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QSS/OASIS Employee Maintenance

Feature Discussion
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Feature Discussion

A Ability to build and work with a list of employees
A Ability to save and recall employee lists
A Navigation tools for employee lists
A Multiple choices for searching and retrieving employees
A Flexible settings for an individual experience
i 9YLX 28 SSX
I Auto-highlight required fields
A Local configuration options
i Favorites
| Hot Keys
I QuikPeeks
i Configure Search
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Feature Discussion (continued)

A Personnel dataforms

A Professional dataforms

A Position Control dataforms
A Payroll dataforms

A Navigation Tools
I Default Home Field
I Custom Home Field
I Region Home Fields

I QuikTakFields
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QSS/OASIS Employee Maintenance

Main Fom
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Employee Maintenance Main Form

Eile  Options Window  Help+Video  Hot Keys

PR P L +EEE '

Search tree for screen Search Panel
= L : . B
- Favorites By SSN | By Ext Ref | By Name | By D District : [ Include Terminated Add to grid %
u-Personnel e Selected Employes/List/Applicant
- Professional Hep [ v] P BB
- Position Control
w- Payroll SSN - Ext Ref#: Term :
Search Results [Press (id + Enter to select the highlighted employee/applicant]
MName D G Birth Date Ty RS Home Phone Site BU
4 »

| Yr: 2008 Dist: 39 Site: 1 GS: W | 9/28/2015 | 3:28:28 PM
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QSS/OASIS Employee Maintenance

Employee Search
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Employee Search Simple
SSN, Ext Ref, Name or ID

2+ Employee Maintenance 39 - The Train USD -10] x|

File | Options | Window Help Videos HotKeys
— oo
<75 ([ searchbyssN Cirl+Alt+5 |u ]
% Search by External Ref  Cirl+Alt+E
@ | 5earch by Name Ctrl+Alt+M
Search by ID Ctrl+Alt+ — Search Panel
RarE T naEE T aa =l By sSN | By B FHl - 7 | District: [35 - I™ Include Terminated [~ Add to grid
lame
Search F3 Selected Employee/List
Advanced Search Cirl+alt+a I ﬂ j =
s T SSH - .
#  Clear search results Ctrl4F1 ExtRef#:
Change 55N F10 —Search Results [Press Ctrl + Enter to select the highlighted employes]
4 AddNew Employee Fg | MName | 1D | G | Ty | Site | BU | RC | LG | Teminated | Work Phone
] Grid Output shift+F11
[ Print Screen F11
m First Employee Shift+F5
Previous Employee F5
Mext Employes F&
B LastEmployee Shift+F6
View Auto-oad Settings Ctrl+M
Enable Favorites
Edit Employee Lists Cirl+L

Yr: 2008 Dist: 39 Site: 1 GS: W [ 2/22/2013 [ 2:10:51 PM _;:
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Employee Search Settings

SSN, Ext Ref, Name or ID

39 - The Train USD

2+ Employee Maintenance

File Options Window Help+video Hot Keys
=%l Show Status Ctrl+F12 m
|=x >l
| Settings 4 | Load N 2
“®  Clear Settings on Exit Save...
%  Exit Fi2 Save As... L4 Include Terminated I Add to grid
- Termination (TE) EEE= > Employeel/List
- Employee 10 Maintenance I— Employee ER, REALLIE LI e ="
- Comments (CO) —
Employee Search » By 55M Ctrl+0
- Client Defined (CL) el | Y
--Name Change History Default Masterfile Sort 3 By Ext Ref Cirl+1 | |
- Employment Verification (VE) [ Searcl FYHDATE Range... By Mame Ctrl+2 | D
- Leave Information (L) QuikPeek. .. By ID Ctrl+3
Elem-afits- Management (BM) Previously Viewed List Sort chronologically when Add to grid is checked 1
- Applications (AF) R —— N
- Action Log (AL} , . 0z |av (650)372-0200
. Action Log History (AH) —_ Auto-activate on Mouse hover
- Search Action Log History Auto-highlight required fields o0z Av
- Wiew Audit Log Auto Action Log D2 AN (650)372-0200 x608
Etumllc LabT:I] F'rlnlt Put cursor in search panel when this screen is activated oo v
- Employee Data Import i 72
. . | Show info icons when highlighting required fields on dataforms 2 (650)372-0200 <608
=- E_m&rg&ncy.ll'\-"l&dlcal
i Emergency (ME™)
mmunizations (ME*)
Medical (ME*)
- Handicaps (ME*)
[+ Professional
[+ Position Control
[+ Payroll

¥r: 2008 Dist: 39 Site: 1 GS: W | 2/24/2013 [ 1:43:33 PM .:
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Employee Name SearahHelp

Employee Search Help

Employee search tips

Print Close

_ (ol x|

The general format of a nams search is

LastName[, FirstName]

LastName (R) :

You can search for employee last names by any of these methods:

SEARCH TYPE | EXPLANATTION

Type a last name, such as PETERSOM. The search matches the name you
typed, as well as other similar sounding names, such as PATTERSON,
PETERS, PETERSEN, AND PETEERETIN.

