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Introduction

The goal of employee full-service is to allow staff to sign-in (secure userid and password) to their own
CIMS account and be able to (depending on district setup):

e View employee demographic/Profile information and be able to online change certain fields
(address, phone) knowing that changed fields are audited and viewable/reportable at district office.
Review/edit emergency contact information

Review Beneficiary information

Review Previous Pay (up to 12 months) and be able to print/re-produce any pay statement
Review absence balances and history of all absences taken.

Review online Staff Directory

Access CIMS Finance to see what cheques/expenses have been paid to you from finance

See workshops that you have attended/requested and be able to review district offered workshops
and register online for workshops

Apply for Jobs and maintain applicant profile information and attachments (resume, transcript..)
e Update Sub/TOC will work at location and availability (if using CIMS Sub Call)

e Manage your password, change/edit as required.

3 Cims Employee Connect - Main Options - Microsoft Internet Explorer E|@|P§| ]

File Edit Wew Favorites Tools Help :;'
Address |§.| http:f{192,168.0,30{ employeeconnect fEmployeeMain, aspsx V| Go Links **
-

LO g() ’7 '9 Powered by CIMS M I

- Help I Profile I Emergency I Beneficiary I Payroll I Absence I Directory I Workshop I Finance i PassWord I Links I Johs I Sub/Casual I Logout -

EC-0002 Refer to top tabs for access to different functions. Information may be editable depending on district setup. ‘ Contact Payroll

Contact Hurman Resources

Profile % Employes# 181

Last Mame AFINOGENOY First CHERYL Middle HELERN

Prefix MRS, v Legal First | GERALDINE

Spouse PALL ROBERTSUN| BifhDate 17272030

Employes EMAIL taketwo@@taketwoinc. com Cenificatet  |9931-43

Address 525 ARCTIC DRIVE

P.0. BOX 608 [¥] Address Information Restricted ?
City, Prov, Postal WINNIPEG ROGER1 Maiden/Farmer Name(s)
Robertzun Cheryl

Home Phone ( e ) Eadana [“] Restricted ?

Alternate Phone ( 204 |) |736-4556 Ad44 O Restricted ?

Alternate Addrass LOT 10 TURNBULL BAY

A
@ # Internet .I




Signing Into Employee Connect

Employee Connect will be available from your district website or the user can input a URL as assigned

by district office.

Employee Connect will be available from any desktop within the school or district. It may be available
from home depending on district security policies. There are several 1D options (email address,

Employee Number, or Employee ID).

3 CIMS Employee Connect - Employee Signon - Microsoft Internet Explorer

File Edit ‘iew Faworites Tools  Help

Back v+ = - D at | Qi search [GlFavorites @fMedia £% | B S =3 @

Address I@:] http:/{192.168.0,30/EmplayeeConnect [EmplayesSignon, aspx

j &an |Links ”|Norton Antivirus 8 =

e
Logo __Cmplayee Connect

-

Powered by GIMS w

Please contact Deb 736-4555 to confirm usend and password

EC-0001

Input Employee ID Code (initials
Plus employee number)

Version 11.5 January 13, 2008

2. Input password
Bestfewed 1024 x 768 3. Press ENTER or click on Sign In
Welcome to Employee Connect, the tool that
User ID CA1191 allowes you to view your district information
(address, pay, absence, etc.)
Password | / | Forgat My Passward or Create My Passward . _ _ .
e T If it is your first time in, OR you have
Sign In @ forgotten your password, click here. In
Time [1407:23 order to be able to reset your password

you will need:

- your Social Insurance Number

- Bank Account

- Last & First names as recorded in
CIMS

|ﬁj Done

|
C T emwternee

The EmployeelD and Password are unique to each individual. Your ID is a first name first initial, last

name first initial and CIMS employee number.

All information presented to staff is 'live’ up to the minute. Any information updated by the employee
(by requesting to save) is updated immediately for office and other users to access.

