2018/19 What’s New?

MORE RENOVATED Spaces
NEW Interim Superintendent
• Welcome Dr. Ronald Walsh
NEW Staff 14+
NEW Opportunities
• Grants & Donations of
$140,636 since mid-July
NEW Theme & Focus for the school year
• Moving Forward with the Focus on Kids
• What will your + Altoona story be?
NEW Website coming!

School District of
Altoona
Dr. Ronald Walsh, Interim Superintendent

1903 Bartlett Ave Altoona, WI 54720
715-839-6032 715-839-6066 FAX
www.altoona.k12.wi.us

August 1, 2018
Dear Fellow Staff Members,
I toyed with the idea of using envelopes with logos from the Wisconsin Lottery Prize Distribution Center to
maximize the excitement as you opened this year’s “Back to School Letter.” Sometimes you have to just
sit back and enjoy the realization that something great is about to happen. That something is the new
school year!
It was a great summer to enjoy family, relax and prepare for the new school year. We also realize that
during this same period of time some of us have struggled with health issues and others have suffered
profound loss. It is heartwarming to see that the relationships you, as coworkers, have developed and turned
into deep friendships. Your support to those in need and those grieving, though very personal, exemplifies
the love and compassion you have as educators and people. It makes me proud of you as I’m just getting to
know you!
When people ask me what it is that I’d like to see us accomplish this short time while I am your interim
superintendent I tell them my theme for the year: Moving Forward with the Focus on Our Students. When
asked why I chose that theme, I respond, “Because our kids are watching.” I invite you to adopt this theme
for the year as well. When talking about our school to community members and others who don’t work for
the school, try to tell a simple story of success you have witnessed. It helps to personalize it if it is a story
about a student who has overcome obstacles. What will your positive Altoona story be?
We will be developing the story of Altoona’s 2018-2019 school year as we roll along. Soon we’ll be
welcoming each other back for another exciting school year. Hopefully your time away from work has
been an opportunity to, in effect, clean the lens through which you view the world and work; to change or
clarify how you see things. I love the poetry in Natasha Bedingfield’s song Unwritten. As the song says,
“Live your life with eyes wide open.” Let’s not live our lives as if they were written in a book and then just
follow the script. Each day remember that, “Today is where your book begins. The rest is still unwritten.”
Sincerely,

Ronald J. Walsh
Interim Superintendent

Engage. Equip. Empower.
Offering large school opportunities with a small school approach.

Back to School Inservice Schedule - August 27-30, 2018
Daily Schedule: 7:45-3:30 Lunch: 11:30-12:30

Wednesday, August 29:

Monday, August 27:
Work in your rooms

8:00 am
Special Education Teachers & Para’s

Tuesday, August 28:

9:15 am
Middle School @ MS LMC
Elementary School @ ES LMC

7:45 am
All Staff Breakfast
@ HS Commons

11:30 am-12:30 pm
Lunch on your own

8:30 am
All Staff Meeting
Welcome, Introductions,
Standards of Excellence,
Training (Part 1):
Chemical Hazards, Mandated Reporting,
Bloodborne Pathogens
@ HS Auditorium
(2018 All Staff Photo to follow)

12:30 pm
Intermediate School @ iZone
High School @ HS LMC
---------5:30-7:00 pm
You’re invited: Ice Cream Social
@ River Prairie with The Thundermen!

11:30 am
All Staff Luncheon
@ HS Commons
12:45 pm

All Staff Training (Part 2)
De-escalation, ALICE Training
@ HS Auditorium

Thursday, August 30:
Curriculum & ALICE Scenarios
(Details to follow)

(Schedule may be subject to change)

Please use unscheduled time to work in your rooms.

Teacher contracted days include 1 “prep day” worked between 8/13-8/26.

Building Level Meetings

Introductions
Administrative Team

Administrative Staff District

Athletics/Facilities

Dr. Ronald Walsh
Interim Superintendent, Ext 501

Joyce Orth CAP
Exec Asst/Board Secretary, Ext 500

Jamie Oliver
Athletic Director, Ext 417

Michael Markgren
Business Manager, Ext 503

Pat Reijo
Payroll/Benefits/Financial Asst
Ext 504

Elissa Upward, Ext 416

Alan McCutcheon
Dir of Special Ed/Student Services
Ext 311
Tara Betlach
Interim Elementary School Principal,
Ext 202

Sharon Chwala
Financial/Student Data Asst, Ext 502
Kim Kottke
Student Services Office, Ext 354

