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Entering TEAMS

Navigate to the TEAMS login screen
Go to inside.pisd
Under “Frequently Used Links”, click TEAMS

*Employee may also access Employee Service Center via internet:
http://esc.pisd.edu

ll‘lSlde-plSd [Search =l PISD sit=s c
The Plano 15D Intranet -
|| FEEETE || aiome || BEEES | emrnie | srmeereemans e SEoTETE & Technology | Superint
Sarvicas Services Resources | Family Services
You are here: inside pisd
News briefs from inside ... e T T

* Compensation and Benefits
Assistance
*Emplovee Assistance
| would like to take a moment of privilege to acknowledae our administrative E—"‘Mﬂm
professionals during this special week. As the week hurries by, please take time to 'mrces
thank each of the support professionals who assistin the many functions that Webste
ultimately sustain the excellent education offered in Plano ISD. Every campus, « Maximo Work Order
facility and department depends upon the valuable services these professionals sentor Liazons and Mentors
bring, and their dedication is appreciated. From the office of the superintendent, * Nationwide Telephone
please accept my sincere appreciation for all you do each day. Directory
* PISD Telephone Directory

- Dr. Doug Otte, Superintendent of Schools " Substitute/Employee
Management System
" Surplus ltems Catalog
" PISD Website
"Technology Help Desk

Administrative Professional Week Salute from Superintendent

Teacher of the Year Nominees to be Honored at May 13 Gala

Sixty-nine experienced teachers and fifty-two beginning teachers have been TIEANE
nominated bytnelr peers attheir respective schoels as 2010 Teacher ofthe Year Administrative Resources
nnnnnnnnnnnnnnnnnnnnn T

Click the link to TEAMS.pisd.edu

TEAMS APPLICATION USAGE

There will be times throughout the school year when the TEAMS servers will be down for
maintenance or system upgrades. These procedures are normally completed during the evening
haurs. As we become aware of these procedures taking place we will postthe down times on this
page. The TEAMS application will not be availahle to you while these procedures are being
completed.

The system is backed up nightly from 1:30 am - 4:00 am and the TEAMS application will not be
available to you during the backup procedure

Connectdirectly to the TEAMS software - TEAMS pisdedy ¢———
Connecttothe Plano TEAMS Training Envirenment

Connecttothe Plano TEAMS Staging Environment

Connecttothe Plana User Acceptance Environment (testing)

Login to TEAMS (User ID and Password = network logon)

welcome

Login
User ID: = |

Password: = |




Navigate to Employee Service Center menu

| Volunteer Search - |

_— | Employee Service Center - |

Expand the menu and click on Employee Service Center

| Volunteer Search - |

Employee Service Center

—— > Employee Service Center

This will bring up a new login page in TEAMS. Enter your network ID and
password to continue.

@ Plano Independent School District

Employee Service Center

Welcome to the Plano Independent School District Employee Service
Center

Please log in with your TEAMS user ID and password.
Login
Usertp: % []

Password
m Forgot Password Forgot User TD

Meed an Account? Register

The Employee Service Center page is illustrated below:

JFEAMS

Close Alternate Window FROLOGIC

Infermatien Service Center Homepage

My Service Center Homs
My Personal Information
My|Leave dalances @ Flano Independent School District
My Absencs Reporting
My Time Cards Employee Service Center
My Employment Recards
My Pzyroll Information Welcome to the Plano Independent School District Employee Service Center
My Decumants

LogOff

ir payroll |nfnr|||at|on on

om the Inf

I nformation, please access the Employee Addréss Ehange furm located at
side.pisd/hr/records/EmployeeForms.shtml. *=**

Instructions for Professional or Administration

Welcome Shawna Neill !

My Personal Information
&llows you te view your Personal Information.

My Leave Balances
Allows you to view your Leave Bzlznce Information,

My Absence Reporting
Allows you ta vizw your Absznce Reperting Information,

My Time Cards
Allows you ta view your Time Cards,

My Employment Records

Allgws you to view your Emplayment Record Infsrmation,

My Payroll Information

Allaws you to view your Payrsll Infsrmation,

My Documentis
&llows you te view your Empleyee Decuments.




Entering An Absence

Click on My Absence Reporting located on the Information tab

J Information |

My Service Center Home
My Persconal Information
My Leawse Balances
—_—p My 2bsence Reporting
My Time Cards

My Employment Records
M Payroll Informaticon
My Documenkts

Log O

The current monthly calendar will be displayed. Current date will be
highlighted. Click “Work Day” on the day the absence will begin.

Employee Absence | Details | Favored Substitutes
PROF12ZMO
Click a date to report an absence.
Mon, Jun 20, 2011 v
Calendar -
- Sunday Manday Tuesday Wednesday Thursday Friday Saturday
<< Previous Year - June, 2011 ) " 5 4
< Previous Month K Today [ @]
> Next Month Wk Sun Mon Tue Wed Thu Fri Sat Work Day Work Day Work Day Mon Working Day

>> Next Year 22 1 2 32 4

233 B 7 B 31011
2412 13 14 15 16 17 18
25 19 mzl 22 23 24 23
26 26 27 28 29 30 Non Working Day [Work Day Non Working Day

Select datz

11

‘ Calendar 1 13 14 15 16 17 18
instructions
page 5

Non Working Day [Work Day Work Day Work Day Work Day Work Day Non Warking Day

19 20 23 25

Nan Warking Day Work Day Work Day Man Warking Day




The page below will display if the position does NOT require a substitute. The
start date and the hours will automatically default, however; these fields may
be changed if needed.