IMPORTANT: This application does not want you to utilize standard web back and forward. Use the
application tabs eg: <Profile> or <Absences> available at the top of each screen to access different

options. DO NOT use the standard browser <back> button

IMPORTANT: If you are doing any work that requires more than one page remember to SAVE each
page. Do not input your information and then click to go to the next page. Refreshing to a new page

without a save means you have chosen to refresh the page.




Employee Functions

Employee Demographics

The employee will be shown all demographic related information district office has onfile. The user
may edit any information not appearing in yellow. If information is incorrect for fields that cannot be
edited, the employee should contact board office.

2} Cims Employee Connect - Main Options - Microsoft Internet Explorer [:”E|E| 1
File Edit Wiew Favorites Tools  Help ;'
Address |éj htkp: Jf192,168.0, 30 emploveeconnect/Employestain, aspx A | Qo Links * I
e
I Ogo 'j ’g Powered by CIMS “5 |
- Help I Profile I Emergency l Beneficiary I Payroll l Absence I Directory IWorkshup I Finance i Pass\Word l Links I Jobs l SubiCasual I Logout -
Eco0nme Refer to tap tabs for access to different functions. Information may be editable depending on district setup. ‘ Contact Payrall
Contact Human Resources

Profile % Employes# 1131

Last MName AFINOGENOY First  CHERYL Middle HELEN

Prefix MRS, v Legal First GERALDINE

Spouse PALL ROBERTSUN| EirthDiate 1/2/2030

Employee EMAIL taketwo@taketwoinc.com Cettificates | 9931-43

Address 525 ARCTIC DRIVE

P.0. BOX G608 V] Address Information Restricted ?
City, Prov, Postal  [WINNIPEG ROGERT Maiden/Farmer Mame(s)
Robertsun Cheryl

Horne Phaone i 204 ) 555-4444 [“] Restricted ?

Alternate Phane (208 ) 7364558 Addd CRestricted ?

Alternate Address LOT 10 TURNBULL BAY

b

g‘l & Internet .I

Employee Emergency Information:

The emergency information assists your school & district office to react to a health emergency to be
able to reach an emergency contact. Some districts also indicate summer address/alternate address

information.

An employee can have an unlimited number of contacts. If information needs to be updated, select the
appropriate entry, update the record, then save changes and return to emergency screen.



; CIMS Employee Connect - Emergency Information - Microsoft Internet Explorer
File Edit Wiew Favorites Tools Help |
‘e Back + = - @ 7t | @Search [E] Favorites @Media {3 | %v = = @
Address I@ htkp:ff192, 168,0,30/EmployesConnect /EmplayeeEmergency . aspx j ﬁGu |Links ”| Morkon Antivirus 8% -
LIS ICL i CJ! ;: 0 :f ﬁ =
I Ogo Powered by CIMS =
- Help I Profile I Emergency I Beneficiaries I Payroll I Ahsences I Directory I Workshops I Finance Chegues H PassWord I Links I Jobs I Logout -
1ew/Change emergency mormation =
EC-0003 EHRIEEEE] j
Last Nama AFINOGENOY
Emergency Contacts Employeett 1191
ploy
First CHERYL
1
Select for P . HightTirme, DayTime!
Contact Mame Relationship Priority Address Home Phone Work Phone
Afinagenov, Peter Robert Hushand 1 110 Main Street Winnipeg MU R4TEYE (204)555-2222 (204)777-9999 Page
Brown, Marie L Sister 2 (000)000-0000 (616)222-3333
Health, Detailz H EPI-PEM allergic to peanuts (oomiooo-oooon (oo0jooo-oooo0
1
m “ fields cannot be hlank Line#
Firgt Mame = Middle Name Last Mame ™
Priority Relationship
Address Might/Home Phone ( )
DayMark Phone { ]
City, Prow, Post o :I' coo :I' z
[&] ,_,_,_ £ Internet

Employee Beneficiary Information

The Beneficiary tab is lookup only for staff to be able to review what beneficiary information district
office has onfile. Information cannot be updated online. If Beneficiary information needs to be updated,
contact board office.

