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Purpose

 Understand new Grid Settings and how
they can be used

 Ready to use employee lists

 More familiar with settings in employee
maintenance
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.ﬂ? Qss CDntrDICenhe_rQO —_S.C.COUNTY QFFICE OF EDUCATIONQSS/OQASIS [1.43.3_)‘ Elﬁlﬂ‘
File View District Year Go Messages Window News Help+Video
=7 Favorites

o 39 * Employee Maintenance

------- <i* Vendor Lookup

------- := Job Menu

------- ¥ Print Manager (LSPOOL)

5
-/ Print Manager / Job Menu / Utilities
F-/ System Admin
-/ Finance
[#-/ Fixed Assets [ Stores
7 W2 / 1099

=7 Human Resources / Payroll

| % * Employee Maintenance

------- §= Absence Tracking

| & CA Retirement

=+ HR Reporting and Downloading

%’ HR Report / Job Selector

5@ Personnel Downloader

@ HR Query

&1 CTC Credential Display

2= Absence Tracking Job Menu

| 2= Benefits Management Job Menu
2= Payroll Job Menu

2= Position Control Job Menu

- Master Files / Utilities

------- ¢ Budgeted FTE

------ ¥ HR Work Flow

------ [ Professional Development System (PDS)
------- Bz Substitute Teacher Tracking [Preview]

------ [EC Employee Self Service (ESS)

Last Run: 10/29/2014 10:33:02 ¥r:2015 Dist:90 Site:0 GS: W | 10/29/2014 11:47 AM
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Employee Maintenance Window

File Options Window Help+Video HotKeys

PR PR =8

Search complete. 38 record(s) found.

+- Favorites

+- Personnel

+- Professional
-Position Control
- Payroll

Search Panel
rict : [¥] Include Terminated [] Add to grid %

Selected Employee/List/Applicant
[ Jos

Ext Ref# : No ExtRef SEID: n/a Term : 07/15/1999

‘BySSN]ByEnRef By Neme | ByID |

F

Help

=

Search Resuilts [Press Cirl + Enter to select the highlighted employee/applicant]
Name SSN Eval Due Date CG Site Ty BU RC LG Work Emai

[
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Navigation

« Save and find is the quickest way to
move from one employee to another

 Avoids rebuilding screen
 Avoids rebuilding validation lists

CTRL-F10 =
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PR Example

90 - SANTA CLARA COUNTY OFF OF EDU [=lE] =

QSS/OASI el —

@-‘Paytines
File Options Navigation Window

@Reset iﬂRecalculate X H H c‘-ﬁ L] ‘;:3 8@ Switchto: v+ | Comments v = AllPosns » Prime Posn ~ Deductions ~ | PayLines v ChecksCY v Checks FY ~ = ChksRange ~
ChangeMode
Show SSN Li‘l 8976-09/23/2014-10:19:49

Pl 15 [@ : New...-|[Co...~ :g Ret Sys: 02/00

1/1-NML [2/2-vac [ 3/3-¢To]

Placement 440440M FTE M Adj

§3 + 41.0 -~ 05 v 10000 |/ [[] 4.404.40

Hr Rt Base Pay Base Ret O MoiYr DafYr HriDay ‘orkCal BU Class Link

2636 440440 4,404.40 ] 1200 26100 800
==

4 o Get Employee by Name/ID — -

Pos Code
001400  ADMINISTRATIVE ASSISTANT II

File  Options

Bonus 1 Bonus 2 Bonus 3 Bonus 4 Al Pet
[sstove ~|| | 2l -] CelEdl nl= 000
Pay: 165.00 0.00
Ret: 165.00 Please enter Employee ID : %00
OR
D Rate Units RT
L -

E] 4,569.40 % 1.00% -
Adjustment > B 0.00 0.00 0.00 [:] 0.00 08 1 1

Name Pay Schd HRDAY S B Start End User Annual Contract FTD Paid
0.00 15 WA W, - 54,832.20/ 00 6,459.59
4p Add X Delete 5 Delete All ™ Acct Copy [ Acct Copy+ ¥ Acct Copy All Acct Paste ~ Acct Add From Copy ~
SBI Ex-Gross FID Paid

