Web Link Modern Experience Instructions
for _______________________ School District
Logging In:

· Access Web Link modern experience at the address noted below.

Web Link Address: _____________________________________________________________
· Enter your user ID and password; then click the Sign in button.
· User ID field: Your user ID is the first 4 letters of your last name and the first 3 letters of your first name.  Example: Jane Johnson’s user ID is JOHNJAN.

· Password field: Initially, your password will be the last 4 digits of your social security number. We recommend that you change your password after initially logging in by selecting the profile icon (located in the upper right corner of the screen) and then Change Password.
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[image: image7.png]Personal Information
Contact Information

Address

5364 40th St W
Someplace, lowa 55490
United States

Primary Phone Number
Home: 944-1791

Business Email:

carolyn.smith@school.k12.ia.us
Other Communication

Direct Deposit

Direct Deposit Type: Balance
ABA Routing Number: 951357123
Account Number: *#*++++:6315 @
Account Type: Checking

Sequence: 999

+ Add Direct Deposit

Dependents

Name: Jane Smith
Relationship: Daughter
Gender: Female

+ Add Dependent

Medical Information

Blood Type: O-

Medical Contacts

+ Add Medical Contact

Emergency Contacts

Contact: 1

Name: Aaron Smith

Relationship: Husband

Primary Phone Number: 489-4432

+ Add Emergency Contact

Current Federal W4 Information

Tax Table: Married filing jointly
Multiple Jobs (Step 2)

Submitted Federal W4s

‘W4 Format Year: 2020
Submitted Date: 01/03/2026

+ Add Federal W4
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Entering Requisitions:
· Select the Requisitions menu (or select the Requisitions menu and then Requisitions).
· Click the New button.
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· Complete the header information of the requisition:
· Approval Tree field: Select the appropriate approval tree to use.
· Requisition Number field: Enter the number for the requisition or leave blank to have the system automatically assign the next available requisition number once the requisition is saved.

· Vendor field: Enter the vendor from whom the goods or services will be ordered or purchased.
· Date field: Enter the date of the requisition.
· Expected Date field: Enter the date the goods or services are expected to be received.

· Description field: Enter a summary description for what is included on the requisition, or enter V to use the description defined for the vendor.

· Ship To field: If applicable, enter the ship to address to stipulate where the order should be sent.
· Employee field: Enter the ID for the employee who is requesting the goods or services.
· Comment field: Enter any additional information for the requisition if needed.  
· Complete the detail information of the requisition:  
· Print field: Select to print the line item on the purchase order (once the requisition is approved and converted to a purchase order).  
· Post field: Select to post the line item to the specified account number.  
· Account Number field: Enter the account number to be expensed for the line item (typically, an expense account).
· Description field: Enter a description for the line item.
· Item Number field: Enter the item number or stock number, if desired.
· Cost Center field: If applicable, enter the cost center to track for this line item. 

· Quantity field: Enter the quantity of the item to order.
· Unit Price field: Enter the cost of one unit of the item.

· Unit Description field: Enter the unit of the item to order, such as EA for Each or DOZ for Dozen.
· Amount field: Enter the amount for the line item.
· Bids field: To track the bids or quotes received from other vendors for the purchase of the goods or services included in the line item, click in the Bids field; then enter the bids on the Bids screen and click the Close button when finished.

· URL field: If desired, enter the website address for the item.

· Repeat above steps to enter additional detail line items for the requisition.
· If desired, click the Shipping button to enter shipping proportionately among multiple line items already entered; when prompted, enter the description and amount for the shipping, and then click the Apply button. The system will expense the shipping amount proportionately and list a second line for each expense account with the proportionate amount.
· Click the Save button to save the requisition.  

· If desired, click the Print button to print the requisition form for the current requisition displayed.  
· Submit the requisition at this time by clicking the Submit button, or wait until all requisitions have been entered, and then submit the requisitions all at once.

· After all requisitions have been entered, click the X to close the entry screen, and if needed, to submit one or more requisitions from the Requisitions screen, select the unsubmitted requisitions and then click the Submit button at the top of screen.

