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And this is my subtitle

Agenda

• NBOEhrs.com
• Employee Self Service

• Direct Deposit
• W2/1095-C (ACA)

• Per Diem Sick Days
• AESOP Jobs
• Reconcile Timecards/Missing Scans



Onboarding Checklist
• New hire check list 

• Obtain ID numbers from employees or an Administrator
• Direct New hires to log into ESS to sign up for Direct Deposit

• Review/update address
• Update W4 exemptions – State W4s are submitted through Payroll

• Biometric Kronos
• Set up Schedule in Kronos

• Review your roster in Kronos, it might take a day or two for new hires to appear in Kronos
• Enrolling Per Diem Employees

• Obtain a list of PPDs for your school from your Administrator, Child Study Team or reach out to the 
employee for their ID#

• If there are any issues with registering employees on Kronos clock, you must contact Marilyn Dawson                          
mdawson@nps.k12.nj.us or Ed Reuter ereuter@nps.k12.nj.us and provide employee’s name and ID 
number

• All Per Diem Employees will require an AESOP job
• Reconcile timecards – Review and Approve
• Historical edits must be submitted within the same pay period 

• Payroll Historical Edit HistoricalEdit@NPS.K12.NJ.US

mailto:marilydawson@nps.k12.nj.us
mailto:edreuter@nps.k12.nj.us
mailto:HistoricalEdit@NPS.K12.NJ.US


NBOEhrs.com

• Pay Calendars
• NJ W-4 Form
• Payroll ESS Tiles
• Understanding My 

Paystub Webinar/ 
Presentation 

• How-to-guides



New ESS Functionality



Entering Per Diem Sick Days
From the Employee’s Timesheet:

1. Select day requiring Sick Day entry

2. Click in the box for pay code

3. Select SCP-PPD Sick

4. Right click in the Amount box

5. Click Edit

6. Enter number of hours of sick 

leave being used. Hours will 

vary by employee type (6.33 

hours for PD aides, 6.5 for PD 

teachers)

7. Copy the GAAP code

8. Click Ok

8. Click Save

9. Timecard Update complete



Aesop Job Entry

A couple points to remember:

1. Do not add a schedule to Kronos Timecard for a Per Diem
• Schedules come from Aesop
• Payroll will not receive hours that do not look like this:

2. Per Diems without Aesop jobs will not be transferred  to Payroll for 
payment

3. For Instructions for Entering Per Diem Vacancies in Aesop
https://docs.google.com/presentation/d/1q-RH6v9gTazSOB5OlWHReBsJ-

FTCYcME/edit?usp=sharing&ouid=111197736513171692261&rtpof=true&sd=true

https://docs.google.com/presentation/d/1q-RH6v9gTazSOB5OlWHReBsJ-FTCYcME/edit?usp=sharing&ouid=111197736513171692261&rtpof=true&sd=true


Reconcile Timecards

Missed Punches
Unexcused 
Absences

Unexcused 
Absences

Please resolve check marks for 
employees at your location.

You should not approve any 
time card that has checks in 

one of these boxes. 