For this and all other searches by name, the names are not case
sensitive. In other words, all of the following are the same:
PETERSOM, Peterson, peterson, and pETERSON.

Soundex

To search for an exact match to a last name, type the complete namse,
followed by a space and a slash (/).

Exact Match
PETERSON

Be sure to type a space between the end of the name and the slash.

For example, type the following to match only the last nams PETERSON:

You can combine an exact match and a soundex search, as in the
following example:

LAR/SON
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Employee Search Advanced

%+ Employee Advanced Search ;IEIEI

File  Options

{_; P H x %I |=$ .:; Saved Searches

(GereralInformation | Dates | Payrol |

District: |39 - The Train USD | Terminated : | |
Name: | Gender - |—;[
Street Address : | City: |
State: | | Zip Code :
HomePhone: [(__ ) _ - ‘orkPhene: [(__) [ PayrollFosition control Y- |

q
2
2
.

™
0

Employee type :
Worl location :

Job category :

1
1

Job code :

Spuh|
<11

]
T
]

-

‘wiork calendar :

il
171 | =
11

I_
alary schedule : I_ I_

Report code : I_ I_

Leawve group : I_ I_ I_

1
m

177509497 1)

1110100

EEEEgee

1114

171

91171 1

Bargaining unit :

el

Termination :

M| m M) M) Mmj M| M m| m 5}

El

Ethnic code :

4 4 4 A A A L] A L] A L] 4

Race ethnic :

Race code :

&)
4

[
L. 0

RNy

| | e o | o | o o o | o | |
ENEEEE==gaEEN

AT
-
q
-
q
-
q

| Yr: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 | 8:20:18 AM
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Employee Search Advanced (cont.)

%+ Employee Advanced Search

File  Options

Pl X

|=3F ':; Saved Searches

=10l |

' General Information :_'

i| Payrol |

—Hire Date —Onginal Hire Date — Rehire Date — Termination Date
Start: |_/_/ Start : I_f_f_ Start : I_f’_f_ Start : I_f_f_
End: |_/_/_ End: |_/_/ End: |/ _/_ End: |_/ /
— TB Expiration Date —Fingerprint Date — BEvaluation Due Date —Last Check Date
Start : I_f’_f_ Start : I_f_f_ Start : I_f’_,-’_ Start : I_f_f_
End: |_/_/ End: |_/_/ End: |_/_/ End: |_/ /
—Senionty Date — Previous Senionty Date —Misc Date
Start : I_J-’_,-* Start : I_f’_f Start: |_/_/
End: |_/_/ End: I_f’_f' End: |/ _/
r— Birth Date — Longevity Base Date
Start: |_/_/ Start Month/Day : _f_ Start : I_J"_:" Start Month/Day : I_:"_
End : A End Month/Day : |_/__ End : Ly End Month/Day : I_,.r_

—Anniversary Base Date

Start : |_f_i

End : ;i /

Start Month/Day : |__/__
End Month/Day : /

Yr: 2008 Dist: 39 Site: 1 GS: W | 8/8/2012 | 8:31:14 AM
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Employee Searchh Advanced (cont.)

2+ Employee Advanced Search =]

Fle Options

Z_f;':h?al' Fields ~ ©753 H x %I |=$ ,:; Saved Searches -

" General Information I Dates PEI‘.-'TO|||

Iﬂﬁl Paylocstion= [ [ [ [ [ [ [ [ [ [

Iﬂil F’avobd51|_|_|_|_|_|_|_|_|_|_

2 =] il Control group : | | | | | | | ! ! !

lﬂﬁl Resystem:[ [ [ [ [ [ [ [ [ [

2 =] il BakTRype:[ [ [ [ [ [ Bank ABA Number : |

Iﬂﬁl Pay schedule | | | | ! ! ! I
IﬂﬁSEtDedprﬂmﬁil | | | ! ! ! | I I
s el

—Payroll Select — Tax Information —ACA Class Selection

Exempt
ﬁil Pay name : I Federal :
Date paid for payroll select I_f’_f’ State :

County :

alalalalal

ACA Class

Class Assignment

! [

Payrall Select constraints are not supported
yet, and will be ignored in evaluating the City -
search results. We shall advise when we 15y
phase in support for these parameters.