Prcnt Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr
4,569.40 6,459.59

- £00-0000-0-2424-00-0000-7200-713000-000-4100
4,569.40 6,459.59

100.00 **Totala**
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3/-' Demographic

ass/oasis I (oo o=l

90 - SANTA CLARA COUNTY OFF OF EDU

File igation  Window
H H f’ff.l ,Q g& Switchto: + Comments + AllPosns » | PrimePosn v  Deductions + PayLines ~ =
=+x.**.  SFiDnfa MAPR [ChangeMode :
Show SSN 4] 5719-06/02/2014-14:33:22 .:
Title Last Name First Name l. Preferred
=
Mailing Address : ] V] Restrict %5
City: SAN JOSE = State : ZIP: 95121 5
Hm: (408) 531-9696 T: v [] Restrict :‘T*Irk: (000) - Ex: i 5 v Oth: |(000) - T
Work email :
Home email :
Resident Address :
City smte: [ =] zp:
Hire: 11/16/1987 ~ —3"5 Rehire : Original Hire: 07/27/1987 Date of Birth - 07/10/1951 ~ -3'1?
Longbase: 12/01/1987 Annbase: 06/01/1987 TBEx: 01/01/2016 Evaluation due : 04/15/2014
Fingerprint : 4 Seniority : 11/16/1987 Prev Seniority : Misc :
Type: ﬁ Group: 1 Gender: F "’1T 19: Bargaining unit : |05 — OTBS v
Ethicity - % Repcode: Citzen: [~
Hispanic/Latino: [ | Race: [ v[ VI vl vl v]
Ethnic/Race : :] Disabled: [ ] Veteran: [] #Dependents: 0 Fringe: [7] Loyalty: []
[ ¥r: 2015 Dist: 90 site: 0 GS: W | 10/29/2014 | 2:27:24 PM .
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New Grid Settings for Employee
Maintenance

 Add columns to grid
e Remove columns from grid
e Rename column Headers

(
(S Santa Clara County

? Office of Education



New Configuration Option

Search Panel

[ [ I ] District : [ Include Terminated 7] Add to grid|| ‘&

By SSN | By Ext Ref | By Neme | By ID o @
' ; Selected Employee/List/Applicant
Help =
| Joa

Ext Ref# : 500018 SEID: Term : n/a

Search Results [Press Cirl + Enter to select the highlighted employee/applicant]

} Name SSN a CG Site PL Ty BU RC LG  Work Email

@

Office of Education
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File  Options

QL wOB O’ % Ed

Available Additional Fields

¢ % Include |27 Include All

Default

Custom

(
(S Santa Clara County

Y Office of Education

Description Header Header Action
Employee Bith Date Birth Date Birth Date Include
Employee Hire Date Hire Date Hire Date Include
Employee Rehire Date Rehire Date Rehire Date Include
Employee Anniversary Base Date | Ann Base Date Ann Base Date Include
Employee Longevity Base Date | Long Base Date | Long Base Date | Include
Employee Original Hire Date Crig Hire Date Orig Hire Date Include
Employee Fingerprint Date Fingerprint Date Fingerprint Date Include
Employee Seniorty Date Seniorty Date Seniority Date Include
Employee Previous Sen Date Prev Sen Date Prewv Sen Date Include
Employee Group Code aC GE Include
Employee Home Phone Mumber | Home Phone Home Phone Include
Employee Ok to Rehire OR OR Include
Employee Ok to Pay QF OF Include
Employee Pay Code PC P Include
Employee Pay Schedule W4/PS W4/PS Include
Employee Retirement System RS RS Inchude
Employee Stat. Ded Profile W4/5DF Wa/50F Include:
Employee Defered Pay Option | DPO DPO Include
Employee Fed. Martal /Exemp. | Fed.M Fed.M Include
Employee State Martal/BExemp. | Sta.M Sta.M Inchude

