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This Training Includes:

A Who can modify records in CIS

Using security to search for new personnel
Using security to reactivate an account
How to add brand new personnel

How to transfer personnel from other LEAS
How to setup evaluators

To To To To T I

How to assign evaluators to personnel

Llouisiana Relieves 2



“f L EA vs Site Level Access o

In CIS in the Employee tab, you will find 4 fields

e A School Session (202919)

Lok | v A LEA (3 digit Sponsor Code and Name)
seoo Er v A School (LEA Level or Site Level)

LastKarme il ] [ A Last name filter (only searchable field)

LEA Level employeesCan see data from all sites in the same sponsor code

Site Level employees Can see only data/evaluate personnel from their specific site

Llouisiana Relieves



Who canModify Records in CIS?

The only User Group that can modify records in the CIS system is the LEA Administratc

LEA Administrato LEA administrators are found at the LEA Level and have the ability t
add/edit/move/deleteall user accounts for that LEA and serve as data manager/security
coordinator. This position should be held by personnel that is not evaluated by Compa:
Each LEA may have more than one LEA Administrator if desired.

* If you are a single site sponsor, this role should not be given to the a principal or teacl
If possible as one account cannot serve multiple roles.

Louisiana Believes For assistance, contaGlompass@la.gov
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i Using Security tcisearchfor New Personnel :

i Pt
e
— .

If you are the LEA Administrator, the firqC - Lompas COMPASS INFORMATION SYSTEM By ot
tab is theSecuritytab. Here you can | | |

. . IEZZ | Emvioyee | [VAM] [ EvalAssign | [PGP] [SLT] | Observation | | Evavation | [ Report| [ ToDoList | [Links
search for people be either by first and g
last name or social security number. S (oo

School District: \;-s:ensnon J
1,657 : Active Accounts 1,655 : Active, not accessed past year 0 : HCS LDE ADMINISTRATOR

4 :De-activated Accounts 4 : De-activated, not accessed past year 0 : HCS LDE STAFF
71 : Unused Accounts 58,139 : Successful logins 12 : HCS LEA ADMINISTRATOR

dick Ga If the Account Lisis blank as e W—— Sic—

shown to the right, this person is either _ i

new to CIS or may be listed under T — 9
another name.

i

<

L‘u!Suct:en!ulLong‘sue:‘v vl Successtul Login Count: [ /| Unsuce. LoginCnt: [

The full SSN is the best way to search fi
a person if available.
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b £ | —

| Using Security to Search for New Personnel -

If your search provides a name, CIS ()] - Compas: COMPASS INFORMATION SYSTEM

provide the following information:

IEZED0 [ Erployes | [VAM] [ EvalAssion | [PGP] [SLT] [ Observation | [ Evaiuation | [Report | [ ToDoList | [Links |
A N ame System: 1HCS-Human Capital Information System

School District: | ascension Parish Statistics

v
A ( : u rre nt L EA 1,857 :Active Accounts 1,655 : Active, not accessed past year 0 : HCS LDE ADMINISTRATOR
4 : De-activated Accounts 4 : De-activated, not accessed past year 0 : HCS LDE STAFF

N 71 :Unused Accounts 58,138 : Successful logins 12 : HCS LEA ADMINISTRATOR
C u rre nt S Ite 1732 : Total Accounts 19.448 : Unsuccessful logins 80 : HCS SUPERVISOR
0 : Unsuccessful Registration Attempts 14 : HCS EVALUATOR

Today 1,616 : HCS EMPLOYEE

Selection Criteria for Account List
A U Se r G ro u p Last Name: |Agams | ‘ First: [Basren SSN: l J Login Code: ‘ ] Status: v| UserGroup: |
A LaSt LO g i n Last Successful Login Date: [ Successful Login Count: [ /] Unsucc, Login Cnt.: l v/

A Status of the Account el

A=Active;

Last Name | First Name LEA Site SSN User Group Last Login # Logins | # Unsucc, Attempts D=De.
activated

ADAMS BARRETT N3 003017 000000008 |HCS_EVALUATOR

You will need the SSN and LEA code

transfer personnel.
e
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COMPASS INFORMATION SYSTEM

If the status of an account i§ the
account has been activated and is

working. P

System: [ HCS-Human Capital Information System

mjanmyee [vam] [ Evalassign | [PGP| [SLT| [ Observation || Evaivation || Repot | | ToDoList | [Links

School District: lgs:ensuon Parish Statistics

v
If th e Statu S Of an aCCO u nt & th e 1,857 : Active Accounts 1,655 : Active, not acccasc(i;‘)r;!iyvﬁ; : 0 : HCS LDE ADMINISTRATOR
4 : De-activated Accounts 4 : De-activated, not accessed past year 0 : HCS LDE STAFF
71 :Unused Accounts 58,138 : Successful logins 12 : HCS LEA ADMINISTRATOR

account is deactivated. Click theset i Ut  cs s
button on the right and ask the user tc =

: . Selection Criteria for Account List
register as a new user again. e T SR —

Last Successful Login Date: [ /|| Successful Login Count: [ /] Unsucc. Login Cnt.: v

Account List

If the status of an account gank, the

A=Active;

Last Name | First Name LEA Site SSN User Group Last Login # Logins | # Unsucc, Attempts D=De.

user can register as a new user. activated

ADAMS BARRETT N3 003017 000000008 | HCS_EVALUATOR
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In the Employee tapdo not click anyone
in View Listthen clickMaintain.,

1. Enter the full SSN of the employee
2. ClickAdd

.