Local :

[9:)
g
718
Lol Ll Lo Led Lo

| Yr: 2008 Dist: 39 Site: 1 GS: W | 2/18/2014 | 11:09:51 AM .:
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Employee Search Import
B oo s CeeeE w‘

File | Options | Window  Help+Video  HotKeys
<39 o % Search by SSMN Ctrl+Al+S
L. Search by External Ref Cirl+Al+E
@ Search by Mame Ctrl+Alt+N
Se Search by ID Ctrl+ Alt+I
Put cursor in current search field Fl1 bk - : i 4 4ak i
__ Bd Ref | By Name | By ID District : [[7] Include Terminated [¥/] Add to grid 3 »
-- iL  Search F3 Hel Selected Employee/List/Applicant
" . }.; Advanced Search Ctrl+Alt+A [ v] P B
- N |
“%  Load Employee(s) from File/Clipboard  Ctrl+I |
= Expand tree Ctrl+E Bt Ref 7 Term:
?—; Collapse tree Ctrl+0 s \Press Cird + Enter to select the highlighted employee/applicant ]
c -
select Highlighted H Name D G BithDate Ty RS Home Phone  Ste BU
¥ Clear search results 3
#  Refresh search results Ctrl+R
Change 55N F10
aF  Add New Employee Fg
Add Substitute Employee Ctrl+F9
[ Grid Qutput Shift+F11
L Print Screen F11
&l First Employee/Applicant Shift+F5
Previous Employee/Applicant F5
Mext Employee/Applicant F&
I Last Employee/Applicant Shift+Fb
Undeo Load/Remove Employee(s) Ctrl+N
Redo Load/Remove Employee(s) Ctrl+D b
Wiew Auto-load Settings Ctrl+ M
Enable Favorites
Edit Employee Lists ] [¥r: 2008 Dist: 39 Site: 1 GS: W | 9/28/2015 | 3:32:48 PM
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Employee Search Import (Cont.)

Eile  Options

ORPPIXEB

[#f] Remove header line from Import data [¥#] Append Import Data
ExtRef/S5M

[N
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Employee Search Import (Cont.)

Organize * Mew folder

MName Date modified Type Size
1

i Favorites
Bl Desktop |IZﬂ EmplList 9/28/201511:14 AM  Microsoft Excel W... S KB

4. Downloads

=l Recent Places
% iCloud Photos

m

. Libraries
3 Documents

J‘.‘ Music

=/ Pictures

E Videos

1M Computer
& o5
CD Drive (F) U3 ¢
m Cruzer (G:)
¥ ntoublic Mntsra ™

File name: Emplist

Open |v] ’ Cancel
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Employee Search Import (Cont.)

Eile  Options

ORPPIXEB

Rows processedi& Errors:0 - Complete.
[#f] Remove header line from Import data [¥#] Append Import Data
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Employee Search Import (Cont.)

|

I| File Options
oF | 8

Employee Load Status

V Mo employees already in the search grid detected.
V Mo Invalid Employee [D values detected.
V Mo Ingccessible employess detected.

6 of b requested employees were loaded.
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Employee Search Configure Search

Eile | Options  Window  Help+Video  Hot Keys

i B
£2+ Employee Maintenance (EmployeeMode) 39 - The Train USD QSSIOE _@@g
- —— e

|5 Show Status Ctrl+F12 '

View recently added employees/applicants [Empty]  Alt+V

Made r
| Settings 4 | Load
Reload All Master Files Save.. [#] Add to grid s %
Reload Selected Master Files Save As... bt
Enable Auto Reload of Master Files Delete - e =1
i . _ . =5
Clear Settings on Bxt Employee/Applicant...
¥ Exit F12 Employee Search | By SSM
Search Results [Pn Get Employee Default By Ext Ref
Na Default Masterfile Sort By Mame
-T ATHENA, MA PYHDATE Range... By ID
" [ (MAGGIE) QuikPeek... Ctrl+Q Sort chronologically when Add to grid is che
COOPER, RE . . . . .
(SNIKSTER) Previously Viewed List Select retrieved employee/applicant when Ac
PERSMIKITY Color Mode Include Applicants
[SNIKSTER) e M h :
PERSON, RE uto-activate on Mouse hover Cenfigure Search...
(DAPINO} Auto-highlight required fields Configure Search Results Eraser...
SMITH, GRA Put curser in search panel when this screen is activated @15 oot |
Show info icons when highlighting required fields on dataforms
Default Program Mode
Printer Selection for Print Screen
4 4
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Employee Search Configure Search (Cont)