Selected Fields

~ Move Top E=S Move Up EZ Move Down

© Move Bottom

| 3¢ Exclude *¢ Excl

Default

Custom

Description Header Header Display  Action
Worc Phane Wark Phone Workc Phane Default
Employee Evaluation Due Date | Eval Due Date Eval Due Date Exclude
Gender G G Default
Employee Pay Location PL PR [ | Exclude
Employee Control Group CG CG BExclude
Site Site Site Default
Employee Type Ty Ty Default
Bargaining Uit BLU BU Default
Report Code RC RC Diefault
Leave Group LG LG Diefault
Temination Date Teminated Teminated Default
Employee Wark E-Mail Work E-mail Waorlc E-mail Exclude




Columns Have Changed

Search Panel

r | I ] District : [¢] Include Terminated (] Add to grid 3
| By SSN | By Bxt Ref | By Name |ByID | istri (0 ~|@ B %

Selected Employee/List/Applicant

Help

patterson

Ext Ref# : No ExtRef SEID: n/a Term : 07/15/1999

Search Resuits [Press Cirl + Enter to select the lidiidied employee/applicant]
Name SSN Eval Due Date CG Site Ty BU RC LG Work E-mail

P or mms s o as s s mm s omm cem o LW (R¥aY Wi I
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o= Configure Employee Search Fields -

File  Options

O 88 oY %[y

PRy S

Available Additional Fields Selected Fields
» Include |2 Include All Move Top E= Move Up E= Move Down Move Bottom Exclude Bucle
Description Ezfaadu:r Ell'elztgg Action Description ngaadu;tr E‘EIF:S; Display Action
3 .Emplc:r'_.ree Bith Date _Birtl.';. I.:.]Eﬂ.e _Birtll';. I.:.]at.e | Include Worc Phane Work.F'hone Work.F'hUne = Default
.Er|'||:.:||:r.5.fee Hire Diate .Hire Date .Hire Date .M .Emplwee Evaluation Due Date .Ev.ral Due Date .Emral Due Date . E| .m
. Employee Rehire . . . : : —
. Employee Annivers
ewoee o] File Olptions . . Refresh .
R Activate Left/Right Options Print
. Employee Fingemp r r a =
Ensloyee Seroty r.-# @ | @ @ e
Employee Previoud
| Ephoyes: e Reset to Defaults Reset Custom Headers Grid Output
Employee Home P
. Employee Ok to Rehire R OH Include Employee Warkc E-Mail Worc E-mail Worl E-mail [ Exclude
Empmreeo}qmpay i OP OP M e g Ll ST e s
| Employee Pay Code 'PC 'PC | Include
| Employee Pay Schedue \wa/ps \wa/ps | Include
. Employee Retirement System RS RS : Inchude
| Employee Stat. Ded Profile. | W4/SDF \w4/5DF | Include
| Employee Defered Pay Option | DPO \DPO | Include
| Employee Fed. Martal/Exemp. | Fed.M | Fed.M | Include
| Employee State Martal/Exemp. | Sta.M | sta.M | Include
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File  Options

QL wOB O’ % Ed

Available Additional Fields

¢ % Include |27 Include All

Default

Custom

(
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Description Header Header Action
Employee Bith Date Birth Date Birth Date Include
Employee Hire Date Hire Date Hire Date Include
Employee Rehire Date Rehire Date Rehire Date Include
Employee Anniversary Base Date | Ann Base Date Ann Base Date Include
Employee Longevity Base Date | Long Base Date | Long Base Date | Include
Employee Original Hire Date Crig Hire Date Orig Hire Date Include
Employee Fingerprint Date Fingerprint Date Fingerprint Date Include
Employee Seniorty Date Seniorty Date Seniority Date Include
Employee Previous Sen Date Prev Sen Date Prewv Sen Date Include
Employee Group Code aC GE Include
Employee Home Phone Mumber | Home Phone Home Phone Include
Employee Ok to Rehire OR OR Include
Employee Ok to Pay QF OF Include
Employee Pay Code PC P Include
Employee Pay Schedule W4/PS W4/PS Include
Employee Retirement System RS RS Inchude
Employee Stat. Ded Profile W4/5DF Wa/50F Include:
Employee Defered Pay Option | DPO DPO Include
Employee Fed. Martal /Exemp. | Fed.M Fed.M Include
Employee State Martal/BExemp. | Sta.M Sta.M Inchude

