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Portal User - Login

Navigate to https://xxxxportal.com (URL will be provided by your technology
department) and select the SISFin Portal graphic. A link to this site may also be
listed on the school district’s website.

You must first log in to the portal. For first time users your user ID is your email
address and password will be your employee ID in SISFin. See Payroll/Personnel
department if you do not have this information.

"E:E'- tYIer £ mpowering mhm“.

SISFin Portal School Information sttems

Flease Login

Enter your UserID and Password

LserlD ne sandarsifschonl com

sssusl
waigion 3,12 baild 141020

Fassword

First Time Login

As soon as you log in for the first time, you will see a message explaining how to
change your User ID and Password. If you choose not to change them, just click

the ' Home %1 ) putton.
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Home ©, ) A wekcome, Gladys M Brown

Hil Welcome to the SISFin Portal

Ta nitialize yaur new account you have the option of changing yaur UserlD or Passaord or leaving them s=t as is. [Fyoo
change whur userlD, it wil ba checked 10 make sure that no aneelse & using It Usard's MUST be unigua, Chik the
'Update UsarlD' buttan. Ta change yaur Password, snter the naw onain the Password and the venfy Password figlds,
then cick the Updats Password button, When wou are finishad, did home

] Change UserlD
b Us-anD:| 10040 |IELM9_,?)

B Change Password

Fassword: [|esess

verify Password: |[ssasa |- Upelatn Password &

Powered by Schedt Informatinn Systems -~ 8 Crvivion of Tyier Tachroiiges g ss 12 com

Forgot Your User ID or Password?

Click on the button, Forgot Userid/Password and the information will be emailed
to you. (Email addresses must be set up in the user's demographic record on the
MISC tab.)

Please Login

Enter your UserID and Password

UserID  |[10034 |
Password |"'" |
wersion 3.11 build 100902

| Login & }

lr

Portal Menu

Once you have logged in successfully, you will see the “Main Menu” screen.
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SISFin Portal School Information Systems
EJ & Welcome, Beth Queen
Disksick Maws
GO0 MORNING
vy HR-Portal

B change Usep, passworg # subiit Leave Requect

uz Wiew Parsonal and W4 [nfo W0 Wiew [eave Beguest Status
& view Leave Balance ® subeit pessonal Info Changes
"-! Wiew Pay History B View Personal [nfo Changes
% yiew Benefit History ® yiew Deduction History
iy SISFinPortal

* itign ;-i Profecsicna| Davelopment

& Activity Clubs [j [nvenkory Control

h SISARE - Spplicant Tracking

The top portion of the menu contains HR related items.

The bottom portion of the menu is designated for other SISFin actions and or
items.

Change UserlD, Password

You can change your User ID and or Password anytime you are logged in by
selecting “Change UserlD, Password” from the Portal Menu.

View Personal and W4 Information

When viewing this screen, if you wish to make changes to your W4 withholdings,
click on the icons provided for Federal IRS or State at the bottom of the page to
print a blank W4 to be filled out and sent to Central Office.
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S LI
=

L% pargonal Infarmation
Harree and Addres= | June A Suron

123 Tesl Sinest

Testy MO
Fhong Humib=ss
Emsl Addiess |BurereflEc hool K12 s
Birh Date 12556
Hire Diade 0003

Federal W4 State W

Wearial Saus Tdamisd Kiarmigd - Spuass Works
Clepearidants i}
Dependants Srabe R
Personal Stale 0
Acdchtiora 2500 15 0
Fixed e i) .00
Fixed Parcent 000 004

@ RS

chck HERE to print/display [R5 Fanm W4

MISSOURL

dicke HERE to print/display Miszaun Farm Wi,

B

m chck HERE for the Sadial Securty Administration web site

Submit Personal Info Changes

If you need to request an address, name or phone # change, click the

=

button and then click “Submit Personal Info Changes” link. Fill in the fields you
wish to change and assign this request to a route for approval. Click the Submit

button.

This does not actually change your information in SISFin. It is a request to have it
changed. Keep in mind that some personal information cannot be changed until
the proper legal documentation is provided.

