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Introduction

The new Online Paraeducator Staffing Grid system, which we will refer to as the “Para Grid system”, is an
online, interactive tool that replaces the current MCPS Form 425-9a, Paraeducator Staffing Form, to make
changes to your school’s paraeducator hours and/or indicate involuntary transfers of paraeducators. To access
the Para Grid system, go to the same myMCPS webpage that you use to get to SAE and click on the Online
Paraeducator Staffing Grid link:

Staffing Resources

C|ICk thls I|nk to = SAE Staffing Grids FY 2017
= SAF Staffing Grids FY 2018
access Para Grid nline Paraeducator Staffing Grid
system *  Department of Recruitment and
Staffing

Applicant Tracking System
OHRD Job Descriptions

.

1

L Staffing Memos
ES Staffing Memos
M5 Staffing Memos
HS Staffing Memos

A Brief Tour of the Para Grid System

The first time you or your delegate accesses the Para Grid system, you will see a screen like the one below. If
you would like to see a bar chart that displays your school’s paraeducator job codes that currently have
variances between hours assigned and authorized hours, click on the View Variance Chart link:

Dashboard for William B. Gibbs, Jr. ES (337)

Click this link to
see variance chart

2017 Forms

Start New
Form

2018 Forms

Start New
Form
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After you click on the View Variance Chart link, here is an example of what you would see if you have any
paraeducator job codes with variances. If your school does not have any variances, the chart will not display:

Dashboard for Watkins Mill Elementary School (561)

Variance By Position Code

3.00 Hours

: 5

Values

-10
5430 6602 6450

When you are ready to begin working on a new Para Grid for eventual submission to the Department of
Certification and Staffing (DCS), click on the blue plus icon in the Start New Form box that you will be

working on:
Dashboard for William B. Gibbs, Jr. ES (337)

2017 Forms
Click this blue plus icon to

work on your current
year’s (FY17)
paraeducator staffing

Start New
Form

2018 Forms
Click this blue plus icon to

work on your next year’s
(FY18) paraeducator
staffing

Start New
Form
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After you click on the blue plus icon, the Para Grid for your school will be displayed:

STAFFING
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[Rbonake requmed if awochmtardy tramferng or the changmg hours of 2 more seror employes

The left pane of the screen is a navigation bar and it also shows a Form History area that shows on which
version you are currently working. The first time you work in the Para Grid system, you will be working on
Version 1:

ol
=

Involuntarv

il

This arrow icon shows
you the version of your
school’s Para Grid on
which you are currently
working.

5|Page



Office of the Chief Technology Officer

If you have submitted previous versions of your school’s Para Grid, the Form History section will show the
version history. You can view any previous version by clicking on the version number:

-Er

=

_ C

_ L

_ L

L

This is where you can | b
see version history | [
and you can view a | L
previous version by | [
clicking on it. [ E

When you access your school’s Para Grid, it will already be populated with the staff members at your school
who have paraeducator, lunch hour aide, and IDA hours assigned. The staff members will be displayed in
seniority order (by hire date), with the most senior staff members at the top. It will also display each staff
member’s hire date, race, gender, and highly-qualified status (real employee names and ID numbers are being
masked in this training document):

Staff members are p
3 listed in seniority - L
=, ]
2 order o | B glH
3 8| % (oA
o= HireDate | | ~ |T @6

Employee Name

IGDDGG Employes, Mumber 0 2/14/1991 | Y | F | #
.-::-UDO:L.Enm.::ﬁ;ee. Mumber 1 .E-fzgfiggﬁ. W . F . W .
.DOCDEIEH'IF_‘I.D‘;.-'EE Mumber 2 .8f31f2|:|0c. . F . v .
.DGGDjEmp.cﬁ;ee. Mumber 3 . 4/4/2005 . B F . v .
00004 Employee, Mumber 4 872572005 W | F | #
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If your school has temporary part-time staff assigned temporary lunch hour aide (T6490) or temporary
itinerant special education paraeducator (T6450) hours, those temporary staff members will be displayed
toward the bottom of your grid, after the permanent staff member with the least seniority. The temporary
part-time staff will have “(TPT)” in front of their names:

220 |Mernngo
The “(TPT)” before | w17|Butler. A

staff member’s name 336 (TET) Ch
indicates temporary =
part-time.

