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 Prior to Board Approval 
 https://aim.alsde.edu/aim/Index.aspx?Logout=true
 https://tcert.alsde.edu/Portal/Public/Pages/SearchCerts.aspx

* Background Clearance

* Valid Certificate

* Courses 

https://aim.alsde.edu/aim/Index.aspx?Logout=true
https://tcert.alsde.edu/Portal/Public/Pages/SearchCerts.aspx


Tiles depend on how your 
system has you set up in 
AIMS.  Will need 
Certification Search



 Enter employees name and date of birth or 
only enter social security number.  My 
suggestion is social because of multiple 
people with same name (i.e. John Smith) or 
certificate may be in maiden name.

 If entering name only may receive a list of 
multiple people…..make sure to choose the 
correct one.  (i.e. You enter Paula Thornton 
and 3 names populate but you know the one 
you are searching for has a middle initial of B 
then you choose that one from the list.) 









 The State Department does not track 
classified employees from system to system 
so if you hire someone from another system 
you may want to require a new background 
clearance. Why? If employee commits a crime 
you will not be notified; letter will be sent to 
employer listed on background registration. 
Problem:  cost is $50.00



 PeopleAdmin Software

 Email letter/forms
◦ Instructions for tax forms
◦ Instructions for Form 100 – Designation of 

Beneficiary 
◦ Technology Agreements/Student Confidentiality
◦ Marketplace Coverage Options
◦ Letter explaining optional Board benefits (i.e. 

vision, dental, disability)







 Personnel Paperwork for New Hires
Federal Withhold – Form W-4

www.irs.gov
Currently the W-4 is on the main IRS website screen or   
you can search for it. Complete the form, print and sign. 

State Withholding – Form A-4
www.revenue.Alabama.gov

Form should be listed under the Forms tab…then 
withholding. Complete the form, print and sign

Retirement Enrollment Form – Form 100
You will receive a “Designation of Beneficiary” form for the 
State of Alabama.  Complete the form and return to the 
State – NOT THE CENTRAL OFFICE. 

http://www.irs.gov/
http://www.revenue.alabama.gov/


School 
System 
Address



I also have a power point on how to register for a 
background screening.  Please email me if you would 
like a copy  
thorntonpb@vestavia.k12.al.us
pbt0611@gmail.com

mailto:thorntonpb@Vestavia.k12.al.us
mailto:pbt0611@gmail.com






 Enter ASAP 

 Use correct hire date (8/6/2019)

 Job Pay Record – Use Pay Dates 



 Employee Maintenance











To add experience click Show/Add Experience







RSA FLAG
Contributing
Non Participating
Do Not Report 

Retire Tier Use the drop down 
box to select 01, 02, 
or 99 





 If an employee states the wish to have a set 
amount deducted for taxes you will select 
Fixed and then enter the amount.  

 If they want a percent select Percent then 
enter amount. 

 If they want to file S-0 +$100.00 enter S and 
0 then select additional and enter amount.





Shows multiple salary schedules 







After adding Job Record 
Data, this screen 
automatically populates.  
You will be prompted on 
whether or not to use the 
salary schedule that is 
attached.  



If this is a new hire 
requesting 13 payments 
change salaried periods to 
13 and select the Calculate 
Salaries box (above blue 
star).  Also if you enter an 
employee in June but do not 
want to process a payment 
until September Select Use 
Pay Dates (see red oval). 



If this specific job is exempt 
from Retirement or Matching 
Insurance, etc. then select 
those boxes on the left side 
of the screen.  (i.e. 
Teacher/bus driver but you 
want the entire Insurance 
Allocation to come from his 
teacher position then you 
would checkmark Matching 
Insurance on his bus driver 
job. 



This screen defaults according 
to Employee Type.  If a new 
hire is coming from another 
system you will have to 
manually add the sick leave 
transferred.  You can do it 
from this screen by double 
clicking on the sick leave and 
enter a beginning balance.  Or 
do it through “Input Leave Adj 
to History” 



The required deductions will 
automatically generate.  You 
will need to add the others 
(i.e. Matching Insurance, 
PEEHIP, RSA-1, Direct 
Deposit, etc.). To add a new 
deduction click on 
Show/Hide Deductions.



This screen is to add a deduction.  
Job Number stays blank.  You can 
search by clicking in Deduction 
Number box and then click 
search; the box below will appear

Once you select your deduction 
number click Add/Update (above 
the blue arrows). 



If you are entering a 
garnishment you will put the 
amount in the monthly box 
and put the case number in 
the Ref# box.



If you are adding a bank for 
direct deposit, you will need to 
check Balance of Net and if it is a 
savings account check that box.  
Do not check the ACH Notified 
box.  The system will generate a 
live check the first month and 
test the account.  If everything is 
correct the second month the 
system automatically updates 
the ACH box and a direct deposit 
will generate. You will enter the 
ACCOUNT number in the Ref 
box.



Enter the GL for this job.  
Enter the percent for this 
GL.  Then enter the FTE.  
If it is 100% to one GL 
then the FTE is normally 
1.00.  The Budget total 
rolls in from Budget 
Works and is not 
required. After info is 
entered click 
Add/Update.



The % must total 100 before you can update this screen 



After entering the GL, 
percent and FTE click 
Add/Update.  If it is not 
100% you will receive an 
error message until you 
have entered 100% . 



 Paula Thornton

 Vestavia City Schools
 205-402-5131
 205-294-2995 (personal cell number)

 thorntonpb@Vestavia.k12.al.us
 pbt0611@gmail.com

mailto:thorntonpb@Vestavia.k12.al.us
mailto:pbt0611@gmail.com
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