ABILENE ISD

PROLOGIC

Empowering the Data-driven School Districts of Tomorrow

Prologic TEAMS Employee Service Center — Reporting an Absence

Launch Chrome. m

From the AISD Intranet, select TEAMS Employee Service
Center login.

(At home, use
https://teams.abileneisd.org/servicecenter)

® Welcome to the New AISD Intranet Website

This website replaces the old district Intranet site and
TEAMS. If an issue is encountered with the website, please let Technology know by opening a Technalogy Support Request.

ot

District

Abilene ISD Emergency Actions
Google Search

Google Drive
TEAMS

Finance/HR

Peaplesoft Employee Self-service TEAMS Employee Service Center

ity from other AISD legacy web applications whose functionality is not found in

User ID: first.last
Password: district password

Click Sign On.

Once logged in to TEAMS, menu items are determined
by rights given with job titles.

* ABILENE

Independent School District

Employee Service Center

Welcome to the Abilene Independent School District Employee Service Center

Please log in with your TEAMS user ID and password.

Login
UserID: ¥ ||

m Forgot Password Forgot User ID

Need an Account? Register

From the My Service Center Home Menu, Select My
Absence Reporting.

e ————

My Service Center Home Welcome

My Personal Information

1
< My Absence Reporting
My Time Cards

My Employment Records

* ABILENE

Independent School District
My Pay Information

My Payroll Information
My Bocdments Employee Service Center
LogOff

Welcome to the Abilene Independent School District Employee Service Center

A calendar will appear displaying expected AISD work
days determined by your contract days.

Here you will be able to schedule any kind of absence
and request a substitute if necessary.

Locate the desired date to schedule your absence.

Click on the words/link Work Day displayed on the
calendar.

Employee Absence | Details | Favored smsmutaﬂ

207A

Flick = date to report an absence.

Calendar h Mon, Aug 15, 2016 =
= August, 2016 |sunday Monday Tuesday Wiednesday Thursday Friday Saturday
<[ <] Today []=
Wk Sun Mon Tue Wed Thu Fri Sat 1 2 B d s 6
31 12 3 456
32 7 8 9 10 111213 Work Day Work Day Work Day Work Day Work Day Non Working
33 14[15 16 17 1819 20 Day
34 21 22 23 24 2528 27| |, ls lo I hn he =
35 28 29 30 31
Selectdats Non Working  [Work Day Work Day Work Day Work Day Work Day on Working
ey Day
14 15 16 17 18 19 20
hian working <wurk Day work Day work Day work Day Work Day Non working
Day Day
21 22 [23 2a 25 26 27
Mon Working  [Work Day Work Day Work Day Work Day Work Day Non Working
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ABILENE ISD

PROLOGIC

Empowering the Data-driven School Districts of Tomorrow

Prologic TEAMS Employee Service Center — Reporting an Absence

The Details Tab will display.

Enter the End of Absence date. (If it is the same
day as the Start of Absence, it is not necessary to
enter a date.)

(

Employee Absen

L

D

etails ‘[Favured Substltutas}

Absence Detail

Start of
Absence:
End of

Absence:

08-15-2016 =]

Reason: * |

Hours:

EIE oo

Substitute Details.

60001580 - Teacher - High School

. 1
Substitute Required? = Yes — Mo

Fram:

8:00 AM

|To: Lunch(In Minutes):

|413E| PM

Hawve you pre-arranged this substitute?

F m Attachment Count:0

.

“Yes Mo

Select the Reason for the absence from the drop-down
list.

Employee Absence I Details

T Favored Substitute.q

From:

Absence Detail
Start of
08-15-2016 =]
Absence:
o
Absence:
M Employee Ilness| E|
Path: * ompensatory Leave \ -
’ mployee Illness
Family Death
Family Iliness
Substitute Uy DUty
Military/Deployment -

60001580 - Teacher - High School

Substitute Required? © Yes ~ No

8:00 AM

‘Tn: Lunch(In Minutes):

‘4:30 PM

Hawve you pre-arranged this substitute?

