SISPortal User Guide

Portal User - Login

You must first log in to the portal. For first time users your ID and password will
be your employee ID in SISFin. See Payroll/Personnel department if you do not
have this information.
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Please Login

Enter your UserID and Password

UserID  |[10034 |

Password |"'_" _
version 3.11 build 100802
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First Time Login

As soon as you log in for the first time, you will see a message explaining how to
change your User ID and Password. If you choose not to change them, just click

the | f..) button.
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':\m =l Welcome, Gladys M Brown

Hi! Welcome to the SISFin Portal
To initialize your new account you have the option of changing your UserlD or Password or leaving them set as is. If you
change your userlD, it wil be checked to make sure that no one else is using it. Userid's MUST be unique. Click the
"Update UserID’ button. To change your Password, enter the new one in the Password and the verify Password fields,
then click the 'Update Passward' button. When you are finished, click home.

ﬁ Change UserlD
I UserID:‘ 10040 \m,

ﬁ Change Password

Password: ||esese

verify Password: |[esess ‘ " Update Password /7 )

Powered by School Information Systems -- a Division of Tyler Technologies www.sisk12.com

Forgot Your User ID or Password?

Click on the button, Forgot Userid/Password and the information will be emailed
to you. (Email addresses must be set up in the user’'s demographic record on the
MISC tab.)

Please Login

Enter your UserlD and Password

UserlD 10034
Password |***** _
version 3.11 build 100802

(Login £ )
_huiFnrgnt Userid/Password @) )
%

Portal Menu

Once you have logged in successfully, you will see the “Main Menu” screen.
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SISFin Portal

School Information Systems

District News
GOOD MORNING

my HRPortal
ﬁ Change UserID, Password
[ View Personal and W4 Info

o}
£® view Leave Balance

Il

¥ View Pay History
B view Benefit History
my SISFinPortal

@ Reguisitions

& Activity Clubs

B s15app - Applicant Tracking

The top portion of the menu contains HR related items.

é Submit eave Request

@ Welcome, Beth Queen

0 View lLeave Request Status

% Submit Personal Info Changes

™ View Personal Info Changes

* View Deduction History

Professional Development

@ Inventory Control

&

Fixed Asset Inventory

The bottom portion of the menu is designated for other SISFin actions and or

items.

Change UserlD, Password
You can change your User ID and or Password anytime you are logged in by

selecting “Change UserlID, Password” from the Portal Menu.

View Personal and W4 Information

When viewing this screen, if you wish to make changes to your W4 withholdings,
click on the icons provided for Federal IRS or State at the bottom of the page to

print a blank W4 to be filled out and sent to Central Office.
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6z Personal Information
MName and Address | June R Burton

123 Test Street

Testy MO
Phaone Number
Email Address jburton@school k12.mo.us
Birth Date 10/25/1962
Hire Date 9/30/2008

Federal W4 State W4

Iarital Status IMarried Married - Spouse Works
Dependents 0
Dependents State 0.0000
Personal State 0
Additional 25.00 15.00
Fixed 0.00 0.00
Fixed Percent 0.00 0.00

click HERE to print/display IRS Form W4,

RS

click HERE to print/display Missouri Form W4,

ﬁnﬂ click HERE for the Social Security Administration web site.
% Il =

Submit Personal Info Changes

If you need to request an address, name or phone # change, click the ' LOD)
button and then click “Submit Personal Info Changes” link. Fill in the fields you
wish to change and assign this request to a route for approval. Click the Submit
button.

Home

This does not actually change your information in SISFin. It is a request to have it
changed. Keep in mind that some personal information cannot be changed until
the proper legal documentation is provided.
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Only fill out the information that is changing. Leave the rest of the fields blank.

(Home ¢ ) ) Welcome. June R

Legal documentation must be turned in to Central office before name changes will take :
in SISFin.

® Current Personal Information

Name and Address

Fhons Number

Ems=il Addrass jburton@school k12.meo.us

& Enter Personal Information Changes

First Mame

Iiddle Name

LastMame

Suffix
Address
City ||Imperial
State (|MC

Zip Code ||22053
Phone (999)999-9999 (( )

Email Address

Effective Date (mm/dd 01 2010 |
Routing * || Fersennal changss o
| Submit

View Leave Balance

This screen is only for viewing your leave balances. You will also see Leave
detail of any type of leave you have used in the current fiscal year.

