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Adding an Employee for EMIS REPORTING

Job Calendars should be set up in advance
Pay Group should be set up in advance
There are three options to add New Employees
1. Core>Employee
2.  Using Mass Load and the provided New Hire Employee CSV Templates, click here
3. Employee Onboarding click Here for instructions
Fields in red are mandatory for emis reporting.
Begin:
CORE/EMPLOYEE- Required
· Click +CREATE
· ENTER: 
· Number (ID Number district uses; will Auto Assign if set up)
· SSN
· Enter Credential ID  (if applicable)
· EMIS ID - Leave Blank
· Last Name
· First Name
· Middle Name
· Address
· Home Phone -SERS New Hire report uses this field for reporting. If no Home phone number is entered, SERS New Hire report will contain 0's)
· Primary Email Address
· Other Email Address if SERS employee *Required* SERS New Hire report uses this field for reporting.
· Marital Status 
· Eligible for Retirement - Check box if employee is Retired
· Email Direct Deposit check if employee is to receive email notice.
· Gender- Required for EMIS
· Multilingual – Y or N if employee speaks more than one language
EMPLOYEE- continued
· New Hire Reported to ODJFS – do not check
· ODJFS Reportable Check box if employee is Reportable to ODJFS
· OSDI Code 
· Part-Time Employee- only check if you are going to be accumulating leave based on hours of service worked (Service Hours Accumulator)
· Report to EMIS-check if reportable
· Spouse First Name – Optional
· Sub Days – If district subs request to work specific days
· Birthdate Required
· Hire Date Required
· ODJFS Hire Date Required
· Enter Authorized Experience (required for Certified Staff)
· Enter in Principal Experience (required if applicable)
· Enter in Total Experience (required for Certified Staff)
· Primary Race (Dropdown) Required
· Hispanic/Latino Option (choose from Dropdown) Required
· ECE Qualifications – Required – if no options apply, select asterisk
· Degree Type - Required
· Enter in a Non-Certificate Employee ID (ZID Number) if available. If not, leave blank and the field will be populated when SIF data collection is processed (Make sure you only have Credential ID or Non-Certificate Employee ID – not both) 
· Other Credentials (if none apply select asterisk) Required
· Semester Hours for licensed employee (only required for Gifted Teachers and Coordinators)
· Click on SAVE





Go to Employee Dashboard
Search and select a new employee [image: ]
Positions -Required
· Click +CREATE
· Position# (1, 2, etc) Required
· If using Position Templates -Choose the desired TEMPLATE
· If manually entering 
· Enter Position Description
· Job Status (required) 
· Building Code – Required
· Department Code
· Pay Group - Required
· Appointment Type-Required
· FTE-Required
· Hire Date-Required
· Start Date-Required for EMIS
· Retirement Code-Required (SERS, STRS, NONE)
· Supervisor-optional
· Select Personal, Sick or Vacation Leave (If applicable)
· Reportable to EMIS (If applicable)
· Position Code -Required
· State Reporting Appointment Type – Required
· Position Type – Required
· Position Status – Required
· EMIS Full time Equivalence – optional
· Special Education Full Time Equivalence (if Applicable)
· Low Grade (Asterisk Required)
· Separation Reason – Leave blank until the employee separates from this position.
· Paraprofessional ( Either Yes, No or Asterisk) - Required
· EMIS Contract Amount – User for Non-contract Compensations ex. Coaches or for Contract Compensations when an employee works in more than one building
· EMIS Contract Work Days - User for Non-contract Compensations ex. Coaches or for Contract Compensations when an employee works in more than one building
· Positions -continued
· 
· EMIS Hours in the Day- User for Non-contract Compensations ex. Coaches or for Contract Compensations when an employee works in more than one building
· High Grade (Asterisk Required)
· Separation Date - Leave blank until they separate from this position.
· Paraprofessional Hire Date (If Applicable)
· Building IRN -  Required
· Experience Current Class – Optional – indicates the total years of experience an employee has in their current position. This field is for certificated employees.
· Assignment Area – Required if available in dropdown
· Funding Source Code 1 – Required
· Percent 1 – what percent is paid from this funding source
· Click on SAVE












COMPENSATIONS - Required
· Click on Compensations
· Click CREATE 
· Select Position
· Compensation Type From Drop down
· Compensation Code – Required – Any combination of letters or numbers.
· Job Calendar – Required
· Description (Something to identify this compensation i.e. FY24)
· Label -Optional (Job Title)
· Compensation Start Date (Required to determine Work days)
· Compensation End Date (Required to determine work days)
· Pay Plan (Biweekly, Bimonthly or Semi-monthly) - Required
· Pay Unit (Daily/Hourly) – Required
· Unit Amount – (Daily or Hourly Rate) Required
· Retirement Hours – (must use either this or Hours in Day)
· Supplemental Tax Option (Typical is None)
· Contract Work Days - Required
· Hours In Day - Required
· Pay Per Period (automatically populates)
· Contract Amount
· Contract Obligation
· Pays in Contract
· Stretch Pay - Required
· Calendar Start Date - (Required field for ODJFS reporting and EMIS Position reporting)
· Calendar Stop Date – only enter when exiting from this position
· Salary Schedule Column – optional
· Salary Schedule ID- optional
· Salary Schedule  Step – optional
· Reportable To EMIS (if Applicable)
· Save
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