Employee Payroll Information — Time Worked Details

The time details tab shows history of all time worked (date(s), number of hours/days, where, and who
you replaced).

Employee Payroll Information — Pay Information

The Payroll tab shows the employee current pay information on the left side of the screen, as well as a
list of previous pay amounts and dates on the right that a user can select to preview and/or print.

Each pay remittance indicates Cheque or Deposit so staff is aware how payment was made.
The 'Print’ is an exact replica of your pay advice.
A complete history of cheques is displayed including cheques that have been processed by the district

but potentially not deposited in the bank yet. Pay attention to cheque date to know the status of
payment.



IMS Employee Connect - Payroll Information - Microsoft Internet Explorer

Edit  Yigw es Tools Help |
GBack - = - (D fat | Qsearch (G Favorites Meda (% | E-S = 30
Address I@ http: /192, 168.0.50/EmployeeConnect Employesrayroll, aspix j 6)GD |Lir|k5 > Morton Antivirus 8
.
District Cinl, [
I Ogo Powered by CIMS jﬁ |
Help || Profile | Emergency | Beneficiaries | Payroll | Absences || Directory | YWorkshops || Finance Cheques PassWord || Links | Jobs || Logout
=]
EC-0007
[ |
Payroll Information AFINOGENGCY CHERYL L
Select Cheque Date Amount Type
Cheque Date: 2008/05/31 Chegue Amount: F2252.08 2007/12/01 $3.258.31 Daposiy
2006/05/31 $2,252,08 Cheque
Pay Type: Chequa 2006/05/15 $750.00 Deposit
Pagroll 2006/03/15 $128.77 Deposit
statement Cheque/Deposité 2061 Gross Pay: $3,795.10 2006/02/28 $85.85 Deposit
displayed by 2005/10/14 $1,895.41 Daposzit
Adobe Periad End Date:  2006/05/31 Grogs Deductions: §1.546.02- 20005/ SOMMNHIZSS B02 Dipcsiy
2005/09/15 $1,895.41 Deposit
THIS 1S THE MESSAGE YWITH THE PAYROLL. IT CAN GO TO A FEWLINES. = U050 LT
2005/08/30 $1,935.15 Deposit
= 2005/08/12 $1,935.15 Deposit
2005/07/29 $1,671.03 Deposit
1 2005/07/15 $1,737.55 Deposit
Description Amount Rate Benefit Employer Year-To-Date 2005/06/30 $1,737.56 Deposit
e (DO CAOU: 2005/06/15 $1,676.94 Deposit
T “ 543?2 - 23;'; 2005/05/27 $1,737.56 Deposit
EESHEC U BICE ‘?SU EIIEI- ! 'UU 2005/05/13 $1,717.35 Deposit
LIFE BEMEFIT TEACH LINETF 15.00 155.00 SIS il TEEE Depnsit
2005/04/15 $1,717.35 Deposit
cpp TEACH CPR o0 oo 1.861.20- 2005/03/30 $1,737.56 Deposit
DEMTAL FAMILY TEACH DEMT .00 20,00 .aa 2005/03/15 $1,717.35 Deposit
EXTHLT FAMILY TEACH EHCF .00 90,00 .00 2005/02/28 $1,727.58 Deposit
INCOME TAX TEACH FEDING 998,33- .00 15,128.52- 2005/02/15 $1,717.35 Depasit
LIFE FaM TEACH LIFETF 14.00- iann t=ann. nansin s 4474 es :
LTD TEACHLTDT LRl ¥ | Adobe Reader - [000001191[1].PDF]
MTS TEACH MTS £4.00 ) Fle Edit Yew Document Took Window Help =] x|
SHORT TFRM TFACH ST 1MN.4e - LI