(TPT) Gre
184 (TET) Qu
1B [(TFT) St

Your school’s Para Grid will also show the hours currently assigned for all permanent staff in the various job
codes listed on the grid, including a breakdown of the special education paraeducators (6550) by program:

.SpEd Paraeducator 6550

Perm Perm TPT Perm TPT @
. LunchlLunchlunch Para Head Hin.  Hin _ - <] ~

o ‘—;_ g }Igur }Igur }pur Sp  ESOL FocusPreK Start SpEd SpEd & § § b 1.3 & ; - -

; : ;é Aide Aide Aide Para Prog Para Para Para Para IDA  Para Pama E é 3 3‘% = E ] % 'g 3 ] E
Employee MName Hire Date LT|6490 G4g1 THB4006600 6602 6603 6604 6605 G700 6870 G450 6450 wv
Employee, Number o 2/14/1gg1 | W | F | » 7.00
Employes, Number 1 8/2g/wg6| W | F | v | | | |to| | 2.00 [ T4
Employes, Number 2 8/31/2000( B F | » 3.00 4,00
Employes, Number 3 /42005 | B | F | w | [a00| | 2.00 [1.00]
Employes, Number 4 8/25/2005| W | F | v | [s00] | 2.00 [1.00] 1 ] [ 1 ] 1.00
Employee, Number 5 1072272008 B | F | » | | 1.00] 1 ] [ 1 ] [ 1 ] 6.00
Employes, Number & 8/23/2007| H | F | w 0.50 6.50
Employee, Number 7 8/27/2009| B | F | v 0.50 6.50
Employes, Number 8 g/14/200g| B | F | » | 1.00| | [200] | [ 1 ] [ [ T 400]
Employes, Number g g/26/2011) H | F | » | | 1.00] [200] | 1.0 300 | 1 [ 1

At the right-side of the grid, there are columns that calculate the “Total Para” hours (paraeducator, lunch hour
aide, and IDA hours), total “Other” hours (non-paraeducator hours), and “Total Hours” for each employee in
the grid:

% Total Total
Para Other Hours
- 6.00 | | 6.00
- 7.00 | | 7.00
- 7.00 | | 7.00
- 6.00 | | 6.00
700 | 7.00
- 6.00 | 2.00 | 3.00
- 4.00 | | 4.00
- 6.00 | | 6.00
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At the bottom of the grid, there are three rows that calculate for each job code and program area the “Total
Hours Assigned”, the “Allocation In Hours”, and the “Variance + Or =“:

/2005 H | F | + 5.00 1.00

/2005 B | F | » | 1.00 6.00

2015 W | F | » 0.50

F2006 | W | M | « | 0.50

/2006 | B | F

/2016 | B | F

Total Hours Assigned| 5.50 | 4.50 17.00| 6.00 20,80 3.00 | 9.00 | 4.00 | 7.00
Allocation In Hours| 8.50 | 4.50 17.00 7.00 20,80 3.00 | 9.00 | 4.00

Vanance + Or -| 3.00 1.00

If the Hours Assigned If the Hours Assigned
are less than the are more than the
Allocated Hours, the Allocated Hours, the
Variance is positive Variance is negative

and shows in GREEN and shows in RED
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Changing a Staff Member’s Assigned Hours

If you will be changing the assigned hours for any of the staff members in your school’s Para Grid, you must
first indicate the reason for making the change before the grid will permit you to change the hours. Click in the
Change Code column for the staff member whose hours you will be changing and a pop-up window will

prompt you to indicate the reason for the change:

Select Change Code

v v L4

W - Voluntary S - Student Needs M - Medical Needs

v v
B - Balanced Staffing LM - Language MNeeds

v v
O - Operational Needs

P - Program/ Account Change

First, click in the Change
Code cell for the staff
ber whose hours v M
membe LS - Least Senior H - Hours Increassd
you are changing

Second, click on
the reason for
v * changing the staff

T - Temp Part-Time NOMNE member’s hours

After you click on the appropriate Change Code, the letter for that change code will be displayed in the Change

Code column cell for that employee:

Employee Info
[y ()
-E = m N gﬂ
S % Effective | g
The Change Code E = m% Change E-
letter you selected E= 5 O |Date = Employee Name
displays here ——~H 00000|Employee, Number 0
O] 00001 Employee, Number 1
O] 00002 Employee. Number 2
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Now that the Change Code letter is displaying, you can modify the staff member’s hours. For example, if you
wanted to give the first employe listed in your grid one hour of Lunch Hour Aide (6490) work that he/she did
not previously have, you would click in the blank cell and type in “1.00”. Notice that the cell will turn a light
green color to indicate that you have made a change to that cell:

oL ( Click in the cell that \

= o you want to change E;Th Eﬁ:::ﬂlh LF:ICh

Ko

EL 8 o |Effective %‘ th('e h<:]urs andbtype «[Hour Hour Hour

S5/ 5% [Change | B I (U Els Z|Aide Aide Aide Para

E-|Q0 |Date we Employee Name HITE Dare 6490 6491 T64906600
| H 00000|Employee, Number 0 10/24/1994| W | F | » | 1.00 1.00
] 00001 Employes, Number 1 352471997 | W | F | » | 2.00 2.00

The Para Grid will not permit you to enter more than 7 hours into a cell. In addition, the Para Grid will not
permit you to enter a number into a cell that will give the staff member more than 7 Total Para Hours or more
than 8 Total Hours. If the number you are entering trips any of these limits, you will see either of these
messages:

Total Para Hours is limited to 7

Total Hours is limited to 8 hours.
hours.

If you are working in the current year Para Grid, after entering a change of hours, click in the Effective Change
Date cell and use the pop-up calendar to select the date on which the change should become effective:

Employee Info
Click in the cell to bring
[ ©
up the calendar and 8.
2 E& §  |Effective %
select the proposed ) E% Change |2
. = o
effective date of the ~=00C |Date W= |Employee Name
Changed Reire | 00000|Employee. Numbet
f g «  February2017  » Number
= Su Mo Tu We Th Fr Salhumbe!
O Numbet
O SR E 3 Number
0 5 6 7 82 9 10 11 Number
O 12 13 @ 15 16 17 18 Number
O 19 20 2T 22 23 24 25 Number
O 6 27 28 1 2 3 4 Number
O o Number
O - 78 9 " Number
O Clear Numbet
O

|00012|Employee. Number
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Adding Temporary Part-Time Hours for a Staff Member

If you have temporary part-time staff members displayed in your grid, you will notice that their assigned hours
are not populated in the Para Grid when you access it. This is because temporary hours (assigned and
allocated) are not maintained in the systems from which Para Grid gets the hours information. You may use
the Para Grid’s functionality to enter the hours into the grid, using the same method described in the previous
section on how to change hours for a staff member. For example, in the screen shot below, if you know that
Employee Number 20 has 1 hour of TPT Lunch Hour Aide (T6490) work, you would click on the Change Code
for that staff member, select “T — Temp Part-Time”, and then enter “1.00” in the T6490 cell for that staff
member:

.Employee Info _
Perm Perm TPT

;_.Z;h a _ Lunch LunchLunch Para
EL| & |Effective |& o| 8| nHour Hour Hour Sp
ég E% Change g—ﬁ 5 5 G% Aide Aide Aide Para Prog
£~ |00 |pate 42 |Employee Name Hire Date ~ |T%|6ago 6491 T64906600 6602
. O . . IOOOGOIEmpLoyee.Numbero .2;’14z’1991- Wl F|w]| . . . .
(O .OOOO‘_.EmpLoyee.Numberi [8/20/1906 | W | F | » | 1.00 |
=] 'aoooe'EmpLoyee.Numberz [8/31/2000| B | F | ' 3.00 |
(O | .00303.Erﬂployee.Number3 ' 4/4/2005 [ F|w | 4.00 |
| O boco#EmpLoyee.Numbera |8/25/2005| W | F | [ 3.00 |
. O . IOOGOSIEmpLoyee,Numbers .10,—“24z’200‘5- B|F|w [1.00] . .
(O l00006/Employee. Number 6 |8/23/2007| H | F | » 050 |
(O bocoiEmpLoyee.Number? |8/27/2000| B | F | v [0.50 |
. O . .OGOOSIEmpLoyee.NumberS .9/‘_4/2009- B F |w|1.00| . [2.00]
. O . .Oooog.EmpLoyee.Numberg .9,—’26/2011- H|F |w] [1.00] [2.00]
(O | bomoEmpLoyee.Number 10 | 7717202 | W | F | v | ' ' ' '
l | l '00011'Employee.Number 11 '1/22./20‘_3. W ' F ' v
—— |o0012[Employee. Number12 | 8/22/2013 | W | F | v Then enter the
Click in the cell to |00013|Employee. Number 13 |11/11/2014| A | F | « | 1.00 | number of temp
select the change code _ooo:d_EmpLoyee.Number 14 _‘_‘_/13/2014_ W _ F | v | 2.00 | hours
”T—Temp AT _ooo:5_EmpLoyee.Number15 _8/2?,—’2015_ H _ F | ¥
00016 |Employee. Number 16 8/27/2015| H | F |
IOOO‘_?.EmpLoyee.Number 17 .8X2?,—’2015- B . F . v . 1.00 .
looo18[Employes, Number 18 |10/12/2015| W | F | v | '
hongmpLoyee.Number 19 '8/25/2:}16- W M| v 0.50
'soozc'EmpLoyee.Numberzo [12/1/206 | B | F |
.00021.Employee.Number21 .‘_2;—’5z’2016- B . F .