%ssé BO® % 3

' I
| Available Additional Fields Selected Fields
w Include 2% Include All Move Top Move Up Mowve Down Move Bottom Exclude Exclude All
- Default Custom ) - Default Custom ) )
Description T T Action Description T T Display  Action
» Employee Rehire Date Rehire Date Rehire Date Include Gender G G v Default

Employee Anniversary Base Date | Ann Base Date Ann Base Date Include Employee Bith Date Birth Date Birth Date v Exclude
Employee Longevity Base Date | Long Base Date | Long Base Date | Include Employee Type Ty Ty v Default
Employee Evaluation Due Date | Eval Due Date Eval Due Date Include Employee Retirement System RS RS v Exclude
Employee Original Hire Date Crig Hire Date Crig Hire Date Include Employee Home Phone Mumber | Home Phone Home Phone v Exclude
Employee Fingerprint Date Fingerprint Date Fingerprint Date Include Site Site Site v Default
Employee Seniority Date Seniority Date Seniority Date Include Bargaining Unit BU BU v Default
Employee Previous Sen Date Prev Sen Date Prev Sen Date Include Employee Hire Date Hire Date Hire Date v Exclude
Employee Group Code GC GC Include Report Code RC RC v Default
Employee Work E-Mail Worle E-mail Worle E-mail Include Leave Group LG LG v Default
Employee Ok to Rehire OR OR Include Temination Date Teminated Teminated v Default
Employee Ok to Pay (o] (o] Include Work Phone Work Phone Work Phone v Default
Employee Pay Location FL FL Include

Employee Pay Code PC PC Include

Employee Pay Schedule W4/P5 W4/P5 Include

Employee Stat. Ded Profile W4/5DP W4/5DP Include

Employee Control Group CG CG Include
DPO DPO

Employee Defemed Pay Option Include

Employee Fed. Marital/Exemp. Fed.M Fed.M Include
Employee State Marital/Exemp. | Sta.M Sta.M Include
Employee Retirement AC Code | Ret Code AC Ret Code AC Include
Employee Retirement Codes Ret Codes Ret Codes Include
Employee ACA Cument Class ACA Cumrent ACA Current Include
Employee ACA Previous Class ACA Previous ACA Previous Include
Employee ACA Mode! Class ACA Model ACA Model Include
Employee Last Check Date Last Check Date | Last Check Date | Include

Employee Last Check Number Last Check Mo Last Check No Include
Employee Last Check Amount Last Check Amt Last Check Amt Include

[ ¥r: 2008 Dist: 39 Site: 1 GS: W [ 9/28/2015 | 3:44:08 PM
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Employee Search Add to grid

%+ Employee Maintenance 39 - The Train USD 1Ol x|

File | Options | Window Help Videos HotKeys

et g i g FelimR=gl - | > >

Search complete. 1 record(s) found.

= Personnel

- Demographic (MA) .
- Terminaticn (TE) By 55N By Bxt Ref | By Mame
- Employee ID Maintenance

- Comments (CO) ICIU:LCIUE

- Client Defined (CL)

- Mame Change History Ext Refff : 001006 SSH - 0-K-1000 SEID: 7776665554
- Employment Verification (VE)

—Search Panel
District : |39 hd [ Include Terminated Add to grid

E‘yIDl

Selected EmployeelList
“PAIN.THUE x| o> &

. Leave Information (LV) —Search Results [Press Ctrl + Enter to select the highlighted employes]

- Benefits Management (BM) Name E"“Ffj‘;a' G | Ty |Ste BU | RC | LG | Teminated Work Phone
- Applications (AP)

. p— e 2 1o lay P ————
- Action Lag (AL) PAIN, TRUE 001006 F [rr [ooze [oe [o2 [av (650)372-0200

- Action Log History (AH)

- Search Action Log History
- Wiew Audit Log

- Quick Label Print

- Employee Data Import

- Emergency/Medical
- Professional

- Position Control

(- Payrall

| [ ¥r: 2008 Dist: 39 site: 1 GS: W | 2/22/2013 | 2:29:23PM :
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Employee Search Grid Output

mplovee Seal =
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