Selected Fields

~ Move Top E=S Move Up EZ Move Down

© Move Bottom

| 3¢ Exclude *¢ Excl

Default

Custom

Description Header Header Display  Action
Worc Phane Wark Phone Workc Phane Default
Employee Evaluation Due Date | Eval Due Date Eval Due Date Exclude
Gender G G Default
Employee Pay Location PL PR [ | Exclude
Employee Control Group CG CG BExclude
Site Site Site Default
Employee Type Ty Ty Default
Bargaining Uit BLU BU Default
Report Code RC RC Diefault
Leave Group LG LG Diefault
Temination Date Teminated Teminated Default
Employee Wark E-Mail Work E-mail Waorlc E-mail Exclude




. ! o Y

File  Options

=) ]2 Kl ARk

Available Additional Fields Selected Fields
" Include :E:! Include All Move Top ES Move Up 52 Move Down Mowe Bottom Exclude Exr
Description Bfaadunahr ﬁ'elitdog Action Description Ezfaadu;tr E:;tho; Display  Action
b | Employes Bith Date Bith Date Birth Date Incude | Work Phone Work Phone | | Da Phone! @ |Defaut
-Em|-:||01_.fee Hire Date :Hire Date :Hire Date M Employee Evaluation Due Date Eval Due Date éE\ral Due Date [#] - Exclude
:Ernplcq,fee Rehire Date | Rehire Date | Rehire Date 1 Include | Gender G G [l : befauh
"Ernpln'_.fee Anniversary Base Date T O e Include ] Employee Pay Location m 'PL [ Exclude
|Employee Longeviy Base Date | Long Base Date | Long Base Date | Include | Employee Control Group | CG cG ¥ | Exciude
.Err||.:|ln1,fee OriginaI.Hire Date :On'g .Hire Date :Orig .Hire Date M S'rte. . ) :S'rte :S'rte [ ;.Defaurt
:EI'I'ID|I:I‘_|"E.'E Fingerprint Date | Fingerprint Date | Fingemrnt Date 1 Include . Employes Type :.'I'1_.' :;I'y [ : befauh
"Emplw_.ree Seniority Date .Senicnri’r'_.r Date .Senicnri’r'_.r Date . Include ] Bargaining Lnit BU :BU [#] Default
Employee Previous Sen Date | Prev Sen Date | Prev Sen Date | Include | Report Code lRC \RC ] | Defaut
| Employes Group Cods GC [ES include | Leave Group G LG ] | Defaut
:Emplnﬂ_.fee Home Phone Mumber | Home Phone | Home Phone 1 Include . Temination Date :;I'enﬂinated :;I'enﬂinated [ : tJefauh
| Employes Ok to Rehire R oR include | Emplayee Work E-Mail \Work Emal | Work Emai ¥ | Exclude
E|-,-,p|.31_,reeokmpaf .(.:.p 3 .(.:.p 3 M | G SR Lttt Lt =
. Err||.:|ln1_.ree Pay Cndé PC PC M
: Employee Pay Schedule ”‘."M.J’F‘S ”‘."1'4.J’F‘S 1 Include
| Employes Retiement System | RS RS ' Include
Employes Stat. Ded Profle | W4/SDP \W4/sDP | Include
| Employee Defemed Pay Option | DPO \DPO | Include
:anlrr-.rp.: Fed Marital /Feamn i Fad M ] Fad M I Inrliida
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Display in Employee Maintenance

Pearch Results [Press Cirl + Enter to select the meelmplical]
Name SSN Da Phone! I Eval Due Date CG Site Ty BU RC LG Work E-mail
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Grid Output to Excel

File  Options Window  Help+Video Hot EKeys
P RH % & P2l 5

v

| [

A
it
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Employee Lists

e Stored Individually
e Static — not a search

o Similar to a list of employees on an
external file or piece of paper

 |[dentify lists of people for different tasks
e Alternative to searching
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Employee Lists in Employee
Maintenance

Search Panel -
[ | [ ‘ District : [ Include Terminated [] Addtogrid &
By SSN | By BExt Ref ByNameiBy"_') %
' ™ Selected Employee/List/Applicant
patterson nee ‘ v] P
Ext Ref# : 900010 SSN : ==-=-7671 SEID:n/a | JE—

Search Results [Press Cirl + Enter to select the highlighted employee.