Viewing a Requisition and Checking Requisition Status:

· Select the Requisitions menu (or select the Requisitions menu and then Requisitions).
· The requisitions previously entered by the user in the last six months display showing the applicable status, along with the purchase order number if a requisition was converted to a purchase order. If needed, change the filters to modify the requisitions listed on the screen.

· To view the details included on a requisition or the status of approvers, click the More (…) button to the right of the requisition and select View/Edit, or double-click on the requisition.
· The approval information will appear in the Approvals Status section.  

· If desired, to view more details regarding the approval statuses in addition to the comments for the requisition, select Comments & Activity Log in the Viewing field.
· After viewing the requisition, click the X to close.
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Entering Leave Requests:

· Select the Leave Requests menu (or select the Leave Requests menu and then Inquiry).
· Click the New button.
· Complete the header information of the leave request:
· Employee field: Enter the ID for the employee who is requesting the leave. 
· Is This Request for FMLA field: If enabled, select Yes or No to indicate whether the leave request is for FMLA.
Note: If Yes is selected, enter the reason for the FMLA leave request in the FMLA Reason field.
· Leave field: Enter the ID of the leave that will be used.
· Start Date/End Date fields: Enter the starting and ending dates the employee will be absent.
· Start Time/End Time fields: Enter the starting and ending times the employee will be absent.
· All Day field: Select if the employee will be absent for the full day.
· Number of Units to Use field: Enter the number of units of the leave for which the employee is requesting to use.
Note: If applicable, the name of this field will have ‘Units’ replaced with the information entered in the Unit of Tracking field defined for the leave; for example, the field name displays as Number of Days to Use (instead of Number of Units to Use) if ‘Days’ is entered in the Unit of Tracking field for the leave.
· Substitute Needed field: Select Yes or No to indicate if a substitute is needed.
· Click the Save and Continue button.
· If desired, to enter a comment to track additional information for the leave request, click the Add Comment button, enter the comment, and click the Save button. 
· Complete the detail information of the leave request:  
· Additional Leave Request Fields section: Complete any additional fields, if applicable.

· Click the Save button to save the leave request.
· To submit the leave request at this time, click the Submit button.
· After all the leave requests have been entered, click the X to close the entry screen.
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Viewing Leave Balances:

· Select the profile icon in the upper right corner of the screen (the circle with the user’s initials) and then Leave Balances.
· The leaves for the user display on the screen.

· To view the detail information for a leave (and for a specific year if multiple years are selected to display), click the caret to expand the record for the appropriate leave, or double-click on the leave.
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Viewing Pay Check/Reimbursements:

· Select the profile icon in the upper right corner of the screen (the circle with the user’s initials) and then Pay Checks/Reimbursements.
· The posted checks and direct deposit stubs issued to the user display on the screen. 

[image: image4]
· To view the detail information included on a check or direct deposit stub and/or print a copy, click the View link or double-click on the check or stub.
· The check or direct deposit stub displays on the screen in a new browser tab.
· After viewing the check or direct deposit stub, close the tab.
Viewing and Editing Employee Information:

· Select the profile icon in the upper right corner of the screen (the circle with the user’s initials) and then Employee Information.
· The sections for the applicable categories of information display on the screen.
 SHAPE  \* MERGEFORMAT 



· To enter or change the contact information:

· Click the More (…) button in the upper right corner of the Contact Information section and select Edit.
· Complete the address, phone numbers, and email addresses sections, and then click the Save button.

· To enter or change the dependent information:

· To add a new dependent, click the + Add Dependent button, enter the applicable data, and click the Save button. 

· To change the information for an existing dependent, click the More (…) button located to the right of the dependent and select Edit. Make the desired changes, and then click the Save button.
· To enter or change the direct deposit information:
· To add a new direct deposit split, click the + Add Direct Deposit button, enter the information for the direct deposit item, and then click the Save button.

· To change the information for an existing direct deposit split, click the More (…) button located to the right of the direct deposit and select Edit. Make the desired changes, and then click the Save button.
· To remove an existing direct deposit split, click the More (…) button located to the right of the direct deposit and select Delete; when prompted, click the Delete button.
· To enter or change the emergency contacts:
· To add a new contact, click the + Add Emergency Contact button, enter the applicable data, and click the Save button. 