) .
© Yes © Mo

When certain Reasons are selected, another text
box titled Path appears on the screen.

Select the Path for which you want your hours to

Employee Absence | Details

| Favered substitutes |

Start of
Absence:
End of

Absence:

Absence Detail

08-15-2016

Reason: * | Employee Tliness

be charged.

Each path will dock time based on the order listed.
&

Reason: * ‘Empluvaa Iliness

Hours:

60001580 -

Substitute

Path: ¥ ;
State

State 1
State Sick
Local 1
State Sick 1
Local

Substitute Required? © Yes - No

From:

8:00 AM

Lunch(In Minutes):

|Tu‘

Ea—

‘4:30 PM

Path: Compensatory Leave,State Sick,State Personal,Local Sick,Flex Day,Vacation,Dock

pE-- - I

Hours: 08:00

Note that the hours automatically populate with
the hours you work on the given day. If you need
to adjust the number of hours you are taking off,
you can, but be sure to do so according to your
campus/district guidelines and policies.

B
Have you pre-arranged this substitute? — Yes —

No
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ABILENE ISD

PROLOGIC

TECHNOLOGY SYSTEMS, INC,

Empowering the Data-driven School Districts of Tomorrow

Prologic TEAMS Employee Service Center — Reporting an Absence

If a substitute is not required, select No.

Otherwise, mark Yes.

Substitute Require

If you have pre-arranged the substitute, mark Yes
and select the substitute from the list of My
Favorites or enter the Substitute ID of the desired
substitute.

You must make a person-to-person contact with
that sub in advance if you mark pre-arranged.
NOTE: If the pre-arranged sub accepts the job, you
will receive a confirmation email. If you do not
receive a confirmation email, the sub has yet to
accept the job.

-OR-

If you did not pre-arrange a substitute, select No.

[Substitute Details.

50001580 - Teacher - High School Substitute Required? ® Yes ~ No

From: ‘ 8100 AM ‘To: 130 PM ‘ Lunch(In Minutes):
Have you pre-arranged this substitule? ® ves ) no
My Favorites : I:E OR Substitute 1D: I

Substitute Details.

60001580 - Teacher - High Schaal Substitute Required? * ves ' No

From:  [a:00 am Tor 430 pM Lunch(In Minutes):
Hawe you pre-arranged this substitute? o

Click on Attachment if you wish to attach a file for
the substitute to possess.

Substitute Details.

60001580 - Teacher - High School Substitute Required? © Yes - No

From: |3100 AM |Tn: ‘ 4:30 PM Lunch(In Minutes):

Hawe you pre-arranged this substitute? — Yes e No

m Clear ount:0

=3
Click Submit.
oo )] ceor B ecimen
Click on any of the follow links to add more
information or edit the current entry. s aelecn [
PCN Date Hours Time Card Status Reason Path :::é Substitute Start End ;\::5::!;

Substitute Special Instructions 60001580 @ 108-15-2016| 80 Requested Pending Employee lliness |State 1 @ 8:00 AM 4:30PM 30
Su pervisor Notes SobeimuiESpech ns s Tons) [ Attachiment IR

Change Absence Reason
Add Additional Absence
Attachment

Add notes to selected position.
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PROLOGIC

TECHNOLOGY SYSTEMS, INC,

Empowering the Data-driven School Districts of Tomorrow

Prologic TEAMS Employee Service Center — Reporting an Absence

Note will allow you to add further instructions.

Create the message and click Add.

Js;:acia\ Instructions |

Special Instructions

I

Special Instructions: y

Characters remaining: 2000 | ( 2000 max) Disable Spell Check
MNotes =
Sort | Clear  Sorted by: (default)

- Internal Communication
Added On  Last Modified pote Added By Private Note Operation  Note ID
Only Method

-
=

record count: 0 of Of

Ceon  oeee T ver’

The Favored Substitutes Tab allows you to create

a list of favorite subs. This does not give those DI HW
substitutes priority to pick up your job. =3

Favored Substitutes

sort | Clear  Sorted by: (default)

D Last Name First Name Home Phone Cell Phone

| B

P

record count: 0 of 0
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