-

s sis

Proprietary and Confidential
Tyler Technologies, Inc.

SISFin Page 5



SISPortal User Guide

Only fill out the information that is changing. Leave the rest of the fields blank.
"—-'—:.a-‘ 3 Walcome. Jura B

Lagal dooumankation must be turnad in to Carkrad offics bafora name dhanges will Taka ;
¥ SI5Fn

‘:" Cumiam Parsanal Infoimabon

bgrmg wd Sdciam Jore ™ B
121 Tt Bt
Tty W0

g Wirrba

L TR crsndameelei]l fez on

R Ervier Permondl Wfamation Changes
Firkt Fiams
Laddis Hame
Last Hama

e

Arjrean

k| ewm

Sl | LD
i Cati|frrand
Predred i3 Eed Cea D B3 D

BT

Emai Andress
Efective Dot immeddbgd |25 [0 BE |f Boio =
Raunp || Famcres craaga -
i )

View Leave Balance

This screen is only for viewing your leave balances. You will also see Leave
detail of any type of leave you have used in the current fiscal year.

To make a Leave Request, click the “##™.7+ ./ putton and choose the link “Submit
Leave Request” from the main menu.
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&

e

4% | eave Balance
Leave Name | Start Year | YTD Eamed | YTD Used | YTD Docked | Balance
Wacation 0.00 hours | 40.00 hours | 0.00 hours (.00 hours | 40.00 hours
Personal 0.00 hours | 14.00 hours | 0.00 hours 0.00 hours | 14.00 hours
Sick 0.00 hours | 80.00 hours | 0.00 hours 0.00 hours | 80.00 hours
Prof Leave 0.00 hours | 80.00 hours | 8.00 hours 0.00 hours | 72.00 hours
Ve

A3 Leave Detail
Transaction Date | Leave Units First Day |LastDay | Description
9/30/2009 Prof Leave | 8.00 hours | 10/20/2009 | 10/20/2009

Submit Leave Request
When submitting a leave request all fields containing * are required.

The Duration field should be entered in either hours or days depending on your
system setting in SISFin. If you track leave by hours, enter number of hours you
are requesting to be absent. If you track your leave by days, enter the number of
days you are requesting off.

Use the drop down menu to choose which type of leave you are using for this
absence.

Choose the route this leave request must go through using the drop down
provided.

If a substitute is required for that period, please place a check mark in the field
provided.

The comments screen is anything you wish to convey to the approvers and or to
. :
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payroll. Example: Please call J. Smith in as my sub.
Example: 2 PM daughter’s doctor appt.

Using the drop down provided, choose which location you will be absent from.
If you only work in one location, you will only see one option.

47 sSubmit Leave Request * = required entry

Name | June R Burton N

From Date (mm/dd/yyyy)*|[10  |/[23  [/[2008 ]

To Date (mm/dd/yyyy)*|[10  |/[23  |/[2009 |

Duration*| 8 |

Type of Leave* || Sick v

Leave Request Routing® ||Leave-CO ~ v|

Substitute Required | O

|:ypa comment here |

Comments

Location | EETEIIEERmISELS

( Submit v )

View Leave Request Status

To view the status of your reque\:;‘._t_s click the link provided on the main menu.

" yiew Leave Reguest Status

D
- Status F
Zhem | Stalus | Fobe rorm Ciabe To Db Durabon | Location Requesisd
Tuesday, Oct 20 | Tussday, Oct 20 _ This request has been posied. Contact your superas
1| Approsed 800 Sep 29, 20089
& 2008 20nng o wam 1o cancel or changs &
= | & .
2 ppncred r%
Fricay, 0 Friday, O : :
1 o Tickay, Qi1 23 riday, Dol 23 200 otz s | (Ca ™
2008 2008 ]
2 | Pending

You may cancel a leave request anytime prior to it being posted in SISFin by
clicking the (Cane#l X putton. If leave has been posted please contact your
"4 SIS
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Payroll department to cancel.