Name - SSN Ty Sie BU - al Due Date CG

Classffied - Group1 - Active
CTA

Technology

Probabtionary

Payroll Services 1150

TB January 2015

10 |C2
10 |C2

10 |M1
10 |A2

10 |M

ARy

Office of Education
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File | Options | Window Help+Video  Hot Keys
<0 @ ® Search by 55N Ctrl+Alt+5 ﬁ Q
S— % Search by External Ref Ctrl+Alt+E =
& Search by Name Chrl+Alt+ M ] E m I O e e LI St S
--I Search by ID Ctrl+Alt+1 Cem p y
“| Put cursor in current search field F1
- |
"| 'fL Search F3
EII "3 Advanced Search Ctrl+Alt+A
‘E;' Expand tree Ctrl+E
2=’ Collapsetres Ctrl+ 0 -
§ir  Select Highlighted F4 Sez
“# Clear search results Ctrl+F1 B
#  Refresh search results Ctrl+R
Change 55M F10
Add Mew Employee Fa
Add Substitute Employee Ctrl+F9
I Grid Output Shift+F11
5 Print Screen F11
& First Employee/Applicant  Shift+F5
Previous Employee/Applicant F&
Mext Employes/Applicant Fé&
el Last Employee/Applicant  Shift+Fa
View Auto-load Settings Ctrl+M
|T| Enable Favorites
| Edit Employee Lists Ctrl+L
Mumenc keypad/Auto [abbing »

Santa Clara County
Office of Education




e canaanc T '
=2 Empoyee st o . L

File  Options

[BIHmE 8

‘E;New List + < Delete Organize - fif] Edit

ChangeMode

Import Export Remove Select - ] Edit

= Unassigned

- CTA( Readonly)
- Probabtionary
=- By Location

= Bargaining Units

- Classified - Group1 - Active( Readon
=-TB Dates

- TB January 2015

Dist MName n] G Ty  Site BU

4

Office of Education
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[ ¥r: 2015 Dist: 90 Site: 0 65: W | 10/29/2014 | 3:06:13 PM

e

Rules

One
active
window

Toggle
using Edit
and
Inspect

Have
emps
waiting in
employee
maintena
nce grid




e canaanc T '
=2 Empoyee st o . L

File  Options

dHRFES

= Bargaining Units

- Classified - Group1 - Active( Readon
=-TB Dates

- TB January 2015

ChangeMode
‘E; Mew List - Delete Organize - fif] Edit Import Export Remove Select - ] Edit
=3 Unassigned Dist Mame ID G Ty Ste EU
- CTA( Readonly)
“- Probabtionary
=- By Location
----- Technology

4

Office of Education
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[ ¥r: 2015 Dist: 90 Site: 0 65: W | 10/29/2014 | 3:06:13 PM

e

Recipe

e Create
Category

e Create
List
e Add

People
to List

« Manage
List
 Enjoy!




Adding a Collection

e Window 1 - #Edi T New List <] Delete &) Organize - ] Edit

& Addin: 3

. ¥ New Collection... |r}‘EE List/Collection ]
e WI n d OW 2 -~ Probabtionary

i | Edit EI By Location

-~ Technology

~~Payroll Services 1150

- Bargaining Units

. - Classified - Group1 - Active( Readon

d SeleCt _‘E;NEWList v[ él--T_BDates
> SeleCt % Mew Collection...

(
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Adding a Collection

 Note - Collections do not appear in
the drop down list In Employee
Maintenance Window. Name wisely.

