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If your school district is using Single Sign On (SSO) the login information provided below regarding a
temporary password does not apply to you if you have a valid work email account. If you do not have a
work email account or your school is not using SSO, please follow the instructions below regarding your
first login to the system.

When the system administrator first sets up your account, you will receive a welcome email with your
username, temporary password, and a link to the staff portal. After you receive the welcome email, you
will need to perform the following steps to activate your login:

1. Click the link to the application that was provided in the email.
2. Enter your username and/or temporary password that was provided in the email.

Login

Username El=ck

Password sesesces

Forgot

o

Yo

3. Click the Log In button and the first login prompt will display, which will require you to enter a
new password and set up a security question and answer.

This is your first login, please fill out this form »x
Account Information
New passwords are required to
+ Be a minimum of 8 characters in length
* Contain at least one Lower Case Character

¢ Contain at least one Numeric Character
e Contain at least one Special Character (&!@#$% "~ +=)

Username CProfXx
= First name  [Charles ®
Middle name
* Last name  Profx
* Email address |charlesProf{@outlook.c
* Old password
* New password
Confirm password
* Anentcaton el =l

* Answer

Save

4. Enter the temporary password you received in your email in the Old Password field.
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5. Enter a meaningful password in the New Password field. Please note that your new password

must contain:
e eight or more characters,
e atleast one numeric character,
e one upper and lower case character,
e and one special character (&!@#$%"+=).

NOTE: Passwords will expire every 30 days and MUST be unique when compared to your last 10

passwords.

6. Enter your new password in the Confirm Password field.
7. Select a question from the Authentication Question field.

8. Enter your answer to the authentication question in the Answer field.

This is your first login, please fill out this form

Account Information

Username

* First name
Middle name

* Last name

* Email address
* 0ld password
* New password

Confirm password

* Authentication
Question

# Answer

New passwords are required to
* Be a minimum of 8 characters in length
+ Contain at least one Lower Case Character

« Contain at least one Numeric Character
e Contain at least one Special Character (&!'@#%$%"~+=)

CProfX

Charles

ProfX

charlesProfX@outlook.c|

seseRRRRe
What is the name of your favorite pet?|v |

Brutus X k

Save

9. Click the Save button, which will take you to the Home page of the CSIU Staff Portal.
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HOME PAGE
The Home page of the CSIU Staff Portal gives you access to the:

e Staff Portal — where you can request absences, access personnel and payroll information, W2
forms, salary and benefit information, and credit reimbursements.

e My Page — where you can change your password, change your security question and answer,
and edit additional preferences.

STAFF PORTAL
To navigate to the Staff Portal, do the following:

1. Click the Staff Portal link, which is located in the upper left of the page next to My Page.

Financial Information System

I Logged in as: aambrdge

My Page IC staff Portal )

Home

Announcements
Announcement

testing item 14 in 3947
The attached Financial Information System (FIS) Supervisor Staff Portal Reference provides instrll
W2 Form Instructions

Welcome to CSIU's new financial information system (FIS) ! You have received a new username

Page 1 of 1 &Y | Rows PerPage: |10 |v

2. Click the My Information tab, to access your information.

Financial Information System

I Logged in as: aambridge

Announcements
Announcement
testing item 14 in 3947

e |

Page 1 ofl | . | & | RowsPerPage: 10 Vv




Staff Portal User Guide

After you click the My Information tab, you will see additional menu options and by default you’re my
information screen that contains your Demographic, Contact Information, Direct Deposit, Deductions,
Taxes, Insurance, Clearances, and Outstanding requests display based on the options that have been
enabled for you to view. You can click on any of the tabs to view your related information.

CENTRAL
SUSOUEHANNA
INTERMEDIATE UNIT

Financlal Information System

B

Logged In &5, aanbridge -

Cantact Informats Direct Deposit | Oeductions | Tomes | Insurances | Clearsnces | Outstanding Reguests

Name: Ann R Ambridge Stalf Status: Active 1D: 6

Lest: Ambridge First; Ann Ecdt

Bace: White

The My Information tab gives you access to the following information based on the options that your
system admin has set up for you:

My Information

Allows you to view and possibly request changes to your basic HR/Payroll information. Please note that
add and edit buttons may be available for you to add information or request changes. For example, you
may want to update your phone number or edit your emergency contacts. All Adds and Edits go through
Human Resources for approval before they take effect and can be viewed on staff portal pages.

