POUDRE SCHOOL DISTRICT — EMPLOYEE ONLINE USER GUIDE
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Logging In to Employee Online

Employee Online Address
Employee Online can be accessed by going to: https://employeeonline.psdschools.org

Login Instructions

Employee Online is connected to the PSD Microsoft Single Sign-On (similar to most PSD web applications
such as Synergy, Microsoft Email, etc.). If you go to the Employee Online link when not signed into the
SSO, you should be taken to the Microsoft Sign in page as shown below:
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EPOI DRE SCHOOL DISTRICT

Sign in

<username>@psdschools.org

Can’t access your account?

Use your PSD network username and password to
login. If you have problems signing in, PSD staff
please go to it.psdschools.org. For students and
families, please go to techportal.psdschools.org.
Unautharized access is prohibited and may result in
disciplinary actions and/or legal proceedings.

Q Sign-in options

Enter your full @psdschools.org email address and then click Next.

.
\% FOUDRE SCHOOL DISTRICT

< username@psdschools.org

Enter password

<your PSD password>

Forgot my password

Use your PSD network username and password to
login. If you have problems signing in, PSD staff
please go to it.psdschools.org. For students and
families, please go to techportal.psdschools.org.
Unauthorized access is prohibited and may result in
disciplinary actions and/or legal proceedings.

Enter your PSD (domain/Windows) password, and click the Sign in button.
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Note: if you are already signed into the SSO from another web application, it should take you directly to
your Employee Online page, no additional sign in needed. Please see the Troubleshooting instructions at
the end of this guide if you are not able to sign in.

Navigation
Welcome Screen
ﬂl| Menu ~

Home

l Poudre School District

Welcome to the Poudre School District Employee Online site!

Use the Menu drop down to find links to your Employee information, including Pay Stubs W-2s.

At this time Employee Online is informational only. All changes to your information should be submitted to the Payroll Department.
Futs will allow ‘to change their own il ion. Ci icati ing these will be sent as they become available.

Payroll Information

1. Click on Menu

A | Menu-

< Employee Online Hofme Directory

Welcome Employee Directory
Home

>

B %o

Payroll Information >

Personal

>
Information

Benefits 3.

2. Click Payroll Information (on the left-hand side)
- — 9

A | Menu -

Personal Leave Tracking

>
Information

Check Stub
Check Stub

Benefits ?

< Employee Online Payroll Tax Forms

Tax Withholdings 1095-C Affordable Care Act (ACA)
Home >

Direct Deposit W-2
Payroll Information > Deferred Compensation

3. Click desired link between Tax Withholdings, Direct Deposit, and Deferred Compensation screen

A | Menu~

Payroll Information B

Tax Withholdings
Deferred Compensation
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Note: Leave Tracking will show you up to three years of earned and used hours in each of your leave
categories. Leave time is accrued monthly, August through May. Year-round employees also accrue
vacation and sick leave in June and July.

Licensed employees: please be aware that the date for your used leave time will show as the end of the
month in many cases. This is due to the complex calculations to have PTO hours used first.

Check Stubs
Check Stubs (previously Leave & Earnings Statements) are available in Employee Online starting with
2018 and later.

A | Menu-

Check Stub B

Check Stub

You can access your PSD check stubs by clicking on the appropriate links below. To save a PDF copy, click on the Export to PDF button in the top right of your

check s1ub.

Check Date Check Number
06/28/2019 1286371
05/31/2019 1281640
04/30/2019 1276828
03/29/2019 1272036

Check Stub has a new look:
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Belora T 891
et Chack CR DIRECT 240338
DEPGSIT sa2320
TOTAL Wages

Summary

Amoun
5240318
=

539763
s18322

Export Check Stub to PDF

In the desired check stub, click the . button near the top-right of the check stub to export the file as
PDF. This will allow for easier saving and printing of the check stub.
Tax Withholdings

Employee Online allows for changes to Tax Withholdings up to 10 days prior to payday to be effective

for the current month. No changes can be made starting 9 days prior to payday. On payday, changes can
be made for the following month.

Changes saved will be sent to Payroll for review and confirmation and cannot be changed again until
that is complete.

Tax Withholdings

Federal W-4 tax withholding form and instructions can be found at: https:/WWww.irs.gov/pubfirs-pdfifwa.pdf

By saving these changes, | declare under penalties of perjury that this information is true, correct and complete to the best of my knowledge.

