0000 - Elem-General : Dist-Tuition-Ind
101.00.000.0000.1320.0000 - Elem-General : TUIT IN STATE
Cancel Previous Next
29  Click the green checkmark to confirm.
v o @ @
PAR Type nfor Revie
PAR Funding
Type Extra Duty - Supplemental Pay ~ Date Entered 8/17/2025 Completed HR n/a EmployeelD PICARD, ASHLEY L - 12878 - Support - HUMAN R...
Requester 37006... PARID n/a Status New Completed PR p/a
Proposed Funding > ® Kk =+ B
Position.. ™ T Account Ty Grant Project B 4 Percent Y 1 Amount  Description il
0 101.67.120.1000.0112.0000 - Alkali Cr.. $0.00  Alkali Creek Ele : Cert Salaries

$0.00

Salary Schedule
n/a

Amount

" Set Schedule “ Clear Schedule
0.00

Next
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30 Click "Next"

PAR Type PAR Information

PAR Funding

Type Extra Duty - Supplemental Pay  Date Entered 8/17/2025 Completed HR n/a

Reguester 37006... PARID n/a Status New Completed PR n/a

Proposed Funding

Position .. ™ T Account Ll i Grant Project

0 101.67.120.1000.0112.0000 - Alkali Cr..

Salary Schedule

n/a

Amount

$0.00

Set Schedule

I Clear Schedule

31

PAR Type PAR Information

Eftective Date
Start Date

End Date

Pay Basis

Fiscal Year
Bargaining Unit
Employee Category

Home School Location

PAR Funding
Position.. ™ Y Account ~ 7 Grant Project
0 101.67.120.1000.0112.0000 - Alkali Cr

Made with Scribe - https://scribehow.com

4

© @

PAR Funding Review

EmployeelD PICARD, ASHLEY L - 12878 - Support - HUMAN R...

Percent

Percent

> © Kk

og
B8 + Add

i ¢ Y 4 Amount  Description T~y
100% $0.00  Alkali Creek Ele : Cert Salaries
Total $0.00

I Cancel I | Previoug | [ Nele

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.

PAR Funding Review

8/20/202%
8/25/2025
5/29/2026

Salary

2025-2026

BEA

Regular Employee

Alkali Creek Elementary

~ Y Y 4 Amount Description O ¢
100% 50.00  Alkali Creek Ele : Cert Salaries
Total $0.00

[ ] Subrdit for Approval

{ Cancel ‘ { Previous ‘ { Save | v }
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32 Click "Save"

PAR Type PAR Information

Eftective Date
Start Date

End Date

Pay Basis

Fiscal Year
Bargaining Unit
Employee Category

Home School Location

PAR Funding
Position .. ~ ¥ Account * Y Grant Project
0 101.67.120.1000.0112.0000 - Alkali Cr
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PAR Funding Review
8/25/2025
8/25/2025
5/29/2026
Salary
2025-2026
BEA
Regular Employee

Alkali Creek Elementary

Percent A~ Y Y 4 Amount Description L
100% 50.00  Alkali Creek Ele : Cert Salaries
Total $0.00

[J submit for Approval

[ Cancel

[Previous [ Save |,v ]
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