Chapter4  WeBSIS Educator Management System (MOSIS Requirements)

This section explains what is needed to report the Ed Core, Ed School and
Course/Assignment areas.

4.1 Educator Management System Introduction

This application may be accessed through the District State Functions — MO, Educator
State Management System as shown below in the screen shot. The Ed Core, Ed School,
Course / Assignment and Student Assignment WeBSIS Reports are created from the
information established in the Educator Management System.
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The Educator Management System will list Employees that are entered in the Lumen HR
System and here in the Educator Management System. Because the EdCore and the
EdSchool MOSIS reports deal heavily with salary information the WeBSIS Educator
Management System provides several methods of obtaining your employee payroll
information into the system. They are;

1. Merge your payroll information into the WeBSIS Educator Management System using
Lumen predefined system imports such as from the Lemberger Payroll System.

2. Merge your payroll information from a predefined file layout.

3. Enter your information needed directly into the WeBSIS Educator Management
System.

4.2 Merging WeBSIS Student Enrollment, Course and Payroll information
The system allows you to merge information from your WeBSIS and payroll systems.

4.2.1 Process for Using the Merge Payroll Information Option



There is really not one way you can use the system to merge part of your information
and then to enter other parts. This information is merged updates/creates entries into
the Lumen HR system and the appropriate MOSIS Educator Management records.

To understand this process however we are going to use the predefined Payroll merge
option from Lemberger Payroll application.

Below is a screen shot of the Educator Management employee list.
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Step 1. Before you can merge any information from any payroll system you will need to
make sure that all staff have a valid social security number entered in the Lumen HR
System. This information is required to successfully merge information from your existing
system. Below is a screen shot of the Lumen HR Employee Master application. Here is
where the SSN # needs to be entered.
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Step 2. When merging Lemberger Payroll data you will want to have created the
MOSIS EdCore and EdSchool files from Lemberger and saved them to your desktop.

Step 3.Now you are ready to run the Merge Information option. In the screen shot
above you can see this option in the Top right corner of the screen. After selecting this
option you will be presented with the screen below.
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You will then select the Merge Lemberger Data tab and you will see the merge options.
You will see that the system is prompting for the Lemberger EdCore and EdSchool files.
You simply use the Browse option to indentify where the system may access these files.
Once you have done this you select the Load Data option. T

his will process the information and automatically update information in the WeBSIS HR
System. If an employee record trying to be merged does not exist in the WeBSIS HR
Employee Master table a record will be created.

Also the WeBSIS Educator Management tables will be updated as well with Experience
and salary information.

Step 4.Checking and Updating Information

After you have merged your information you can now go into the WeBSIS Educator
Management System and review the information which was merged. You may also
start working with the Educator Management application to modify and enter needed
data as well. See the next section, 4.3.1 WeBSIS Educator Management System
Processing to review how to work with these applications.

4.2.2 Process for Using the WeBSIS Merge Option

The Merge WeBSIS Data option can be seen in the screen shot below. This merge
option merges the Student Enrollment and course information from WeBSIS into the
MOSIS Educator Management system. See the next section, 4.3.6 Course/Assignment
tab to review how to work with this data once merged.
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4.3.1 WeBSIS Educator Management System Processing

After selecting an employee from the Educator Management list you will be presented
with the screen below. You will notice that the fields SSN, Date of Birth, Gender, etc are
display only fields. This is due to the fact that these fields are pulled from the Lumen
Employee Master table and this is where they are to be updated.
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The screen shot above also allows you access to fields which can be updated such as
the Career Ladder Stage and Highest Degree fields. If you have merged your data into
the system these fields may already be populated.
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Below is a screen shot of additional sections, Salary Iltems Totals and Experience.

4.3.2 Salary Items Totals Section
Here information related to an employee’s salary and salary totals are recorded.

Merge Note: When merging payroll data the Salary Iltems Totals fields are updated and
not calculated from the Salary Iltems tab. The Salary Items tab is where the different
salary types an employee has may be entered.
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Here information related to an employee’s experience is recorded.

Merge Note: When merging payroll data the Experience fields are updated and not
calculated from the Public Educ Experience tab. The Public Educ Experience tab is
where an employee’s teaching experience may be entered.
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Here you enter an employee’s teaching experience may be entered. This tab is used if
you are not merging information for experience from your payroll system. Below is a
screen shot of the information recorded for an employee’s public education
experience.
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The information you enter here will affect the Experience total fields discussed in the
4.3.3 Experience Section.

4.3.5 Salary Items tab

Here you enter an employee’s salary information. This tab is used if you are not merging
information from your payroll system. If you merged your Payroll systems EdSchool data
then you should have salary information appearing. Below is a screen shot of the
information recorded for an employee’s public education experience.
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4.3.6 Course/Assignment tab

Here you may enter the teacher’s course / assignment information. This tab is also
automatically merged from the Lumen Software WeBSIS System. Below is a screen shot
of the records created for this teacher and their courses automatically by the WeBSIS
system.
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Below is a screen shot of the Course / Assignment information. This information will need
to be established
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