iVisiosn will now be called Employee Access. There is a link to employee access on the district website under staff
resources. Link to employee access is at the bottom of the third column

You can also access Employee Access by clicking on the following link.

https://jeffersonjointsd251id.tylerportico.com/tesp/employee-selfservice

Your username will be your district email address. For example alords@sd251.org. You
°kta do have a district email even if you have never logged in.

signin
Username

Jlords@sd251.0r¢

7] Re

B Microsoft

alords@sd251.0rg Your password is your network login- this is the password you use to logon to a
Enter password computer. If you have never logged in on a district computer, your password is
Passwor probably jefferson251
Forgot my password
Sign in with another account
] Once you are able to login, you will be asked to verify your account. You can do this if
Don't lose access to your account! you’d like, if not you can cancel.
[
o
0.

Now you will be asked to enter your email address again as well as the last 4 digits
Welcome to Jefferson Joint School District #251's

Employee Access! of your social security number, your date of birth, and your home zip code (this will
Sl e oty eyt ey e s Blemnanematene e the zip code of whatever address we have on file for you).
User: Ma Barrientos
Email:mbarrientos@sd251.0rg
A Not you?

Email addross® Click on submit

Birthaate®

08/03/2022 =


https://jeffersonjointsd251id.tylerportico.com/tesp/employee-selfservice
mailto:alords@sd251.org

Now employee access will open. This program will do all of the things that iVisions did before.

" Employee Access

Amber Lords

Request sick- 96 hours
Welcome back 326 325.84 hours available
- Home

Amber Lords

Employee Access

-I 5 Request vacation- 96 hours
14.92 hours available

€  Myinformation v
[C) My time [+ BN
Time off requests (4]

Latest paycheck Upcoming time off Profile

Time off history

07/20/2022 Rejected
) Make sure your personal information
Take home pay Vacation- 96 Hours
[5) My pay v is up to date
Total pay 07/20/2022 - 07/20/2022

v Mybenefits (1 I

View all checks m View request details Go to my profile

ﬂ My tasks
< >
Announcements Resources v

':})) 2022 Tax documents v

You're all caught up on announcements

To enter time off, you will go to my time then time off requests as highlighted in yellow above. Choose your leave type
in this drop down then select your dates from the calendar.

Request time off

Type
Sick- 96 Hours - ] ‘ Specific use - Current request [ +]

< August 2022 >

Sun Mon Tue Wed Thu Fri Sat

21 22 23 24 25 26 27 Select some dates to get started

28 29 30 31

time ott
Hours ‘ ‘ Specific use - Current request (+] Selected dates will appear to the right of the calendar
with ZERO hours. Click on the pencil next to each
August 2022 >
Tue 08/02/2022 | date to add your hours
Sick- 96 Hours - 0 hours
n Tue Wed Thu Fri Sat
Wed 08/03/2022 R
°°° 5 6 Sick- 96 Hours « 0 hours 4 u
} 9 10 1 12 13 Thu 08/04/2022 VAl |

Sick- 96 Hours - 0 hours



Tuesday, August 2, 2022 X

08:00 - 16:00 (Sick- 96 Hours) s Make sure that the leave type is correct.
Type*

rSick- 96 Hours - |

I Specific use -

Enter the number of hours you need.

Amount*

f5A25| 3 hours I
Start time*

FOB:UD AM [¢] I
End time*

roa:uu PM c] I

Save

+ Split day Save

Complete these steps for each date you are requesting time for.

Click on the flag to enter your leave reason.

Type reason in the comment box that opens. Remember to
include important details (i.e. Berevement leave was taken for

Add comment grandmothers funeral) when needed.
Comment
Click on add
6 Hours = H Specific use - ] Current request a
August 2022 > e 08/02202 - Final step- you will click on Submit.

Sick- 96 Hours « 5.25 hours
M Tee  Wed  The FRo s Request will go to your supervisor as usual for approval.

Wed 08/03/2022 . =
1 °°° 5 6 zBereavement Hrs. + 8 hours ’ u .. - .

Once it is approved it is routed to Amber to post in

Sooe e e e Th08/04/2022 P | TimeClock and deduct from your leave balance.

zJury Duty Hours « 6.25 hours

22 23 24 25 26 27

29 30 31

Clear request m