View Pay History

When viewing pay history, you have the ability to choose from which fiscal year
using the “Year” drop down. If you want to print a pay stub, you must have adobe
acrobat reader, (version 9 or higher) installed on the computer you are printing
from. Click \Printswb 5 button.

Home T, =l
e 8 = Welcome, June R Burton
i HL.I Pay Histary Year | by 13008 o June 30, 2010 5 Page 10 1
Sy 1 2008 ko June 30, 2004
o = § - Sl o A00E B Jgng A0 2D o "
Qress | Fad ) Slete | S8 | ey | Motkcars | PoRS | PEERS | Other Hel Pay 2 s
Fay T Tom | Tam Jed Lt i

GO0 | 48681 | 22100 D00 Q00 B7.00 | &5546 oo0| non| 53200380663 | TE0E0 | 212407 | P na ¥

50000 | 8807 § 221 .00 | 000 Qoo a7.00 | 256 40 Qo0 ) ool S32.00 ) 380663 | a0l (212415 | Aeties. o)

BOCH O |85 91 § 221 00| 0.00 [ Q00 G700} | 855 46 o00 | a00| 53200380663 | eE0I00 | 212425 | (Pt e )

For security purposes, you will be prompted for a password. Every user’s
password is the last 4-digits of their social security number.

T £l
PoySeubPOF aip’ v protected, Plese enter s Dogument Open Prsjwerd.

L
Enter Passwsrd: |

o | e |

The View Benefits and View Deductions links allow you the same options as
View Pay History.

Each time you want leave the current screen, click the home button to return to
the main menu.

Professional Development

The PD module within SISFin can be accessed from two different places - from

L] -.: .
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Personnel > Employee - Professional Development, or from Personnel >
Demographic Information - Choose Employee - View - Professional
Development. This module stores information about classes/courses an
employee has taken.

Note: The PD Module is strictly for record-keeping. Information stored there is
NOT tied to anything else in SISFin. For example, recording a course in PD will
not increase the employee step/column on the salary schedule.

Him

2 Add Professional Development Course Reguest

Coursa Date (mmiddiyyyy)

Course Number

course Description

Coursa Typa | Seminar I

Institution

Instructor

Ralmburse Amoen

MNabes

Approval Routa .

| Bubamil o | Cancel M

To make a request through the Portal, enter Course Date, Course Number,
Course Description, Course Type (types are maintained in SISFin), Institution,
Instructor, Reimburse Amount if applicable, add any notes and choose the
appropriate approval route.

Requisitions
To create a new requisition click the “Requisitions” link provided from the main
menu.

- -.:.. H
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b Soloci Requisiticns SRS TNES T Detadlices 8

Vendar Type = ]

Wendar Haiv '-‘_"'..‘h....EJ sage o
R Select Vendor | Reuest bew Virster | Page 10 10

hiama Branch | Addraesy City State 2

|t ¢ ) | Ace Handware 23 Main 5 Amald WO G3010
[Bwlect o | | Adame, Jobn © G316} Beanslfid Dirrem Aurywhers WO GEIMIESES

| Baleg v | Amaron Bopks i Readng Schogl Ciyy WO GTIETTTT
Seingi v | | Ameren LIE G364 Elecine Cimes Someptave WO 3004444
&, Ameran LUE ldighs

(mwwtt g ) | Anmiy Ore 123 St Trewm BACEEIT 117111
(meme v ) | Anmuity Two Venror Radread fram Fapaiale MO G507
(Swmaty ) | Bk, Crymtal ¥ 65437 Firad One S0 Louis MO £3487

| Sainct | Bakmre Plays 100 Chamey S Brmion W3 0211 117E)
By | Bachman's Canst. o, e T4EI3 Main 51 Impennl WO G362

Next select the AddReauisition + ) hytton. This will take you to the “Vendor” tab
automatically.

Existing Vendor:

You can type a few characters of the vendor's name in the “Vendor Name” box
and select the ' Z52" button. If more than one page of vendors for your search
selection exists, use the navigation arrows in the top left corner to scroll through

the pages.