To make a Leave Request, click the ' Home . ) hutton and choose the link “Submit
Leave Request” from the main menu.
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(_Home ;'/-)
&
-~
{8 Leave Balance
Leave Name | Start Year | YTD Earned [ YTD Used | YTD Docked | Balance
Wacation 0.00 hours | 40.00 hours | 0.00 hours 0.00 hours | 40.00 hours
Personal 0.00 hours | 14.00 hours | 0.00 hours 0.00 hours | 14.00 hours
Sick 0.00 hours | 80.00 hours | 0.00 hours | 0.00 hours | 80.00 hours
Prof Leave | 0.00 hours | 80.00 hours | 8.00 hours 0.00 hours | 72.00 hours
P
48 Leave Detail
Transaction Date | Leave Units First Day | Last Day | Description
5/30/2009 Prof Leave | 8.00 hours | 10/20/2009 | 10/20/2009

Submit Leave Request
When submitting a leave request all fields containing * are required.

The Duration field should be entered in either hours or days depending on your
system setting in SISFin. If you track leave by hours, enter number of hours you
are requesting to be absent. If you track your leave by days, enter the number of
days you are requesting off.

Use the drop down menu to choose which type of leave you are using for this
absence.

Choose the route this leave request must go through using the drop down
provided.

If a substitute is required for that period, please place a check mark in the field
provided.

The comments screen is anything you wish to convey to the approvers and or to
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payroll. Example: Please call J. Smith in as my sub.
Example: 2 PM daughter’s doctor appt.

Using the drop down provided, choose which location you will be absent from.
If you only work in one location, you will only see one option.

7 submit Leave Request * = required entry

Name

June R Burton

From Date (mm/dd/yyyy)*|[10  |/[23 |/[2009 E
To Date (mm/dd/fyyyy)*|[10  [/[23 | /[2009
Duration* | |8
Type of Leave*||Sick v
Leave Request Routing™|| Leave - CO -

Substitute Required | O

Comments

type comment here

Location

[ School Information Systems B2

| Submit v )

View Leave Request Status

To view the status of your reque§_ts click the link provided on the main menu.

O View Leave Request Status

Date
Step| Status | Mote From Date To Date Duration | Location
Requested
1 | Approved Tuesday, Oct 20 | Tuesday, Oct 20 .00 Sep 20, 2000 This request has been po.sted Contact your supervis
2009 2009 want to cancel or change it
2 | Approved
pp I
Friday, Oct 23 Friday, Oct 23 e ——
1| Pending ricay, e ricay, ¢ 800 Oct2 2000 |( Cancel X
2009 2009
2 | Pending

You may cancel a leave request anytime prior to it being posted in SISFin by
clicking the .Cancel X | putton. If leave has been posted please contact your
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Payroll department to cancel.

View Pay History
When viewing pay history, you have the ability to choose from which fiscal year
using the “Year” drop down. If you want to print a pay stub, you must have adobe
acrobat reader, (version 9 or higher) installed on the computer your are printing

from. Click button.
Print Stub ..

(Home €. & Welcome, June R Burton

&
6.0 = Pay History Year |July 1, 2009 to June 30, 2010 |+ Page 1 of 1
July 1, 2008 to June 30, 2009
Gross Fed| State) City Qs0I | Medi PSRS | PEERS | Oth — 20090Jne LR Check
Pay Tax Tax | Tax fedicare & Ded cLray Date £

6.000.00 | 486.91 | 221.00 | 0.00| 0.00 87.00 | 866.46 0.00 0.00| 532.00|3,806.63|7/20/2009 |212407 |( PrintStub = )

6.000.00 | 486.91 | 221.00 | 0.00| 0.00 87.00 | 866.46 0.00| 0.00| 532.00|3,80663(8/20/2009 |212415 |( PrintSiub = )

6.000.00 | 486.91 | 221.00 | 0.00| 0.00 87.00 | 886.48 0.00| 0.00| 532.00(3,808.63|9/20/2009 |212425 |( PrintStub = )

The View Benefits and View Deductions links allow you the same options as
View Pay History.

Each time you want leave the current screen, click the home button to return to
the main menu.
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