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Employee Online is a web-based system that gives you, the employee, easy access to your personnel and 
payroll records.  USD 497 may grant permission to you to modify some of the records.  The interactive nature 
of Employee Online enables end users to have better access to, and greater input into, their employment 
records.  

LOG IN TO EMPLOYEE ONLINE

1. To access Employee Online, go to the Lawrence 
Public Schools website at www.usd497.org.  

2. Click on STAFF, then scroll to the Employee Online 
box on the right side of the screen.  

3. If you are logging in from within the district, use the 
Employee Online - InDistrict Access link.  

4. You will be prompted with the Connect to ifas login 
screen shown below. 

5. Use the same login as you use for your District computer 
login. 

6. Enter your password. 

7. Click on Login.

8. If you are logging in from home, use the Employee Online - Home Access link.  

9. Use the same username and 
password that you use for your 
District computer login. 

a. On your fi rst time logging in from home, you will also be asked if you wish to allow infor-
mation to pass through the fi rewall.  Select YES, then proceed as below.
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10. Click on the Employee 
Online  bookmark.

11. You are now logged 
into to your personnel 
and payroll records.  
The data is secure to 
you, Human Resourc-
es, and Payroll.  

EMPLOYEE ONLINE HOME PAGE

12. Welcome to Employee Online – This is the page that you will see at log in.  At any time, to get 
back here, all you have to do is select the Welcome link. 

13. The Welcome Page will display a welcome message as well as instructions on how to utilize 
Employee Online.  

14. The left side is the Menu which allows you to navigate through your records. 

15. Each bullet item is a link that will take you to a page with more information or to the appropriate 
form. 

16. You will notice that when you select any of the links, your name will be at the top of the screen. 
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EMPLOYEE PERSONAL INFORMATION

17. The Home Address and Phone screen allows you to 
update your home address and phone numbers if needed.  
Changes you make on this screen will be forwarded to the 
Human Resources and Payroll departments.

a. When you fi rst select this screen, all data will be gray, 
which means it is “READ ONLY.” 
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b. When you click EDIT in the lower right-hand corner of the screen, the areas you can update 
will change to black text.

c. Make the needed changes.

d. Once you have completed the changes, click SAVE in the lower right-hand corner of the 
screen.  

e. If you decide not to make any changes to this information, click the BACK icon.
f. No changes are saved until you click SAVE in the lower right- hand corner of the screen.
g. Review the screen to verify any changes.
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PAYROLL INFORMATION

18. Check Stub View — Displays the information that would 
be shown on a printed check stub or notice of deposit 
form.

19. The date that is listed in the Check Date column is the date on which funds will be available in 
your bank account through direct deposit.

20. Click on the Check Date to display the information for that payroll.
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a. Notice that Employer Paid Benefi ts are displayed, along with your payment information and 
deductions.

b. If you have additional assignments, the earnings for each position will be displayed sepa-
rately on this form.

c. If you have selected more than one bank account to receive your direct deposit, the informa-
tion for funds transferred to each account will be displayed. 

d. Your Sick Leave balance is displayed.  
e. If you accrue vacation leave, that information will also be displayed.

21. Tax Withholding Status — Shows the information on fi le for your fi ling status for Federal and 
State tax, and whether you have chosen an amount for additional withholding for either of these.

a. If you need to change 
your fi ling status, click 
on the links on this 
page, or in the menu un-
der Forms, to download 
the W-4 form and K-4 
form.  

b. Submit these forms, on 
paper, to the Payroll de-
partment after you have 
completed and signed 
them.
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22. Direct Deposit — Lists your fi nancial institution(s) and indicates whether your paycheck has 
been deposited to your checking and/or savings account.  

a. To view more information about your direct deposit account, click on the name of the fi nan-
cial institution. 

b. This screen will show you your bank name and number as well as the account type.  
c. For your security, the bank account number is NOT displayed here – you will see asterisks 

instead of the number.

d. There are no changes to make on this screen, so select the BACK icon to get back to the 
main Direct Deposit screen. 
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23. Forms — Provides a link to several forms you can download, complete, print, and submit to the 
Payroll department as needed.  

a. These are “fi llable” PDF forms which allow you to type in the information on the computer 
and then print the completed form.  Click the box next to “Highlight fi elds” to see where 
you can enter information on the form.

b. Designation of Benefi ciary Form – Use this form to record changes in your benefi ciary for 
the Lawrence 403(b) Plan

c. Kansas Withholding – Use Form K-4 to notify the Payroll department of changes in withholding 
status.

d. Voluntary 403b Packet – Use to enroll in, or make changes to, a voluntary 403(b) retirement plan.

e. Federal Withholding – Use Form W-4 to notify the Payroll department of changes in with-
holding status.

HELPFUL LINKS
24. USD 497 Benefi ts — Provides a link to all Lawrence Public Schools benefi ts information.

25. USD 497 Wellness — Provides a link to the Lawrence Public Schools Worksite Wellness Initia-
tive website.

26. USD 497 Home Page — Provides a link to the Lawrence Public Schools website home page.