You can repeat this process for each staff member in your school who has (or will have) temporary part-time
hours.
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Recommending Involuntary Transfer of a Staff Member

If you need to indicate in your Para Grid a staff member you are recommedning for involuntary transfer, then
you should click in the Involuntary Transfer checkbox in the row containing that staff member:

= Click here to indicate if a\
5._ @ staff member is being -
=R - > [}
SE 28 range" 0 ivoluntarytrenster 818,
E=|S58 p/gf/—m'g/\\ Date | T |° %
00000|Employee, Number 0 2/23/1998 | W | F | +
%: 00001 |Employee, Number 1 10/20/1908 W | F
O 00002|(Employee, Number 2 10/9/2000| W | F | +
M Annn Frnmlaoss Khmakbere 2 ndac fannn | E wd

Note: If the staff member you recommend for involuntary transfer has more seniority than another staff
member, you will need to provide the rationale for the recommendation in the box at the bottom of the
Para Grid:

Enter your rationale for

signed 16.00 Jlerdl] et L[ recommending hours changes or
1 Hours 16.00 11.00 2.00 2.00 | 6.00 involuntary transfer of a more
L i senior staff member
Rationale required if inusl———____ ey or the chand__ .
| —_

In order to “zero-out” the assigned hours for the staff member you are recommending for involuntary transfer,
remember to select a Change Code so that you can remove the hours for that staff member:

Select Change Code

v
W - Voluntary

v
S - Student Needs

v
M - Medical Needs

When recommending the
least senior staff member
for involuntary transfer, you
would select this Change
Code

v
B - Balanced Staffing

v
LN - Language Needs

~ v

P - Program/Account Change O - Operational Needs

- v
LS - Least Senior

L

H - Hours Increased

v
T - Temp Part-Time

x
NONE
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Saving Your Para Grid Prior to Submission

If you are working on your Para Grid and need to stop working on it to attend to other matters, you can save
the changes you have made and resume working on it at a later time. When you are ready to save your Para
Grid, click on Save in the navigation bar on the left of the screen:

STAFFING

T
=

HISTORY

mimlmAlE Al e | Involuntary

Another option for saving your Para Grid is to click on the red “button” icon that always sits in the bottom right
corner of your screen, and then click the Save icon:

ol w | F | w
9| T | F | w100
9| W | F |v|100 | |
oW | F|w 4
W F v 10 I S N (N SN N T S O Then, click on
3 A F v o0 1.00 —~ this Save icon
3| A|F | v 100 -
s Al F v |
t]AalFlvlaeo] | | | | | | =y
4| H|F | v 100 . 0 | First,clickon |
S|AlF|vi200] | | |200] this button -
.5.\X.-" F.V 1.00 | .3.00. |
S|H|F|w _ | - M
.00 >

After you have saved your Para Grid, you can exit the Para Grid System by clicking on Exit in the left-side
navigation bar:

STAFFING

e
|

« | Involuntary
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Upon accessing the Para Grid System again, the grid that you saved will be displayed as the Active version of
your grid, with the choice to Edit or View it. If you plan to make any changes or if you will be submitting your
Para Grid to DCS, then click on the Edit icon. If you simply want to view your Para Grid, click on the View icon:

2017 Forms

Click View to just
review your Para Grid

Click Edit if you plan
to make changes and
to submit your Para
Grid
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Submitting Your Para Grid to the Dept. of Certification and Staffing (DCS)