Selected Employee/List/Applicant

oS

Classffied - Group 1 - Active
CTA

Technology

Probabtionary

Payroll Services 1150

TB January 2015

Bl Due Dat

(
(S Santa Clara County

= Unassigned

- GTA({ Readonly)

- Probabtionary

=- By Location

- Technology

- Payroll Services 1150

-- Bargaining Units

- Classified - Group1 - Activ
=-TB Dates

(|
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Enter Collection Name

'E; New List ~ Delete Organize ~ W Edit & Import ~ Export ~ Remove Select ~
3- Unassigned Dist Name SSN
- CTA (Readonly) b
=" Byi?:::t?::: = | Employee List/Collection Name_ E
~ ~ Technology

~Payroll Services 1 Enter Collection/Employee List Name

= Bargaining Units
~ ~Classified - Groug
= TB Dates

- TB January 2015 (i

Collection:

Employee List: New List

| G ] (G

(
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Create List

* Every collection must have at least 1
list

e The first list will be given the name
“New List” — unless you name it

 You can always modify list names and
settings at a later time

(
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Adding List in Existing Collection

e Mew List | Delete Organize ~ W Edit
& Addin: 4 Unassigned
% Mew Collection... By Location
Bargaining Units
EI Ey Location TB Dates
-~ Technology
Masesralll C*amacea~ 110N ‘[

(
(S Santa Clara County

? Office of Education




Collections - Lists

= Unassigned
~~ CTA (Readonly)

- Probabtionary
E' By Lﬂﬂﬂllﬂﬂhm

----- - Technology
~~Payroll Services 115[14_,_
~- Bargaining Units
 Classified - Group1 - Active (|
= TE Dates

----- = Th January 2[115‘ (Active)
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s anaa auca T '
=2 Employee st caitor e o (=

File  Options

Bl S 1 - AR .
| wmene | RE@CIPE

‘E; MNew List - Delete Organize ~ fi | Edit Import Export Remove Select - ] Edit
=- Unassigned Dist Mame ID G Ty Site EU R
- CTA({ Readonly)
Probabtionary . C re ate
=- By Location C ate g O ry
Technology
- Payroll Services 1150 | o Create
= Bargaining Units :
- Classified - Group1 - Active( Reador List
=-TB Dates
- TB January 2015 e Add
People
to List
« Manage
Collections List
) Employee :
and Lists  Enjoy!
<

}*I | 5

| | ¥r: 2015 Dist: 90 Site: 0 GS: W | 10/29/2014 | 3:06:13 PM
T

e

Office of Education
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Adding Employees

D Import Export Remove Select | #i ] Edit
® Choose Ed It ‘ Dist Name SSN G v st BU RC LG Terrnir‘
 Options become active
&Impur‘c vﬁﬁgExpnrt v%ﬂ EEEEE %Select - ,'-- Inspect
|| Dist Name SSN G

(
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Import Employees to List

ﬂl.Irnpcnrt - EE:J Export - %Herﬂwe % Select

All from Employee Search gnd (333) I

<

~#|  Selected from Employee Search grid

From List

QI.ImpDrt - EL{: Export - % Remoaove % Select f'_. Inspec

| | Dist Name SSN G

Choosing inspect completes process

(
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Selecting Employees from Grid
o esiea O e

File  Options

O = 8

Select All Deselect All Invert Selection

Check the employee(s) you would like to copy to the search grid

»

Q
a

Name

<l
L
SEIEAEIE]

zl2l2 22
niZziZizZlF

SlEHEHEHENEIEIEIEIEE
| 8 8 8 8 888888 S8
=

Office of Education
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Managing Lists

e Double Click to activate

e Mew List + < Delete Organize - W] Edit

= Unassigned

-~ CTA (Readonly)
- Probabtionary
=By Location

& Technology [ﬁctive}
- Payroll Services )

= Bargaining Units
- Classified - Group1 - Active (Readonly)
=-TB Dates

=

'E;NewList - Delete Organize 2. Import ~ Export ~ & Remove Select ~ W] Edit

- Unassigned Dist Name SSN G Ty Ste BU RC LG Te=|
CTA (Readonly) TENR 0|
- Probabtionary 90 w3
- By Location S0
- Terhnnlnnv (Active) an ~ . ~

(
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Managing Lists

File  Options
Y E S
Completed

New List ~ Delete Organize ~ Edit ﬂ'.lmport -F@Export 1 %Remove &{Select + " Inspect

= Unassigned —rr— L SSN G

~ CTA (Readonly) T aF P

~~Probabtionary ¥/ %0 F |R

= By Location [¥1]90 F|R
-~ Technology (Active) (1|90 F R
- Payroll Services 1150 7|90 F R

L: E}argaining Units @l =l
- Classified - Group1 - Active (Readonly) = '

= TB Dates i N[
- TB January 2015 1|90 F_|R

i7llan Y

(
é Santa Clara County
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.......... now since | have you here....