· To change the information for an emergency contact, click the More (…) button located to the right of the contact and select Edit. Make the desired changes, and then click the Save button.
· To remove an existing emergency contact, click the More (…) button located to the right of the contact and select Delete; when prompted, click the Delete button.
· To complete and submit a new W4:
· Click the + Add Federal W4 button.

· On the Federal W4 screen, select the calendar year for the federal W4 form to complete in the Year field.
· Complete the federal W4 form following the instructions provided by the Internal Revenue Service.
· Select the I Agree field and click the Save button.

Tip:  If needed, to view a copy of a federal W4 form previously submitted, click the More (…) button located to the right of the W4 in the Submitted Federal W4s section and select View. The W4 displays on the screen in a new browser tab; after viewing the W4, close the tab.

· To enter or change the medical information and medical contacts:
· To enter or change the allergies, blood type, or medical conditions, click the More (…) button in the upper right corner of the Medical Information section and select Edit. Make the desired changes, and then click the Save button.
· To add a new medical contact, click the + Add Medical Contact, enter the applicable data, and click the Save button.
· To change the information for a medical contact, click the More (…) button located to the right of the contact and select Edit. Make the desired changes, and then click the Save button.
· To remove an existing medical contact, click the More (…) button located to the right of the contact and select Delete; when prompted, click the Delete button.
Reports:
· Select the Reports menu.
· Select the group containing the report to print, or enter text to search for a group in the Quick Search field and then select the group.
· To view the reports within a group, click the caret to expand the record for the group, or double-click on the group.
· Click the View link to the right of the report to generate, or double-click on the report.
· Complete the applicable report printing options:
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· Report Selection Description field: Specify the desired type of the report to print.
· Variable Fields section: Specify the variable values to determine what information to print on the report. If the variable field is for a date or month, be sure to key the slashes (or dashes).

· Report Parameters section: Specify the ranges or select only certain records to determine what information to print on the report. To select the desired records to include on the report for the parameter fields, complete one of the following:

· Click the Search button to select specific records, and then after all the desired records are selected, click the Select button.
Tip:  If desired, while searching, click the Selected Rows First button to view all the selected records on the first page(s) of the search screen.

· Enter the desired starting record to include on the report in the From field and the ending record to include in the To field. If the parameter field is for a date or month, be sure to key the slashes (or dashes).
· Enter the records to include on the report using the wildcard characters (% or _ ) as placeholders in your variable search information for the parameters in the From field. Use the percent sign (%) as a placeholder for an unlimited number of characters and the underscore (_) as a placeholder for one character. For example, enter G% in the From field for a Vendor ID parameter to print all vendors defined with an ID starting with the letter G.

· Sub Heading field: Enter a description to use as a sub title for the report, or click the Copy Choices button to automatically copy the selections made to the report, such as the specified Report Selection and selected parameters, into the Sub Heading field.
· Optional Fields section: If applicable, select any optional field and the corresponding label field to print on the report.
· Click the Generate to PDF button to preview the report on the screen in a PDF file format.
Miscellaneous Tips:

· You must have the web browser on your computer set to allow pop-up windows in order to use all functions properly.  Contact your Technology Coordinator for assistance with allowing pop-ups.
· When exiting, always click the Logout option by selecting the profile icon in the upper right corner of the screen (the circle with the user’s initials) and then Logout to ensure your user ID does not get "locked" by the system (act as though you are still logged in).
· For additional tips on refining your search results and changing filters to maximize efficiency, click the Help (?) icon (located in the upper right corner on most screens) and select Tips.
To login, enter your user ID and password; then click the Sign in button.





Click the Google or Microsoft buttons to sign in using a Single Sign-On (SSO) login, if applicable.





Double-click on the desired requisition to view the status of the approvers and comments.





Double-click on the desired leave to view the detail information.





Double-click the desired check to view or click the View link.





A status of Pending will display if the changes are waiting to be reviewed by the Business Office.





To search for records for a parameter, click the Search button.





After completing the desired report printing options, click the Generate to PDF button to preview the report on the screen in a PDF file format.