When you have finished working on your Para Grid and are ready to submit it to the Department of
Certification and Staffing (DCS) for review, there are two options in the system for submitting your grid. The

first option is to click on Submit in the navigation bar on the left of the screen:

STAFFING

HISTORY

rn'
=

ololololololol nvotuntary

The second option is to click on the “button” icon at the bottom right corner of your screen and then click on

the Submit icon:

9

:g'
:g.
ol
2|
3]
3

o1
.
A
5]
5|
5|

I|€|x|z|=|>|>|=|g|g|g|q|=

m|im|m | M|

AR S S SN SR SR UR Y

1.00 |
1.00

1.00

1.00

1.00

1.00

2.00 |

1.00

2.00 |
1.00

First, click on
this button

4

16

il

e

Then, click on
this Submit
icon

After you click on Submit, either in the navigation bar or from the button icon’s choices, you will see a pop-up
window that prompts you to confirm that you wish to submit your grid. If you do want to submit it, click on

the Submit button:

(i)

Are you sure you want to submit this form?

- Submit

Click this button to
confirm you wish to
submit your grid
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After you have submitted your grid, you will see a confirmation message at the top of your grid indicating the
date and time of the submission, and the MCPS username of the person who submitted the grid. In addition,
the navigation bar’s Form History will show that the version you were working on is now in a “Submitted”

status:

STAFFING

Shows status of <4 This form was submitted on 2/15/2017 9:05:39 AM by aaa0010

current version as
" H ”
Submitted _ Message confirming
Employee Info .
date, time, and who

HISTORY ) s . q
e g submitted the grid
gL "5,@ Effective| &

S 5| 2%|Chanoe | B_ K

£+ |0O|Date W= |Employee Name Hire Date
_aoooo_Employee. Number 0 | 2/14/1991 | W | F |
00001|Employee, Number 1 8/29/1996 | W | F
_Ooooz_Employee. Mumber 2 _8/3’./2000_ B | F |

Upon submission of your Para Grid, an email will be sent to DCS indicating that your school’s grid has been
submitted and is ready for review. In addition, a copy of the email will be sent to the principal of the school
and the principal’s delegates, if he/she has identified delegates in the SAE system:

Wed 2/15/2017 9:48 AM
no-reply@mcpsmd.org
OP5G Notification

To zzhokhoi@mepsmd.org; M zzrodl02@mepsmd. org; M levinega@mepsmd.org

sxaxarisersrss OPSG NOTIFICATION #***ssessaakass

Glawe, Carla submitted a paraeducator staffing grid for Olney Elementary School(302) on 2/15/2017 9:48:14 AM.
Please log into OPSG to view the gnd.

NOTE: Once a grid has been submitted, it cannot be edited by anyone — it can only be
viewed.
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What Happens after Your School’s Para Grid has been Submitted?

When a DCS staff member reviews your submitted Para Grid, he/she will make a decision to either “Accept” or
“Return” the Para Grid. If the decision is to accept the grid, an email will be sent back to the principal and
delegates indicating the grid has been accepted:

8 o 26 28 28 o 2 2 o o o ook OPSG NOTIFICATION 8 28 26 26 28 3 2 2 o o o o ook

The paraeducator staffing grid for Stephen Knolls School(562) has been accepted by Human Resources.
Please log into OPSG to see the status of your grid.

286 28 28 28 i 28 2 28 8 2 2 0 36 e 0 3 o 3 R o6 6 i of o8 28 i o8 28 B i 28 2 38 a8 3 0 o R o

If the DCS staff member’s decision is to return the grid, the email will indicate that the grid has been returned
with a note explaining the issue that needs to be resolved:

EEE S+ 84 4t OPSG NOTIFICATION EEEEREREEE R R EEE

The paraeducator staffing grid for Rock Terrace School(442) has been returned by Human
Resources for the following reason:

Please enter change code "T" to manually enter TPT hours assigned to temps under the T6450

column. Thank you,Carolina

Please log into OPSG to see the status of your grid.

o8 26 6 o e 2 38 o a8 3 o o 3k o o o ol e oo o o o o 9 o o o o o o ol e ol ol o R R R R R R R R

When you come back into the Para Grid system, your school’s dashboard will show you all of your school’s
previous submissions along with the status of those submissions. If you would like to review a previously
submitted Para Grid, click on its View icon:

Dashboard for Watkins Mill Elementary School (561)

Variance By Position Code

Values

6490 6602 6450
Click on the
view icon to
review a 4oy ‘,»
previously Returne Start New Start From
submitted Form Previous
Para Grid Version 3 ——_— v

®
(0

®
@
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If you have been working on your next year’s Para Grid and it has been returned by DCS, you have two options:
(1) you can start a new grid that will not have any of the changes you made on your submitted grid or (2) you
can start from a previously submitted grid. If you want to start from a new grid, click on the blue plus icon in
the Start New Form box. If you want to start from a previously submitted grid, in the Start From Previous box,
click on the drop-down arrow to select the version, then click the blue plus icon:

Next Year’s Grids

Click here to tNew | - Then click here
to open that
previous version

start a new grid

m? -

ersion 3 Version 2 W

® View S Click here to
pick previous
version

If you have been working on your current year’s Para Grid and it has been returned by DCS, you will only have
one option — to start a new grid. This is to assure that if any staffing or allocation changes have occurred at
your school since you last worked on your Para Grid, that when you start working on a Para Grid again, it will

reflect those staff and/or allocation changes:

Current Year’s Grids

Click here to
start a new grid
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Tips for using the Para Grid System

The following items are tips on how to use various features of the Para Grid System.

How to see more of your Para Grid on your screen
If the navigation bar is displayed on the left-side of your screen, you can minimize it by clicking on the “line”
icon at the top left corner of your grid screen:

MCPS Form 425-0A-ES

STAFFING

Click this line icon to

AT minimize the
navigation bar 1 Watkins Mill Elementary School (561) £ School Year 2017
Employee Info SpEd Paraeducator 655
Perm Perm TPT Perm TPT
HISTORY
5}_ 8 . Lunch LunchlLunch Para Head Hin Hin =
E8| & |Effective| 8 o | 8| gHour Hour Hour Sp ESOLFocusPre-KStart SpEdSpEd £ & 2 3
§ = g ‘é 5 c% Aide Aide Aide Para Prog.Para Para Para Para IDA Para Para z E S }'Jc’z% g
e a i a
- W= |[Employee Name Hire Date SE® 6490 6491 T649066006602 6603 6604 6605 6700 68706450 6450 wny
00000Employee, Number 0 2/14/1991 | W | F | » 7.00
00001|Employee, Number 1 8/29/1996 | W | F | 1.00 2.00 4.00
00002 Employee. Number 2 8/31/2000| B | F | » 3.00 4.00
00003 Employee. Number 3 4/4/2005 | B F |« 4.00 2.00 1.00
This is what you will see after minimizing the navigation bar:
= ul
- This form was submitted on 2/15/2017 90539 AM by aaa0010
W Watkins Mill Elementary School (561)
Employee Info SpEd Paraeducator 6550
Perm Perm TPT Perm TPT @
_ LunchLunchLunch Para Head Hin. Itin %
o | B Sp  ESOLFoousPre-K Starl pEdSpEd 5 =
% g / Aide Para Para Para IDA Para Para 3 ¥ = B B
Employee . Hire Date Bam T 5 700 68706450 6450 -
00000 Employes 271401901 | W F | v 7.00
00001 Employee, Number 1 B/20/1906| W | F | 1.00 2.00 4.00
ooote Employee. Mumber 2 B/n/zoo0| B | F | o 3.00 4.00

Also, depending on what web browser you are using to view the Para Grid System, you can use the “zoom-out”
feature to see more of your grid on your screen. For example, with Internet Explorer, you can change the
zoom level by clicking the drop-down arrow at the bottom right corner of the browser window and selecting a
lower zoom percentage, such as 75%:

I Watkins Mill Elementary School (561) E8School Y 017
[Employee info SpEd Paraedhucator 6550
N Perm Perm TPT Perm TFT
1 fin  Hin