Louistiana Believes

COMPASS INFORMATION SYSTEM

o] I (Vo] [ s | 7] s [ bwrto | | Evbion | ]| oot |G

[iewiit ] [Vew] T [ RequestScore | [ Report Grievance |
School Session: 20182018 Mode:  Add
Social Security Number: 000000008 L
LEA: [003 - Ascension Parsh V)"
Transfer From LEA [ Select One To Indicste Transies v/
Name:
(First) {Middle) Last) (Suffix)
Job Title v

District Employee Hire Date:

Certified Evaluator?

Homebase School: Select One v ©
User Group: v -
Reason for Incomplete Evaluation: W
Last Updated:
By:

Enter Social Secunty Number, and if applicable, the Transfer From LEA and click ‘Add"



b COMPASS INFORMATION SYSTEM

LEA you will be able to add:

A Name

A Job Title

A Hire Date

A Certified Evaluator
A Home Base School
A User Group

ClickUpdateonce the required fields
have been added.

(S I v | s | e 57 onin |
e St g v

Report | | ToDoList | [Links

School Session: 2018 - 2019 Mode:  Update

Social Security Number:

LEA: 003 - Ascension Parish v *

Transfer to LEA Select One To Indicate Transter

Name: [BaRRETT 1* [ | [aDams 1" 1
(Firsg) Midaie) fLast) (Suffix)

Job Title :Dcl-Pm:ml‘AF V'_ .

District Emiployee Hire Date:

Certified Evaluator? @yves One

Homebase School: (003017 - Adutt Egucanon v

User Group: Evahusior W =

Reason for Incomplete Evaluation: Select one if appheable i Rationale: |
Last Updated: 1072018 1007 AM
By:

[Tasa | [ Delete | Cancel |

Employee records added fo the dafsbase. To update record chck Updste To add new employee click Add To delefe click Delefe

.
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Until the end of November, if you know tH=
SSN and LEA of a person that you are

(Sezuny | IETTN (Vi) [ Eveiassion | (PR [SiT] [ ©

| [Repont | | ToDoList | [Links

currently employing you may move them o ] mmmsonvome _tonomme

without being released from the previous ..~

A Go toEmployee v

A Go toMaintain

A Enter the SSN

A Select the correct LEA fromiansfer S

from LEA —

A ClickAdd =

Louistiana Believes .



Once the employee is added by the SSI
you will be able to change:

A Job Title

A Certified Evaluator
A Home Based School
A User Group

ClickAddonce the employee has the
correct updated information.

) How to Transfer Personndrom other LEAS

8 é Dmpass COMPASS INFORMATION SYSTEM

Gecorty ] IESTEES [Van| [ Evaiassion | [PaP] [SL7] [ Obsenvation | [ Evaluation | [[Report| [ ToDoList | [Links|

View List ‘Aev{m Request Score Invalidation \ Report Grievance
20182019

School Session:

Social Security Numbes:

LEA: v *

Transfer From LEA v

Name: (BARRETT & | [~0ams
(First) (Middie) (Lost)

Job Title (04-PrincipalAP V| *

District Employee Hire Date: ]

Certified Evaluator? ®ves Ono "

Homebase School: [Lealevel v] o
User Group: | LEA Administrator
Reason for Incomplete Evaluation: v
Last Updated: 10/322018 10:07 AM
By:
[t |

Mode: Add

‘(Suﬂrx}

Louistiana Believes
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COMPASS INFORMATION SYSTEM

Select the personnel that should be

evaluator and go td/aintain. (5] I ] e | ] 7 G |t | pon] ot ]
Request Seore Invalidation Repon Grievanee |

School Session: 2018- 2019

Sockal Security Number:

LEA:

Two things must be set to be an evaluatot
A Certified Evaluatomust beYes (ST T v

Name: BARRETT | | .|I~DAMS - |
A User Groumust be Evaluator \ o
Job Tite [04-PrincipaliaP | *

S U p e rVi S O r District Employee Hire Date: :|

Certified Evaluator ?

®ves One ©

Principals should be at their hortmsed v

User Group:

school. Supervisors can be at the LEA le Ren o b v (S O e |
if they are gOing to evaluate prinCipals frOI Last Updated: 107372018 10:07 AM

By: WESTBROOKS1

multiple sites. o ]

Evalugtor v T
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Once all employees have been added to
correct sites and evaluators are set, (S]] IEETETTIN P0P] (57 [ Oosemton | | Evatn | [ o || To 0w | [
evaluators can be assigned to personnel. | -

LEA: e

Evaluator Level: &

Go toEvalAssign oot 5

Select eithei_E/or School
Select thetvaluator o Enplyes sosgnmans B

Select theEmployee Home Base School i o =

Select theJob Title me—— v

Either manually select the employees to
be assigned using the checkboxes or se

Check All

A ClickSubmit © —

o J>o T To Do

oooono

Select an evaluation {ype
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CIS Personnel Reminders

ADouble check the accuracy of site rosters before assigning evaluators.

A Accounts can only be in one LEA and one User Group at a time. If you manage multig
LEASs you will need multiple accounts.

ALEA Administrators are the only people capable of adding or modifying records.

A Please do not delete personnel unless you know that they are retired or have moved a
of state with no immediate intention of returning to work in the state of Louisiana.

Louilsitana Believes



Resources

If you need assistance with Compass, please email ds@apass@la.gov
If you need help with accounts, please speak with your local LEA Administrator first.

If you are the LEA Administrator please include the following in your email:

A Name
A Sponsor/Site Code
A As much information to describe the problem as possible.

Louilsitana Believes
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