Pay Calculator

Allows you to update your Federal withholding information or deductions to allow you to calculate a pay
to see the Net Pay results. Please note that this will NOT calculate an actual Pay Check. If you have been
given access to request changes to that information you can submit those change requests here as well.

Pay History
Allows you to access, print, or view historical Payroll information and W2 information (when available).

My Absences
Allows you to access your current absence balance, view absence details, and request time off.

Salary Wage Information
Allows you to view your wage information from a schedule. You can also view your Salary/Wage and

Benefit letter if your employer provides you with such letters.



Staff Portal User Guide

Timesheet Information
Allows you to enter your hours or days worked for a specific pay period if you need to submit a
timesheet for payment.

Course Activity Information
Allows you to view course/activity history information and register for an upcoming trainings. You can
also request a reimbursement for a course that was approved for reimbursement.

My PAGE
To navigate to My Page, click the My Page tab.

Financial Information System

Logged in as: msmith

staff Porta

Home

Announcements
Announcement

The attached Financial Information System (FIS) Supervisor Staff Portal Reference provides iff
W2 Form Instructions

Welcome to CSIU's new financial information system (FIS) ! You have received a new usernag

Page 1 of 1 &> Rows PerPage: 10 ¥

After you click the My Page tab, you will see your user information. The main purpose of the My Page
area is to change your Password and/or security Question and Answer. If your employer is using SSO
(Single Sign On) which uses your email and you password will always stay in sync with your email
password you will not use this screen to update your password and security question information.

Username HMSMITH * First name. MAGGIE

Middls name £ * Last name SMITH
mismith@&csiuorg * Number of raws to
Email 30dress ¢ ntact HR Department to change email address. display in a grid ‘19
* Applicaticn Style  Menud on Left v * Application Theme Blue v
Periodic Email Kotifications Addd
Type Frequency Stant Time Larst Time Email Sent

Page ofD & | Rows Per Page: - Ko records to- display
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Change Password
To change your password, do the following:

1. Click the Change Password button, which opens the Change Password page.

_l.:-;g:d in as: mumrh_ & o A L]

My Page Staff Portal

Home > My Page > Change Password
Change Password

New passwords are required to:
+ Be a minimum of & characters in length
= Contain at least one lower case character
« Contain at least one numeric character
= Contain at least one special character (BI@#5% " +=)

* Old Password
* New Password
* Confirm Passward

Save | Cancel

2. Enteryour current password in the Old Password field.

3. Enter a new password in the New Password field. Note that your password must contain eight
characters as well as one lower case, numeric and special characters.

4. Enter the new password again in the Confirm Password field.

5. Click the Save button and you will be returned to the main My Page area.

Change Security Question and Answer
To change your security question and answer, do the following:

1. Click the Change Question and Answer button, which opens the Change QA page.

Logged in as: msmith ° 0 W 4

My Page Staff Partal

Home > My Page > Change QA

Change Question And Answer
* Current password
* Authentication Question = What Is the name of your favorite pet? v
* Authentication Answer

Save | Cancel

Enter your current password in the Current Password field.

Select a question from the Authentication Question field.

Enter an answer in the Authentication Answer field.

Click the Save button and you will be returned to the main My Page area.

vk W

Additional My Page Features
My Page also allows you to:

e Update your First, Middle and Last names using the name fields. This does not change the
information on your staff record.
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e View your email address. If you are able to change your email you will see a link to the Staff
Portal page to submit a change request. Otherwise only HR/Payroll staff can change a work
email address.

e Customize if the menus show to the left or right of the application using the Application Style
field.

e Customize the color of your staff portal by using the Application Theme field.

e Customize the number of records that display in a grid.

ADDITIONAL NAVIGATION TOOLS
At the top of the Staff Portal, you may have noticed various icons. You can move your cursor over the
icons for tool tips to help you identify what each icon does.

B —

Financial Information System CENTRAL
SUSQUEHANNA
INTERMEDIATFE UINIT

[ ovosc nas sanbrcoe I T N

| stffportal |

From left to right, the following icons allow you to perform various functions. Please note that some
options may not be available to you.