Select the vendor using the =<, button beside the vendor’s name.

New Vendor: — ——

If this is a new vendor, select the ‘Bastiawventor s ) hytton and fill in the required
fields. This puts in a request for the addition of this new vendor.

S Scioct Roguinibans QLTS Deiall s ¥

Marmse
Adideass
City
State || Mimsam [=]
dip Giode
| Bubsst v |

After vendor information is entered, this is the next screen, which permits
updating of the fiscal year and addition of the location. You will only see one
location unless you work for more than one location.

"E,:'- sis
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W Seloct Requisitions

>
# Edit Requisitions

A E—
Address ||strest address |
City |[2

State||!
Zip Code [z

%

Requisition Date
Submit| O
Apply Ta|lc

Lzcation ||

( Update v |

Click the "Yrdate ¥ ) button, and the “Detail Lines” tab will open allowing you to

Click the L button to add a line item to your requisition. There is no limit to
the number of lines you may add.

After selecting the ' button the following screen will appear.

| .l Select Requisitio Detall Lines

4? Add Requisition Line
Catalog
Page Mumber

Part Number | 2282224

Description | [Cescription of lins item |

Motes||
Quantity |:|
Unit
Price [%

Room

| Update « |
Fill out the appropriate fields with as much information as possible.

The unit drop down box is populated by the SISFin accounting system. If your
unit is not represented see the accounting department.

L] -.:.. .
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If your room name or number is shown in the drop down menu in the “Room”
field, choose it. If not, you are not using this feature at this time.

Click the "Yrate ¥ ) button and continue to add as many lines as you need.

| Submit Requisition ' )

. To add more lines items to

To submit this requisition click the
THon et
this requisition, click (AddLine + )

Once submitted, the requisition is in SISFin waiting to be approved and added to
a Purchase Order.

Requisition List
When a user clicks on the “Requisitions” link, they will see the requisitions they
have entered, and the Status of those requisitions.

If a requisition’s status is blank then the requisition has been created in the Portal

but not submitted to the actual SISFin Accounting system.

=

L | A33 Pacpmss + | S ec! Ragutigion Fags © 2

Select Edit then click the Submit button. The status column should now show for
that requisition.

If an #=8%) button is present, the requisition has not been processed yet and can
still be edited or removed. To make a change to the requisition select the = 82
button. To remove the requisition, select the 'm=es ) button.

If a requisition has been turned into a Purchase Order the status will show as
e (0, gand cannot be edited or removed from within the portal. You will need to
contact Accounting if changes are required.

If a requisition status shows ®==0. the requisition has been rejected and will not
be processed. You can remove this listing from your screen by selecting the
Femom ©1) button.

- -.:.. H
% SIS
Proprietary and Confidential

Tyler Technologies, Inc.

SISFin Page 13



SISPortal User Guide

(sumited ) means you have successfully entered the requisition and it now resides
in SISFin awaiting approval.

To see the status of your requisitions, log in to the SISPortal and click Requisition
link. The last column is the “Status” column.

& Requisitions Maintenance

h;iﬁfﬁiiﬁﬁiﬁ i
. | ikl Reguisition + | Sedect Reguisiton Paga 1al1
“Windar Brarch Ciy Siata Tip Todal et Bzl
MeSrawHill { Taibach Dviva | Any Town B0 B3000:0001 | 5815 48| Buas200s Frmcmme L8
B B | Prawan Education BIBE Thiw Way | Ampwhere MO B3SIBSEEE | $392.36| 3222000 | (i) | (D)
#an BT | | Sonwans Pl E5B1 E Regunbc | Eprngfald W0 65307 512593 | 30000 | Chemee ) | (E el

***Hf your district has also purchased the Inventory module, please see the
Inventory Manual posted on our support portal.

'-:,. sis
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SISFin Support Team

sisfin@tylertech.com
800.733.0922

Valorie Steinbeck Ext 151206
Melissa Woodson Ext 151216
Jacob Waters Ext 151230
Lisa Wass Ext 151264

www.tylertech.com
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