Using the Employee Directory

1. Click the link to the Web Portal, most likely on your school’s website.

2. Enter your username and password then click Login.

Username |usemame |

Password |--u---ml |

f—yin—

3. Please click Paycheck History:

?..'\\)l HARRIS oo

‘\\f School Solutions §.,.....

Financial | Student | Portal Admin | ProSaft Admin

ProSoft - Web Portal

Act 48 Credit Report
Wiew your earned ACT 48 credits.

Act 48 Registration
Register for an ACT 48 classes offered at yvour site.

Absence Report
Wiew your absences.

Employee Certifications
- \iew your certifications.

Paycheck History
View, print and save (.PDF) vour pay checks.

W2 Print
Wiew, print and save (,FDF) vour W2.

Employee Directory
View employee addresses, phone numbers, and emails.
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4. Select each building you want to view; click Select All to see all buildings.

Employee Directory

Locations

+ Select all

(| [A] ADMINISTRATION - [WIHS] JUNIOR HIGH SCHOOL 6312 C [MOME] NOMNE ASSIGMED
l [CNOF] CENTRAL OFFICE 0000 r [B] LOCATION CODE B HE C [000] SYSTEM ASSIGNED

I_ [WPES] ELEM SCHOOL 7456 r [F] LOCATION CODEF |_ [WES] WASHINGTOMN PARK ELEMENTARY SCHOOL

F [WHS] HIGH SCHOOL 4286 I_ [K] LOCATIOM CODE K PS CUST/MAINT

Generate List

5. Click Generate List; the directory appears. You can select a letter to view the directory

alphabetically by last name.
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