Andrea Steffen
Intermediate School Principal
Ext 310
Dan Peggs
Middle School Principal, Ext 302
Jason LeMay
High School Principal, Ext 402

Dean of Students
Jamie Oliver
HS Dean of Students, Ext 418
Joann Walker
4-8 Dean of Students, Ext 315
Scott Hayden
K-3 Dean of Students, Ext 265

Technology Department
Mark Scheppke
Technology Coordinator, Ext 506
Andrew Lierman
Network Specialist, Ext 507

Administrative Assistants –
Schools
Michelle Mitch, Dawn Schroyer
High School Office
Ext 400, 401
Lori Watt
Middle School Office, Ext 300
Brenda Gilmartin
Intermediate School , Ext 301
Lisa Boss, Terri Thill
Elementary School Office
Ext 201, 200

Jessica Richards
Instructional Technology, Ext 511

Support Services
Greg Johnson
Buildings & Grounds, Ext 339
Bernie Allen
Food Service, Ext 434
Student Transit
839-5116

Altoona Board of Education Directory
Committee Appointments
Robin E. Elvig
President
1111 N Moonlight Dr
Altoona, WI 54720
828-8069

Helen S. Drawbert
Vice President
3697 S Elco Rd
Fall Creek WI 54742
828-0088

Bradley D. Poquette
Treasurer
418 Hampton Ct
Altoona, WI 54720
835-3338

David A. Rowe
Clerk
920 Lake Rd
Altoona, WI 54720
832-0210

Richard A. Risler
Member
1005 S Edgewater Dr
Eau Claire, WI 54701
781-2494

Term Expires: 04/20
Policy/Governance:
Robin Elvig, Chair
Helen Drawbert

Term Expires: 04/20

Budget Development:
Dave Rowe, Chair
Rick Risler
Demographic Trends &
Facility Development:
Rick Risler, Chair
Dave Rowe

Term Expires: 04/19

Negotiations/Meet & Confer:
Helen Drawbert, Chair
Rick Risler
WASB Convention:
Dave Rowe, Delegate
Brad Poquette, Alternate

Term Expires: 04/19

CESA Representative:
Robin Elvig
Helen Drawbert, Alternate
Technology:
Brad Poquette

Term Expires: 04/21

As of May 7, 2018

Altoona Area Foundation:
Helen Drawbert
Parks & Recreation:
Brad Poquette

As of May 21, 2018
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RESOURCES



Parents are highly satisfied with 
the quality of their child’s education
Students and schools are supported by strong partnerships 
among the district, families and
the community
District departments provide
seamless support for internal

and external stakeholders

Goals:

Adopted: 07/10/17

Financial and Human Resources
processes are clearly aligned to
deliver the best possible learning and working environment
Facilities and technology are
managed to continually improve and meet the changing
needs of students
Student Services programs
consistently ensure that the
needs of all students are met or
exceeded
Increase fidelity to curriculum
and consistent use of best instructional strategies

Goals:

All schools and departments
Persistent focus on
work in partnership to serve our efficiency and effectiveness in all
students, parents and
processes results in the highest
community
return on investment

Leaders, teachers and staff are

engaged as owners in the work
of the district and demonstrate
our values in daily work and in- 
teractions
High quality teachers and staff
are recruited, recognized and
retained in the workforce

Opportunities for development
and advancement result in a
high performing workforce
Transparent and timely communication systems provide accurate flow of information

Goals:

Goals:

Students achieve at the highest
levels in a variety of ways
Flexible individualized learning
opportunities integrated into
core classes are available for all
students K-12
Students are individuals who
think creatively, using critical
thinking skills to solve problems and advocate for themselves
Our culture promotes and supports a love of learning, socialemotional wellbeing, safety
and care for students
Students exit the system prepared for success in postsecondary endeavors

Altoona is a district where all
staff find purpose, worthwhile
work and the opportunity to
make a difference

Altoona is a district where students feel connected and
supported so they can learn,
explore and realize their unique
strengths and potential



PEOPLE

STUDENTS

Our Values: Student-Focused; Respect; Responsibility; Empathy; Joy; Continuous Improvement; Collaboration; Safety

Offering large school opportunities with a small school approach

Engage. Equip. Empower.