4 Federal Tax Withholding

A(c) Filing Status * SINGLE B Record Status A
Gomplte the following steps ONLY if they apply to you

2(c) 2 Jobs Total a

3 Dependent Amount Total 0.00

4(a) Other Income 0.00

4(b) Deductions 0.00

4(c) Additional Withholding 0.00

Additional Withholding End Date 1242112050 ]

4 State Tax Withholding

Filing Status * SINGLE ‘v I Record Status A
Exemptions

Additional Withholding 0.00

Additional Withholding End Date 1243112050 ]

Please ensure both Federal and State Tax Withholding entries are correct per IRS instructions before

clicking the save button on the top right of the section.
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Direct Deposit

Changes to your Direct Deposit information can be made between the 1 of the month and 15 of the
month to be effective for that month’s payroll. After the 15%, no changes can be made via Employee
Online until the following month.

Changes saved will be sent to Payroll for review and confirmation. Changes that are waiting for approval
will say “Pending Approval”. Changes can still be made while in Pending Approval status.

Payroll Information B

Unsaved Changes
NOTE: You may make changes to your direct deposit information from the first of the month through the 15th of the month.
Immediately contact payrolll@psdschools org if

1. You have closed your account after the 15th of the month
2. If you do not see your bank listed in the drop down menu

4 [PENDING APPROVAL] Bank of America, N.a. (011200365) - Checking (NET) '@
Bank * Bank of America, N.a. (011200365) v John Smith
1234 North Main St. Date. A
Anytewn, USA 65000
Account Number * 1234564 @ Pay to the order of 5
Dollars

Account Type * Checking X f::";:;“;'d Bank
Anytown, USA 65000
Amount Type * NET x 124000543 <9902 000693> 0799
N\
BANK NUMBER ACCOUNT NUMBER

4 Checks in Month

First Check

Adding a New Direct Deposit Account
Expand the Direct Deposit menu and click the O button near the lower-right of the section.

Start typing the name of your institution in the Bank field. When you find your bank in the list of options,
please ensure the 9-digit routing/bank number matches the routing number on your account. There
could be multiple banks with the same name having different routing numbers.

N
Click the ? button next to the Account Number and enter your account number.
Choose Checking or Savings on the Account Type.

For the Amount Type, choose AMOUNT and the fixed amount value that you want deposited in it can be
entered in the Value field.

If you need to add the new account as your NET account, that is your primary account that will receive
the balance of your pay, you will only select NET and no dollar amount will be entered.

When you are ready to save your information, click the
screen.

near the top-right of the Employee Online

Updating a Direct Deposit Account
Expand the Direct Deposit menu and click the gray tab containing the account you want to change.
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If your bank is changing, start typing the name of your new institution in the Bank field. When you find
your bank in the list of options, please ensure the 9-digit routing/bank number matches the value on
your account. There could be multiple banks with the same name having different routing numbers.

&
Click the if your account number is changing.

Complete other changes as necessary, but only one account should be NET.
2
When you are ready to save your information, click the — near the top-right of the Employee Online
screen.
Removing a Direct Deposit Account

Click the .@ on the tab of the account you wish to remove. You cannot remove your NET account. If
you are changing your NET account, just change all affected information on the existing account.

&,
2

When you are ready to save your information, click the near the top-right of the Employee Online
screen.

To undo the removed account before saving, click the

Personal Information
.

-ﬁ | Menu +

| « Employee Online

Employee Education and Skills Job Information

Perzonal Information Education Current Position
Home

Emergency Contacts Skills Historical Positions
Payroll Information Family Information Licenses and Certifications

Personal Attachments Courses
Information Tuition
Benefits Training

Helpful Links

Expand the section of interest that you want to review/make changes on.

Employee

i

Personal Information

Emergency Contact

Family Information

Personal Information Changes
Changes can be made to your Address, Personal Email, and Phone Number(s).

M
When you are finished making changes, click the save — button on the top right of the section.
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Emergency Contact Changes
Changes to Emergency Contact information can be done by expanding the contact card.

If you need to remove the emergency contact, click the I} near the top right of of the contact.

If you need to add a new emergency contact, click the O in the lower right of the section.

=
When you are finished making changes, click the save = button on the top right of the section.

Troubleshooting

If you are not able to log in to Employee Online, please clear your browser cache and cookies (press
Ctrl+Shift+Del while in the browser), restart your browser, and then go back to
https://employeeonline.psdschools.org.

If you are still having issues accessing or using Employee Online, please submit a ticket to
https://help.psdschools.org using request type HR/Payroll > Employee Online > Access Issues or call 970-
490-3456 to talk with the IT Support Center team.
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