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2024-2025 Specia Edvcatiow Perssumel Appreval Mapmn)

e Due Date - Personnel Approvals DUE July 31, 2025!!!

*

www.hbug.kl2.ilus -> Manuals & Guides




I Select Personnel ->
Personnel Central

Personnel ~ Data Colle

Personnel Analytics

Personnel Central

SEPI Lookup




Personnel centrale 0-C snoelleQA2 NA-SPRWEBQA1 20:0C

School Year District
All a Personnel Approval Data

IEIN First Name & Work Assignment Data

# Certificate Data

S Salary Data




Utilities + Resources ~

LEA Maintenance

Un-Reported

Unreported Students
Case Load Definition Personnel in jurisdiction from
EIS upload but no current
Approval record

Possible Youth in Care
Program Definition

User Search / Permissions
Custom Notes /8\"'
Custom Events

Upload Permissions

Personnel Based Funding

Mass Change




Peroeumel Apprevay

To add a new personnel record click Add.

School Year District
All

IEIN First Name Last Name




Pergeumel Approvey

Use either District, Last Name, First Name, Gender or IEIN to
locate the desired person.

Search

To search for personnel you must provide either the IEIN, or some combination of District (or Coop), Last Name, First Name and Gender. IEIN
search may temporarily not work.

Search Multiple

District / Coop

First Name Last Name Gender

Search Single

IEIN




e Once Personnel is added, an
Approval record can be

completed for the employe
o Click the Add icon tc

Work Assignment(s) ang
select the FTE from the drop




FTE for Paraprofessional staff must be reported for each grade group served:
e PreK and KG-12

o Estimate the FTE as accurately as possible when time is spent serving
both grade ranges.

Paraprofessional Work Assignment Codes:

- PA3 = Program Aide serving PreK PA3 - Program Aide (Prek)
- PA6 = Program #ide serving KG-12 —ESSdlicuklAob)
- TA3 = Teacher's Aide Serving Prek TA3 - Individual Instruction Aide (PreK)
. . TA6 - Individual Instruction Aide (KG-12)
- TA6 = Teacher's Aide serving KG-12 el
o L R [ g kA= B i il - (- @l \NHA3 - Non-Certified Health Aide (PreK)
- NHA6 = Nown-certified Health Aide K&,'Z NHAS - Non-Certified Health Aide (KG-12)
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Pergovmel Approvey
e Full Time Equivalency (FTE)
reguired for ALL employees:

0 Calculatmg percentage to assist
in reporting FTE - "Total hours
worked per year in the work
assignment divided by ' normal
school dag classroom hours",
equals 'total days worked per
year'. Dividing the "total days
worked" by 180 days will equal
the "total FTE percentage”.

o Select FTE drop downw in |-Star
to select the numerical value
that best estimates the amount
of time spent in the work
assignment and click Save.




Peroevmel Apprevay

Complete Employed as of 12/1:

DemoAphrodite Scott - 1123532

District: Benton Cons HSD 103+ Total FTE: 1.00
Type: A - Special Education Teachers
Employed as of 12/1/2024: True

Employed on 12/01

No 0 Yes




o |-Star system will automatically match the appropriate Special Education ID
code:
o A - Special Education Teacher
o B - Related Service Provider
o C - Paraprofessional
o D - Administrative

e This code will be determined once the Work Assignment is Saved

District: Benton Cons HSD 103+ Total FTE: 1.00
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e Status codes are used by ISBE to indicate the approval status of a work
assignment(s). The status is verified with ELIS.

e Available Status Codes:
o Qualified - Warning Free [ Approved
o Not Qualified - Warning / Disapproved
m Warnings do not cause errors for personnel and the records will be submitted
as "Not Qualified’ on the federal report.
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|I-Star Operation Questwns

Harrisburg Project
(800) 635-5274

support@hbug.kl2.il.us