+

| Add to My Favorites i

The star icon is used to Add links to your favorites. You can click this icon to add the webpage to your
My Favorites section of the homepage. This allows you to quickly access the webpage instead of
navigating through folders.

The house icon is used to navigate back to the main Staff Portal page. The main (or Home) page allows
you to view announcements and your My Favorites links.

% |

| Online Support Center I

The question mark icon is used to navigate to the online support center, which is the central location for
software documentation.

Logout

The lock icon is used to logout of the application.
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If your employer is not using SSO as mentioned above and you forget your password, you can retrieve
and create a new password using the Forgot your Password link on the CSIU Financial Application Login

page.

NOTE: Accounts are locked after three failed attempts to log in. It’s advised that you use the Forgot
Password option after the second attempt. If you are you locked out, you will need to contact the
system admin to unlock your account.

To retrieve your password, perform the following steps:

1. Onthe CSIU Financial Application Login page, click the Forgot your Password? link.

&= Login

Username
Password

Forgot your Password?

2. Enter your username in the Username field.

Forgot Password
* Username

Submit  Cancel

3. Click the Submit button.

4. Enter your answer to the Authentication Question in the Authentication Answer field.
NOTE: if you do not know your answer, you will need to contact your System Administrator or
your Human Resources department.

Forgot Password
Username msmith
Authentication Question What is the name of your favorite pet?
* Authentication Answer

Submit | | Cancel

5. Click the submit button.
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a. If your answer was correct, you will receive a prompt that your new password has been
sent to your email address on file. Skip to number 6.

b. If your answer is incorrect, you will receive the ‘The answer provided is incorrect’
message.

NOTE: If your email address is incorrect or if you cannot remember your authentication answer, you will
need to contact your System Administrator or your Human Resources department.

6. Check your email.
7. Loginto the CSIU Financial Application with your username and new temporary password from
the email. This will prompt you to change your password to something more meaningful.

Use the form below to change your temporary password. »
Change Password
New passwords are required to:

Be a minimum of 8 characters in length

Contain at least one lower case character

Contain at least one numeric character

Contain at least one special character (&!@#£%%"~+=)

L]

L]

L]

L]
* Old Password
¥ New Password

* Confirm Password

8. Enter your old password in the Old Password field, which is the temporary password received in
the email.

9. Enter a new password in the New Password field.

10. Enter your new password again in the Confirm Password field.
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How TO REQUEST AN ABSENCE
To request an absence in the staff portal, perform the following:

1. Loginto the Staff Portal.
2. Click the Staff Portal tab.

My Information

Announcements

Annnnincamant

3. Click the My Information tab option.

My Information

My Information
=] My Information
=] Pay Calculator
=] Pay History
=] Salary Wage Information

=] Timesheet Information

4. Click the My Absences link on the menu to open the Absence Information screen.
5. The Absence Information tab displays all of the total information for your absences. Click on the
Request Absence button available on the top or bottom of the absence information grid to open

the Absence Entry screen.

" Absence Histery || Scheduled Requests
Mame: Ann R Ambridge D: & Hire Date: 09/04/2002

Absance Avajlable I Awaiting Approval [ Pre-Approved [ Balance
MILITARY LEAVE 0.000 0.000 0.000 0.000
Personal - Misc, 0.000 0.000 0.000 0.000
Sick days - Supervisars 12.000 0.000 0.000 12.000
SICK LEAVE BANK 0000 0.000 0.000 0,000
KDVDays 0.000 0.000 0.000 0.000
Vacation-Exec. Director 15.000 0.000 0.000 15,000

Page 1 of 1 .,c' Rows Per Page: (10 | » Displaying 1 - 6 of 6

10
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Select/Enter ALL required fields on the Absence Entry screen. NOTE: a red asterisk (*) means the
field is required.

Absence Entry
Name: Ann R Ambridge ID: & Hire Date: 09/04/2002
© --Selact-- ¥
Absence
¥ Start: 11/09/2017 q End: i
“units:  --Salect-- v | AM/EM:| --Select--
= Job Custedian (CNTL-Brookside Head Start 1) v
Title
Staff Note
Save | Cancel

a. Select the type of absences (sick, vacation) from the Absence field.
Enter the Start Date (defaults to the current date). NOTE: If you are requesting a range
of dates (such as a week of vacation), you MUST enter an end date in the End Date field.

c. Select the unit value of the absence (full day=1, half day.5, or number of hours) from the
Unit field. NOTE: If you select less than Full Day, you MUST select AM or PM from the
AM/PM field.

d. Select your job title from the Job Title field. If you only have one job title, this defaults
to your current job title.

e. Select your job location from the Location field. If you only have one job title, this
defaults to your current job title’s location.

f. Optionally, add any staff or substitute notes in the applicable fields. NOTE: Sub notes
are only available to those staff who need substitutes and are available to the sub caller.