Employee sbsence | Details Fawored Substitutes

Absence Detail

Start of

[o6-z2-2011
Absence:
End of | =
Absence:
Reason: #* | El

Hours: Im
5ub5l:|'l:ul:e Details.
Mo Substitute Required
| Submit ]
Enter Reason and End Date — REVIEW CAREFULLY — Click Submit

IMPORTANT NOTE!

Multiple Day Absences:

- If hours need to be adjusted, adjust hours BEFORE entering End date-
Ex. for summer hrs: % day = 5 hrs or summer hrs = 10 hrs
Ex. For regular hrs: % day = 4 hrs

- Once End date is entered, the hours field disappears as illustrated below:

Employese Absence | Details Fawored Substitutes

Absence Detail

Start of
[o6-22-2011
#Absence:
End of
[os-2z-z011
Absence:
. e
Reason: Personal Illness =1

Substitute Details.
Mo Substitute Reguired

submic T cicar ]

This calendar illustrates absences on June 22 and June 23 for 8 hours.
Note: “Work Day” changes to “Not Available”

Employzz Absence | Details | Favored Substitutes

PROF12MO
Click a date to report an absence,
Thy, Jun 23, 2011 v
Calendar
Sunday Monday Tugsday Wadnesday Thursday Friday Saturday
i e o ) 1 R B #
o[ ] Tedy [5]»
wh Sun Mon Tue Wed Thu Fri Sat Work Day [Work Day Work Day INon Working Day
22 1234
235 67 8 31011
24 12 13 14 15 16 17 18
5 r ] 10 ity
2519 021 zzmu 25
26 26 27 28 29 30 INon Working Day Work Day Work Day Work Day [Work Day Work Day INon Working Day
Select date
12 iE] 14 15 16 7 it
INan Working Day Work Day Work Day Work Day [Work Day Work Day INon Warking Day
19 20 2 22 23 24 25
INon Working Day Work Day Work Day INat Available INot Available Work Day INon Working Day
8hrs 00 min 8 hrs 00 min
Personal Iliness Personal Iliness
26 7 b3 2 B0
INan Working Day Work Day Wark Day Wark Day IWork Day




The page below will display if the position DOES require a substitute.
Enter the End Date and Reason. Hours for employee absence and hours for
substitute hours may be adjusted if needed.

Select the substitute either from My Favorites or Substitute ID

Click Submit

¢ Click on
[Py raa pr—— Favored Substitutes

to create My Favorites —
Start of

08-23-2011

Absence:

End of

Absence:

Reason: # [ Stat Perzonal Leave -
Hours: 08:00

Substitute Details.

13554 - Specizl Education Teacher Substitutz Required? @ ves " No

7:30 AM 3:30 PM
To:

From: Lunch:lo'U

Have you pre-zrrangad this substitute? % ves (7 No

My Favorites : lz‘ OR Substitute ID: ‘
=3

PROF12MO
Click 2 date to report an absence,
Thu, Jun 23, 2011 v
Calendar
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
-| June, 2011 N b N s
J I Today [H]»
Wk Sun Mon Tue Wed Thu Fri Sat| Work Day Work Day Work Day INon Working Day
22 123 4
233 67 8 91011
24:12 13 14 15 16 17 18
5 7 P 10 i
2519 20 21 zzmm 25
26 26 27 28 29 30 INon Working Dzy Work Day Work Day Work Day Work Day Work Day INon Working Day
Select date
12 13 14 15 6 7 8
INon Working Day Work Day Work Day Work Day Work Day Work Day INon Working Day
o 20 i 2 3 ' 25
INon Working Day Work Day [Work Day ot Available [Work Day Work Day [Non Working Day
8 hrs 00 min
Personal Tliness
26 2 28 29 B0
INon Working Day Work Day Work Day Work Day Work Day




Using the Calendar in TEAMS:

1.
2.

Calendar -
3 — | << Previous Year
o < Previous Month
=l <] Today [:]»f— 1. Noyt Month
Wk Sun Mon Tue Wed Thu Fri Sat ex on
>> Next Year
el 1 2 2 4

23 : O & 7 £ 9 10 11
2412 13 14 15 16 17 18
2319 20 21| 22 23 24 25
26 26 27 28 29 30

Select date

Today’s date will be bold and in color.
Dates chosen will have shadow boxes around them like the 2214 gbove.

Additional Information

O
o

Absences may be entered for consecutive days/weeks

Multiple day absences will record the same absence hours every day
* 1.5 day absence, enter each day separately

Employee may enter absences for up to 10 days in the past

Monthly calendar is located on Employee Absence Tab