LunchlLunchlunch Para H

i ol & Hour Hour Hour dsped § & = —
2| B |g5Aide Ade Aide Paraf P 3 R g 2 g &
HreDate | © | ¥ |T¥ 6400 G4g1 Thgo050066 5450 6450 - S e
2419 | W | F |
B/2g/1996 | W | F | v 1.00
00002|Employse. Number 2 B F |w 3.00
aoonz|Emaloyee. Nus B|F|w 4,00
00004/Employee, W[ F|w 3.00 1.00
s 3 A N - - o]
H ! F 1 ¥ .0.'50. ! 1 1 ] 1 1 1 .6‘50.
Jaseo7lEmpn GE| B R G50 N [l | Jii | I el
lcocog/Emaloyes. B|F || 100 .00 4.00
loocog|Employee. H|F|w 1.00 2.00 1.00 | 3.00|
00010|Employes, Nus w|F|w 1.80 o
SR Sl i Click the drop-down
00012|Employee, Number 12 w|F|w 0.50
.acdaafEm:[_:vee N % A i v 1.0 6.00 i arrow to Select a Iower
|coors|Emplayes. 1 W[ F |~ 200 1.00 .00 | | |
00015|Employee. 15 H|F|w 5.00 1.00
|coo16|Emoloyee. 110 H|F |« [1.00 I | | | zoom percentage
00017|Employes. Number 17 B|F|wv| 100 ] .00
00018|Employee, Numoer 18 5| W|F|w 0.50
coo1g|Employes, Numoer ig 8/25/2018| W | M | » | D50
00020|Employee, 12/1/2016 | B F
| gzt Ermployes. Number 21 12/5/2006 | B | F |
Total Hours Assigned 5.50 [ 450 | [17.00800]  [20.80[3.00[9m0fs00f700] [ [ [ [ T T T ]
[17.007.00 20.80) 3.00[9.00[4.00]
1.00 7.00

Rationale required if involuntarily transferring or the changing hours of a more serior employee.
[Form No7ez
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How to export your grid to an Excel worksheet

If you need to download your Para Grid to an Microsoft Excel worksheet, you can do that by using the Export
function that is available in two places on your grid screen: (1) the navigation bar or (2) the button icon at the
bottom right corner of your grid screen:

STAFFING }
H7.00
# This form was returned on 2/15/2
[# EXPORT TO EXCEL 1 1 1 T 1 I,
¥ Click here to 3-7.00 |\ |
i Vet
HISTORY export your n or C|'ICk the employe
grid to Excel... button icon and
ST E g T then the Excel
=+ |00 |Date WS |Employee Ni .
_Goooo_Emptoyee, NI icon L]

00001|Employee, Ni

The exported Excel worksheet will not have the nice formatting of the grid on your screen, but it will permit
you to print out the information in the grid:

A B C D E F €] H I J K L [ N
1 Employee Info
., Perm Lunch | Perm Lunch | TPT Lunch
Involuntary Change Effective  |Employee . . A . ParaSp | ES(
Transfer Code Change Date D Employee Name Hire Date |Race|Gender|HQstatus| Hour Aide | Hour Aide | Hour Aide |Para 6600 Prog. 6602 .
2 6490 6491 T6490
3 0|Employee, Number0 | 2/14/1991|W |F
4 1|Employee, Number1 | 8/29/1996|wW |F 1
5 2|Employee, Number2 | 8/31/2000|B F 3
[ 3|Employee, Number 3 4/4/2005|B F 4
7 4|employee, Number4 | 8/25/2005\W |F 3
g 5|Employee, Number 5 | 10/24/2006|8 F 1
9 6|Employee, Number 6 | 8/23/2007|H F 0.5
10 7|Employee, Number 7 | 8/27/2009|B F 0.5
11 8|Employee, Number8 | 9/14/2009|8 F 1 2
12 9|Employee, Number 9 9/26/2011|H F 1 2
13 10|Employee, Number 10 | 7/1/2012|w |F
alr—ioC ti—t-—as | aiantnnanhar ¢ ~r

Can more than one person work on the Para Grid for a school?

Yes, the Para Grid System does permit the principal and his/her approved delegates to work on a school’s Para
Grid. Itis important to understand that the Para Grid System does not have a lock-out feature, which means
that it is possible for two individuals to be working on a school’s Para Grid at the same time. It is not
recommended that two individuals work on the Para Grid at the same time because of the possibility that one
person’s grid changes will be over-written by the other person’s grid changes.
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Can | refresh my Para Grid if | want to discard my changes and start over again?
Yes, if you are working on your Para Grid and would like to discard changes you have made and want to start
from a fresh grid, you can click on Refresh in the navigation bar on the left-side of your screen:

STAFFING

' REFRESH DATA
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