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Employee Online Basics

Employee Online (EO) is a Web-based system that enables employees to
easily access their employment records. Your access to EO is through
LexConnect. At this time EO is view only. Any necessary changes can be
made by downloading forms from EO and submitting the completed forms
to the appropriate offices. More detailed information about what is found
on each of the menu tabs within Employee Online can be found in the
Employee Online Tutorial document. The Employee Online documents can
be found on the Lexington School District One website. Instructions for
accessing these documents can be found at the end of this document.

Follow the steps below to access Employee Online:

1. Go to the Lexington School District One home page at
www.lexingtonl.net and access LexConnect. Select “I AM” - “An

Employee” - “Secure Employee Portal”

£ LEXINGTON slsls
e SCHOOL DISTRICT ONE :

Select Language

Where children and learning are Cne

. 2o
a S

R

e

An Employee

A Student ' ,
A Parent / Guardian l ! 7Ky
-

A Formes Employee,
Substitute Or Collaborative Planning

Temporary Employee Information : \ :
A Prospective Common Vocabulary \

Employee
Employee Handbook
AVMO( [T AGSN] P | /SSN

09.09.2015 Employee Online 1



http://www.lexington1.net/

2. Log in using your district username and password.
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LEXCONNECT LOGON

USERNAME
PASSWORD

Forgot Password LOGON®

3. From the LexConnect homepage, select the Employee Online Business
360 app button.
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Additional Tips:

e You may want to add the Lexington One Portal Logon to your browser
“Favorites”

e |f you are having trouble getting to the homepage, be sure to check
your browser’s Pop-Up Blocker settings. The Employee Online FAQ
document has instructions on how to check and turn off pop-up
blockers.

e |f you have problems logging into LexConnect or have forgotten your
password, contact the district Help desk at 821-1201 or
helpdesk@lexingtonl.net.
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Employee Online Home

You are now at the Employee Online Home Screen.

sPLUS ( Employee Online

Professional Development Leave Tracking Recruitment

‘Welcome to the Employee Online web site. This site provides a way for you to view your
payrall information.
+ Benefits Newsletter

Personal Information Flease feel free to browse your current payroll setup.

+ Home Address Next payday will be 8/10/2015.
Pay Information

Direct Deposit
+ Deferred Comp
Check Stub

+ Current.Job
« Historical .Jobs

Benefits Step 1: Choose an area

Select the tab for the area with the information that you want to view.
Step 2: Select the record that you would like to view.

Choose the record you would like to view.

+ Insurance
+ Retirement
« Other Benefits

Side Bar Menu

This Side Bar displays all of the menu options available to Lexington
staff today.

Employee Online Professior

EO Home

+« Message Page
+« Employee Handbook
+ Benefils Newsletter

Personal Information
« Home Address
Pay Information
Direct Deposit

Deferred Comp
Check Stub

Tax Info
What If
W2 Info

Job Information

+ Current .Job
« Historical Jobs

Benefits

« Insurance
+ Retirement
« Other Benefits
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Professional Development Tab

This is where you may browse, register, or print transcripts for courses
offered and taken by the district. For questions, contact Mary Gaskins at
821-1012 or mgaskins@Ilexingtonl.net

T He

& Settings

Browse Available Courses

« Browse Courses

G Title:
« Current Registration ourse Title
« Prior Regisiration Instructor/Facilitator:
« Wait List e Tyne:
« Personalinformation || [NEEE_—S ype:
» Course Transcript Topic Area: v

Instructor/Facilitator Proficiency Goal: v
Location: v

« Current Courses
« Prior Courses Start Date: == End Date: [l

« Submit New Course
« Course Definition
« Course Attendance

« Complete Course

« Email Notification
« Attachments

Leave Tracking Tab

Staff can view leave balance information here.

Select leave type Comp, Annual, Nonscheduled, or Flex Workdays and Years
of Detail to view transaction detail.

**Balance is expressed in hours and not days.

% BusinessPLUS
\38 3 PLUS 360 Application

( Employee Online - & Seftings | ? Help ‘ @ Logoft

Employee Online Professional Development § EEVRIETE 0 | Recruitment

»

ID: ADDODD1 Leave Type: | Annual -

Name: DOE, JANE YearsofDetaill: |1 ¥
#J Submit

Current Balance: 0.00000

[Date Period Trans Amt[Hour [code [ End Balance|
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Recruitment Tab

This is an internal way for you to access the district online application
system if you wish to apply for lateral transfers or promotions within this
district. You may view job vacancies, review the online processes, and
apply. For questions, contact Meredith Falls at 821-1292 or
mfalls@Ilexingtonl.net.

(elvs) BusinessPLUS (Employee Online

\38J 5 PLUS 360 Application

Employee Online Professional Development | Leave Track Recruitment

HUMAN RESOURCES

Preparing a new generation of leaders and global citizens

Apply for Vacancies

e

Job Vacancies by Ty

JobVacancles by Locaion Lexington County School District One
Apply I’

Profile Employment Opportunities

To Complete

Posting Notifications

e Thank you for your interest in the opportunity to join the district. The mission of

User Support Lexington County School District One - where caring people, academics, the arts and
EAQ athletics connect - is to enable our students to be thinking, productive, responsible
Silide P citizens in the global, competitive 21st century.

Home

09.09.2015 Employee Online


mailto:mfalls@lexington1.net

Employee Online Basics and Employee Online

Tutorial Documents

On the district website, select “I AM” = “An Employee” 2>
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Employee Online Tutorial contains more detailed information.
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