@

»
231 Hardin Street, Fort McMurray, Alberta T9H 2G2 j
Telephone: (780) 799-7900
Fax: (780) 743-2655

| Pages

: 06
PAYMENT DATE: 5/31/06
CHERYL H. AFINOGENGV
525 ARCTIC DRIVE
WINNIPEG ME ROG 6R2 EMP} : 1191
\ LOCN 007

TEACTHER PAYROLL
THIS I£ THE MESSAGE WITH THE PAYROLL. IT CAN 3O TO A FEW

LINE=.
’EAR_NINGS CURRENT YR-TO-DATE DEDUCTIONE CURRENT VE-TO-DATE
£
Sample Remittance Advice Print 4324 cee 1,861.20-
24.12  INCOME TAX 998.33- 15,128.52-
EI 760.50-
— LD 104.61- 1,401.74-
i MTs 64.00- 678,12
2 SHORT TERM 10.44- 10.34-
= TRAF 354.64- 4,048.75-
< TTA 200,00~
LIFE FaM 14.00- 154.00-
=]
g 1of1 | | o © | =

Employee Absences

This tab allows staff to review their absence balances/summary, ie: total earned, used, balance
available. Also, detail of all absences taken (date, location, time, reason, replacement) is listed so
employee can see history of all recorded absences.



Absences showing up in blue are un-posted, ie: absences recorded in the system but not yet
approved/cleared/posted. You paystub balance will not include entries in blue.

There are two summary boxes available for view:

a) One by absence code indicating total accrual and usage

b) A sub-summary box on the right indicating total time taken by reason code. Reasons are
accumulated into an absence code (on the left).

Order of absences is newest to oldest.

2 CIMS Employee Connect - Absence Calendar, - Microsoft Internet Explorer, - ] I:T‘_| ‘ 5
File Edit ‘“iew Favorites Tools Help :,'
Address @']http:,l’J‘192.168.D‘SD,I’empIDyeeconnectIEmployeeAbsCal.aspx v .Go Links

-~
District 5 ﬁ
I Ogo Powered by CIMS M ]
- Help I Profile I Emergency I Beneficiaries I Payroll I Absence I Directory I Workshop l Finance i Pass\Word l Links I Jobs I Sub/Casual I Logout .
EC-0009 Contact Payroll
Contact Hurman Resources
Absence Bank - Details Emplayest 1191 Last Name AFINOGENOY
*Blue® = Unposted/Current Absence Details First CHERYL
1 1
P Bank Current  Beginning . Time
Description Bank Type Bellnes  Unpesmd Balance Earned Used Other  Dazcription Resson . ™° Current
_'I’_Egz'_?EVE'—OPMENT' PDT  Days 2.0000- 1.0000 1.0000 COMPASSIONATE LEAVE CMP  1.0000 10000
SICK TIME - TEACHER SICKT Days 69,5000 4.5000 72,0000 2,0000
SICK TIME - TEACHER SICKT Days .5000- 5000
1 1
1
Drate Cray Drescription Bank Reasan TimEType Location Dretails Sub
Missed
COMPASSIONATE WACHOVIA SECONDARY AFINCGGENGY,

2008/07/07  Monday L SICKT CMP 1.0000Days o0 0 JACAUELINE

WACHOVIA SECOMDARY AFIMOGEMOY,
2007/01/10  Wednesday SICK GEMERAL SICKT 1.0000Days 0o TACOUELTNE

WACHOVIA SECONDARY AFTNOGEMOW,
2006/12/19  Tuesday SICK GEMERAL SICKT 10000 Days 2o IACOUELINE
2006/10/26  Thursday SICK GEMERAL SICKT 1.0000Days  LACHOVIA SECONDARY

SCHOOL

PROFESSIONAL WACHOVIA SECONDARY
Z006/10/25  Monday o e FOT 1.0000Days oo
2006/10/18  Wednesday SICK GEMERAL SICKT 5000 Days g'gﬁggfm SAEERIBARY
NNSMnalers adnasdan STCK GFMNFRAL STCET SN0 Mane CSOFCTRIIM PMTRMLF SO MFMT, AL | FAVE DM ORILY S AN MARY b
@] Done # Internet .I

Employee Staff Directory

This tab provides staff with a staff directory of all active personnel in the district. User can search by
employee name, by position (list all principals), or by location. Only active staff as at today will be
shown.