Click the Save button.

a. Ifyourequest one day, you will return to the main Absence Information tab and receive
a blue message: ‘Your Absence Request has been submitted’.

b. If you request a range of dates, you MUST use the checkbox options to select each of
the dates from the grid and click the Post button to submit the request for approval.
NOTE: you can select the checkbox to the left of the Date label to select ALL records.

Absence Entry
Mame: Ann R Ambridge ID: ‘6 Hire Date: 09/04/2002
Sebect All || Clear All
4 fDate « Absence Units  AM/PM Staff Note
<] §l1/09/2017 Sick days - Supervisors 1.000
J B11/10/2017 Sick days - Supervisors 1,000
s J11/13/2017 Sick days - Supervisors 1.000
W Bl1/14/2017 Sick days - Supervisors 1000
J| J11f15/2017 Sick days - Supervisors 1.000
Page 1 of 1 _ Rows Per Page: 10 Displaying 1 - Sof 5
* = This type of absence |s inactive and cannot be posted. I10E|
=

NOTE: After you save or post, your absence request is sent to your supervisor for
approval. You can also use the Scheduled Requests tab to cancel absence requests.

11
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How TO CANCEL AN ABSENCE REQUEST
To cancel an absence in the staff portal, perform the following:

1. Loginto the Staff Portal.
2. Click on the Staff Portal tab.

My Information

Announcements

Annnnincamant

3. Click the My Information tab option.
4. Click the My Absences menu link to open the Absence Information tab.

{ My Information

My Information
=] My Information
=] Pay Calculator
=] Pay History
=| My Absences

=] Salary Wage Information
=] Timesheet Information

5. Click the Scheduled Requests tab to view your future absence information in the grid.
a. Ifdesired, narrow your requests by absence types using the Absence field.

b. Click the Search button.

| Absence Information Absence History

* = This type of absence Is inactive and cannot be posted,

Mame: Ann R Ambridge I0: 6 Hire Date: 09,/04/2002
KDVDays
Absence:  Personal - Misc, Sparch  Reset
Sick days - Suparvisors
Date = Absence . Units | AM/PM Location Hotes Cancel Status
11/15/2007 Sick days - Sup.. -1.000 Brookside Head.. Requested
11/14/2007 Sick days - Sup.. -1.000 Brookside Head... Requested
1e32007 Sick days - Sup ~1.000 Brookside Head.. Requested
11/10/2017 Siek days - Sup.. -1.000 Brookside Head. . Requested
11j05/2017 Sick days - Sup.. -1.000 Brookside Head... Requested
Poge |1 af 1 1 | Rows Per Page: 10 | » Displaying 1 - 5 of 5

Submit ' Cancel

12
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6. Select the Cancel checkbox for one or multiple absence requests in the grid.

Absence Information Absence History Scheduled Requests
Name: Ann R Ambridge ID: &
KDVDays
Absence: Personal - Misc.
Sick days - Supervisors
Date = Absanoe Units AM/PH Location Notes.
117152017 Sick days - Sup. -1.000 Brockside Head
11f Stk days - Sup. ETTH " Brockside Head.
B B s 1 Sichk days - Sup -1.000 Brockside Head,,
11/1002017 Sick days - Sup. -1.000 Brookside Head.,
Llyoayal? Sick days - Sup. =000 Browkside Head..
Page 1 of 1 Rows Per Page: 10 v

* m This type of absence is inactive and cannct be posted

Hire Date. 09/04/2002

Search

Status
Requestod

st

Requested

Requiested
Requested

Requested

Displaying 1 -

Subenit

S5af 5

Cancel

Click the Submit button to cancel your request.
Click OK after the system prompts you to confirm your cancelation

csqad says

Select Ok to Cancel the selected Absence.

request.
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