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EMPLOYEE KIOSK

Access from Spencerville website

1. Click on Links to General 

Information

EMPLOYEE KIOSK

2. Click on Forms / Policies
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3. Click on Important Links

5. Click on Payroll Kiosk

4. Click on Payroll
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� Enter your email address and 

password. The first time you will 

be required to change your 

password.
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Click on Leave Request



� Click on Create New Request 
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� In the dropdown 

box select the type 

of leave you are 

requesting.
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� Fill in reasonFill in reasonFill in reasonFill in reason

� Click and choose Click and choose Click and choose Click and choose 

Start and End Start and End Start and End Start and End 

dates.dates.dates.dates.

� Enter Number of Enter Number of Enter Number of Enter Number of 

days. Enter whole days. Enter whole days. Enter whole days. Enter whole 

number and number and number and number and 

choose partial day choose partial day choose partial day choose partial day 

from dropdown from dropdown from dropdown from dropdown 

box.box.box.box.

� Click if sub is Click if sub is Click if sub is Click if sub is 

needed and give needed and give needed and give needed and give 

details.details.details.details.

� When done click When done click When done click When done click 

on SUBMIT buttonon SUBMIT buttonon SUBMIT buttonon SUBMIT button

� Personal Leave
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� Once submitted you will see the message box 

saying successfully submitted.
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� Complete Complete Complete Complete 

left side left side left side left side 

same as same as same as same as 

personal personal personal personal 

leave.leave.leave.leave.

� Professional Leave
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� Complete all Complete all Complete all Complete all 

information.information.information.information.

� Event detailsEvent detailsEvent detailsEvent details

� Purpose Purpose Purpose Purpose 

detailsdetailsdetailsdetails

� Estimated Estimated Estimated Estimated 

costscostscostscosts

� Click on Click on Click on Click on 

calculate calculate calculate calculate 

buttonbuttonbuttonbutton

� Click on Click on Click on Click on 

SUBMIT to SUBMIT to SUBMIT to SUBMIT to 

complete complete complete complete 



Leave BalancesLeave BalancesLeave BalancesLeave Balances
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Logout Properly and SecurelyLogout Properly and SecurelyLogout Properly and SecurelyLogout Properly and Securely
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To exit To exit To exit To exit ---- Click on Click on Click on Click on 

Logout. DO NOT click Logout. DO NOT click Logout. DO NOT click Logout. DO NOT click 

the “x” to close your the “x” to close your the “x” to close your the “x” to close your 

browser.browser.browser.browser.