Employee Workshops

Use this tab to:

¢ review all workshops that you are registered for and the status of your registration (wait list,
withdrawn, attended, no show)

e review available workshops in a calendar format



o potentially register online if you wish to attend a workshop (providing deadline date has not passed
and there is still room left for you in the class).

The top portion of the screen indicates what workshop(s) you have registered for and allows you to
print workshop details. A status column indicates whether you are registered or on a wait list.

A calendar view appears for user to check what workshops are available. Click on months to check any
month. If you click on a workshop from the calendar view, a form will appear describing the workshop
and allowing you to register.

23 CIMS Employee Connect - WorkShop Calendar - Microsoft Internet Explorer [_ 8] x|
File Edit Wew Favortes Tools Help |
&Back - = - D ﬁ| Qhsearch [GFavorkes EhMedia (% | B S =3
Address Iﬁj http: (192, 168.0.30/EmployeeConnect _App/ttorkShopCalendar, aspx j @Gn |L|nk5 *| Norton Antivirus &% «
-
District — 1
I Ogo Powered by GIMS M |
Help || Profile | Emergency | Beneficiaries (| Payroll | Absences | Directory | Workshops | Ainance Cheques PassWord | Links | Jobs | Logout
=
EC-0008
=
1
WorkShop Information Print  Status  Workshop  Title StartDate Deadline  Lacation schedule
TEACHER
DISTRICT OFFICE APRIL 2007
Reg\staredDTSSD4ZD?DQI£ERAO[()3;|:E‘;\;I-|ID 4f20/2007 4202007 0 o S T PR
Employee# 1181
GRADE 3 JOE LOUIS APRTL 2007
\Wait List 07830413705 LITERACY 4192007 4/19/2007 ELEMENTARY LiOORM - 4:00FM
Last Narne AFINOGEMNDY ASSESSMENT ROOM 114 ' '
REXALL
. SECONDARY
First CHERYL Wwithdrawn FLUZOOTOZ  FLU SHOT 142007 312007 oAl 102304 $:1004M
CAFERTERIA
WELLMESS MILE OME MIDDLE
Registered WLNS001 WORKSHOP 1 LWLFZ006 1S/z006 Cof s MOMDAYS 4100PM
December January 2003 February
Sunday tonday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5
3} CIMS Employee Connect - WorkShop List - Microsoft Internet Explorer _ (&) x|
File Edt Wew Favortes Tooks Help |
B 7 EBak v > - @ (B (2} Dearch [Gravores @veda (3| By S =1 B @
Address [{&] http: (152, 165.0. 30/EmployesConnect_ppfworkshopDay. aspx ~| @ ‘um@ | Norton Antivirus & -
|Ej Done

= - =
]Sésgt(';m mplogee Copnect ... |

Back to Workshop Calendar | Logout

31/2008

1191 AFINOGENOY CHERYL

A CIMS - Employee Workshop Registration - Microsoft Internet Explorer

Date. Last Mame First

[_ D[]

1 Ele Edt Yiew Favortes Tools Help ‘

bk - = - (@) @] 4| @search CFavortes @meda o8 | By S8 1 69 @
Register Warkshop Title
Address |ej hitp: (192, 168.0.30/EmployeeConnect_AppiworkShopReq, asp =] @ |Lm *| Warton Antivirus §p =
FLUZOO703B FLU SHOT - PM SESSIC WDI’kShOp: ALLENNBIEL

Location: 002 REXALL SECONDARY SCHOOL CAFETERIA
Date 200831 102304
Time 9:00AM
Maximum 100 Number Enralled: O waitist: 0

Substitute Required AM T PMIT

% ** Click SAVE to Register - Window will automatically close

R ** Click CANCEL if you do not want to register - Windaw will close

4 I _"LI =

&) Dane

i start

|&] Dore [ [ |4 meermet 4 8
J WMmsuFt...| {]session Aml XMmsuFt..] Ecms Empml & (wielcome m“@EIMS-E.“ ‘ /™ Norton* |<IJ£§Q@@@QB 2:56 PH

T




Once you have registered online - there is no way way to unregister. Contact Board Office to withdraw
from any workshop.