Office of Education
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B T Tt e e e e e e = e e e o —

File | Options  Window  Help+Video  Hot Keys
.

[£5 Show 5tatus Ctrl+F12

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

Mode 3
Settings * Load k
Reload All Master Files Save.. ide
Reload Selected Master Files Save As... » oy
Enable Auto Reload of Master Files Delete rol
“®  Clear Settings on Exit Employee/Applicant.. B
% Bt F12 Employee Search »
- Termination (TE) Search | Get Employee Default
- Employee ID Maintenance Default Masterfile Sort -E
- Gomments (CO) PYHDATE Range...
-~ Client Defined (CL) QuikPeek...
~Name Change Histnr]_r Previously Viewed List
- Employment Verification (VE) Color Mode

- Leave Information (LV)

Auto-activate on Mouse howver

- Benefits Management (BM)
- Apphications (AP)

- Action Log (AL)

- Action Log History (AH)

- Search Action Log History

[<]<]

Auto-highlight required fields
Auto Action Log

Put cursor in search panel when this screen is activated

[<]<]

Show info icons when highlighting required fields on dataforms

- View Audit Log
- Quick Label Pnnt

Santa Clara County
Office of Education

Default Program Mode




5 -— —— >
R - el R Es S S

Configure Maximum number of Open employeesapplicants

Choose the maximum number of employees/applicants that can be opened

@ Windows Colors  (7) Basic Colors
Configure Employee/Applicant Color Identification
| Empipp1 | | Empiopp2 | [ Emplipp3 | | EmplApp4 | | EmpiApp5 |
[ antCnlu'] [ antCnlu'] [ antCnllr] [ ant{:ulu] [ antCnlnrl

Choose Employee/Applicant Grid Colors

Row Color Font Color

] [_] Sample Grid Row

(
é Santa Clara County
T Office of Education

——

Choose Main Tree Colars

Background Fant Color =- Sample Root

| - "~ Sample Node
Eold Font

Font Size: () Standard ) Medium @ Large

Choose Employee List Editor Tree Colors (Employee Mode Onby)

Background Font Color =- Sample Root

|  —  Sample Node
Bold Font

Font Size: () Standard ) Medium @ Large

Teminated Employee Blink Settings (Employee Mode Only)

Elink Termination Information Preview -

Blink Freguency : - u 3 |




Quick Peeks

2 Demographic - 90 - SANTA CLARA COUNTY OFF OF EDU strd_l&]@ﬁ'

I — ——

File Options Navigation Window

H _ H%‘I C‘:al-sf f,'fj'} Q gd Switchto: ~ Comments ~ | AllPosns ~ PrimePosn ~ | Deductions ~ PayLines ~ Checks CY »  ChecksFY ~
] Chks Range * Emp Demo ~
Show SSN \i] 5] W4 Data ~ Client Def ~

Title Last Name First Name ; Preferred

(
(S Santa Clara County

? Office of Education




Deduction Quick Peek

§ Demographic 90 - SANTA CLARA COUNTY OFF OF EDU QSS/OASIS Sl =]

File Options Navigation Window
H o % (;_"a(—;f <G Q g& Switchto: » Comments ~ | All Posns ~ | Prime Posn ~ Pay Lines v | Checks CY » | ChecksFY ~ 2
SEIDn/a PR ChangeMode :
Show SSN || 5719-09/10/2014-12:05:13 .:
Title Last Name First Name I. Preferred
= L
J £ Employee Payroll Deductions for PATTERSON, CINDY L =N
Mailing Adq —~ =
File  Options
¥ Close | =] Grid Output | &) Print Screen
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Search Settings
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Quintessential School Systems
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