Employee Access to Finance Cheques

Use this tab to review from finance what cheques/expenses have been paid to you (all years). This
information is not from payroll and does not include payroll related payments. It deals with any other
non-payroll related items board office has paid to you.

Change Password or Initially Setup your Password
At the logon screen there is a 'Forgot Password' option. Within the application there is a '‘password' tab.

The purpose of this option is to establish who you are so that we can allow you to modify/create your

own password. Private information is requested. This information is used only to compare to existing

information already in CIMS so that the system can know that "YES - this is you (not an imposter) so

go ahead and allow a password adjustment. The system will need confirmation of

a) your Social insurance number

b) The bank account number you have provided to Board Office for direct deposit of your payroll
cheques. This is the third set of numbers at the bottom of your cheque

c) Your name as recorded by District Office

d) Your employee number (indicated on any existing pay stub)

; CIMS - Employee Forgot PassWord - Microsoft Internet Explorer Note the paSSWO rd ru Ies | |

Forgot/Change Password
- Minimum 5 characters - Maximum 10 characters
- Must start with a character and have a minimurn of 1 numhber

- Mo spaces or special characters allowed

- Upper/Lower case sensitive
1. Type in User Mame CA1191

2. Type in Last Mame
3. Typein SN - 9 digits only

4. Type in Bank Account - no spaces/dashes

M

. Type in NEVW Password

B. Confirm/Re-Type in MEW FPassword

7. Hit "Change" and wait for message to confirm password change befare closing this window
Change
|&] Done |_|_|_|Q Intermet &




Once your change is successful, a password change completed successfully message
will appear.

Special Note: Indicating Bank Account Number
The Bank Account number is the third series of numbers on your cheque

Katherine Stieffield 6 o oo1 | Inthis sample, my account
;?mfrﬂ%im“ Sl 115 - number would be 1234567

PErTOTHE
CREER OF

YOUR FINANCIAL INSTITUTION
456 COMMUNITY SQUARE ol i e e
YOUR TOWN, PROVINCE ASB 6C8

NERSY

*O00 ke S L23ILS=ETHN 23wl SEm 70® e

Changing your Pay Remittance Delivery Method

Based on district policy, there may be an option on the main Profile page allowing you to control how
your pay remittance will be delivered to you. By default, it will be in print and mailed to you unless
you. If you have allowed for email - then with Employee Connect there is a new delivery method for
NO delivery at all. If you select this option, then at time of pay an email will be sent indicating your
pay has been processed.

From the web you can access and print your pay advice information for any payment as all history is
maintained and shown to you.

The benefit of this method is that no email with your pay information is submitted and there is
physically no document on the web containing your pay information.

10



Check if you would prefer to access your pay information

Ble Edt wew Favortes Took b rather than to have a pdf sent to you at each pay.
pack - = - @) a} | @search [GEiFavorites @fMedia )

Address [&] http://192. 168.0.30/EmployeeConnect_app/EmployeeMain.aspx

; Cims Employee Connect - Main Options - Microsoft Internet Explorer

District
I ogs Ernplogee Carrrect . =Y
PassWord | Links

Fields in _ eLCWY cannot be changed and all ields can be changed as required and then go on and on abgot the Text  and the fields and how =T
SR f? _.[]_Dt_[—%ﬁelrii'_flr_]l-sih _Uﬁ_t.hAE irefox | need to make sure that the |
Profile Emplayeest 1121
Last Mame AFINOGENOW First CHERYL Middle
Prefix MRS, Legal First /GERALDINE
Spouse PAUL ROBERTSUN BirthDate 5/3/1954
Employee EMAIL cafinogenovi@skyweb.ca Cedificafest | 9931-43
Address 525 ARCTIC DRIVE [ Rgkeive Pay Remittance Notice YWeb ORNLY 7

[ Address Information Restricted ?
City, Prov, Postal WANNIPEG ME =| ROGERZ Maiden/Former Mame(s)
Robertsun Cheryl

Home Phone [ 204 ] 555-1213 ™ Restricted 7
Alternate Phone {204 ) 736-458E Al ¥ Restrictad 2

Alternate Address LOT 10 TURNBULL BAY

=l
|@ javascript:__doPostBack{'al',") l_l_l_ 8 Internet

Sub/Casual Update District Profile - Availability

If the district is utilizing CIMS Sub Search module — then substitute/TOC teachers can have online
access to:

a) view their personal calendar indicating days books, days unavailable

b) allow employee to update days unavailable

¢) allow employee to update locations that sub will work at

2} Employee Connect - SubfCas Available - Microsoft Internet Explorer

Eile  Edit ¥iew Favorites Tools Help

Address [4&] netp://192.168.0.30, I rn okl ~| Go Links >
I Ogo '7 ’9 Powered by CIMS ﬁ |
Pr Emergency || Beneficiaries Payr Absence Directory | Workshop Finance PassWWord Sub/Casual
EC-0014 Contact Payroll
Contact Human Resources
- AFINOGENCOW
Substitute/Casual 1197 et NEGAs)
" Employee#
NOT Available First CHERYL
Ilay June 2008 July.
Sunday Monday Tuesday Wednesday Thursday Friday Saturday m
1 2 ot Awalmbie-Bo 4 E [ z
Date 06152008
E OMot sormilable-B0  10Met 1Mt 12Met 13 14
1Mot Available
1s 16 1z 18 19 20 21
- - - - - = = ClAaLL Day Oam  CIPm
22 23 24 25 26 27 28
29 F0Booked-BO
&] javascript:__doPostBack{'calWork!,’3091"% & Internet n
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If you want to block any date(s) to make yourself unavailable to work at the district select the date and
indicate you are not available as per check boxes presented at the right then select to save the entry.

You cannot update a date already booked. Contact district office to change already booked details.

Sub/Casual Update District Profile — Will Work at Locations

If the district is utilizing CIMS Sub Search module — then substitute/TOC teachers can have online
access to update what location(s) they will work at in the district.

There is a ‘no restriction” check box to include all locations else the employee can choose all
appropriate locations. This will immediate affect on all future sub search bookings.

2R Employee Connect - Will Work At - Micrasoft Internet Explarer

Elle  Edit Wiew Favorites  TIools  Help -

Address |&] http:{/192.168.0,30/employeeconnectEmployesCasWWork. asps N Links >

E;Sg;wt Erreplagee Carreect _——— |

Help | Profile | Emergency || Beneficiaries || Payroll || Absence || Directory || Workshop || Finance PassWord || Links || Jobs || SubiCasual || Logout

EcC-0074 Contact Payroll
Contact Human Resources

- - AFINOGENOY
Substitute/Casual Will Work FEreY Last Name

- Ernployes#
At Location First CHERYL

[J** No Restrictions - Will work at any location

% OR Select Specific Locations you will work at

DISTRICT oFFICE
JOE LOUTS ELEMENTARY

MILE SNE MIBDLE SCHOOL
REXALL SECONDARY STHOOL

[] SHEA SEGOHEARY SCHOOL
[]|sPECTRUM MIDDLE sCHOOL
WACHOWIA SECONDARY SCHOOL

&) & Internst [+

Jobs — Jobs Applied For

Use this tab to display all jobs that you have applied for and view what has been submitted in terms of
attachments and information (references, education, skills, background).

Jobs — Internal and External

Use this tab to advance to the job posting application showing available jobs. If apply is selected, then
the employee will branch immediately into his profile without having to sign in again. This is for
convenience only. An employee could apply from the Job Posting screen or from this link — same
result.
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