SCHOOL DISTRICT OF ALTOONA STRATEGIC PLAN















Adopted: 03/19/18





Take ownership of your
actions
Be a team player by
following through no matter
how big or small the task
Show integrity daily

Current relevant and
updated curriculum
Professional feedback
Reflect for improvement
Continuous education

Positive and encouraging atmosphere
Welcome everyone that walks
through the door
Sense of humor
Acknowledge and celebrate
success big or small

Value: RESPONSIBILITY











Value: JOY

Value: CONTINUOUS
IMPROVEMENT

Make decisions based on
what is best for the whole
child
Environment where students
take risks and staff are available for all students
Meaningful activities

Value: STUDENT FOCUSED















Encourage and support
others with opportunities to
contribute
Be flexible, adaptable and
accepting of all viewpoints
Foster honest and trusting
relationships

Value: COLLABORATION

Honesty
Direct communication to
solve issues
Appreciate and accept, and
compromise respectfully
Listen with an open mind

Value: RESPECT

Our Every Day Expectations!

STANDARDS OF EXCELLENCE

Engage. Equip. Empower.

SCHOOL DISTRICT OF ALTOONA

















Supervision of unstructured
areas
Responsive emergency plans
in place for weather, medical
and intruder
Buildings and grounds
facilities are well maintained
and equipment in appropriate
Modeling appropriate
behavior

Value: SAFETY

Kindness
Caring
Compassion
Supportive of others

Value: EMPATHY

Nondiscrimination

Nondiscrimination
The School District of Altoona is an equal opportunity employer. Personnel hiring and
administration in the District are to be conducted so as not to discriminate against applicant
or employee on the basis of age, race, religion, sex or sexual orientation, disability/ handicap,
citizenship status, marital status, pregnancy, national origin, creed, color, political or religious
affiliation, genetic information, ancestry, arrest or conviction record, military service, genetic
information, use or nonuse of a lawful product off school premises during nonworking hours,
declining to attend a meeting or participate in any communication about religious or political
matters, or any other reason prohibited by state or federal law. Exceptions to this policy may
only be made in accordance with state and federal laws.
Reasonable accommodations shall be made for qualified individuals with a disability or
handicap, unless such accommodations would impose an undue hardship to the District. The
District shall also accommodate the religious practices of an employee to the extent required
by law.
Complaints
Complaints regarding the interpretation or application of this policy shall be referred to the
administrative staff and processed in accordance with established procedures.
http://www.altoona.k12.wi.us/district/profedopenings.cfm

SCHOOL DISTRICT OF ALTOONA

SCHOOL CALENDAR FOR 2018/19
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*Prep Day= 1 Day worked 8/13 - 8/26

Feb 19 (evening) / Feb 21 (afternoon/evening

(Teachers work two evenings in Oct and
Feb to equal one-day in each month)

Altoona High School – Altoona Middle School – Altoona Intermediate School
7th Street West – Bartlett Avenue Campus (Grades 4-12)

 Bartlett Avenue 

7th
St
W

State of the Art Phone System
DIAL 8 to get an outside line (except when dialing 911)
*Setup voicemail box for the first time from any phone.
Dial 123 or press the Voicemail Button
Enter Voicemail PIN (ex: 1234)
If you have never entered your voicemail before the default PIN will be
12341235
Set up box by following the prompts

Checking Voicemail from a phone other than your own office or room
phone
Dial 123
When auto attendant answers press *
Enter your Extension and hit #
Enter your PIN
Listen to your messages like normal
Hang up

To leave a quick message for someone
Dial *XXX (example: *234)
Record message

To transfer a call to a VM box
Press Transfer Button on Phone
Dial *XXX (example: *234) Hangup

To Transfer a Call
While the caller is on the line
Press Transfer button
Enter extension number of new party
Tell the party that you’re transferring a call
(Optional) Press Transfer button
Hangup

Getting Messages from Home or other remote locations
Call 715-839-6031
When auto attendant answers press *
Enter your Extension and hit #
Enter your PIN
Listen to your messages like normal
Hang up

Recording your Name
With phone in hand
Get into your voicemail box
Press 4 to manage your mailbox
Press 3 to change your
personal settings Press 2 to
change your recorded name Say
your name
Press #
Listen to the prompts to save or re-record
Hang up

To Change Your Voice Mail Greeting
Write out your greeting
Get into your voicemail
box Press 4 to manage
your mailbox Press 1 to
change your greeting To
select your greeting
press 1
Record a new greeting, then
press # Listen to the prompts
to save or re-record Hang up

Fax Machines
A FAX feature is included with the copiers located in the school
offices. While they are not intended for personal use, they may be
used on occasion for a fee of $1.00 per page. FAX is not part of
our digital phone system, do not dial an “8.”

School Closings/Delays
School closing and school-delay information will be
available to the community & staff through:

Traditional radio/TV announcements called in by 5:45 a.m. *
 WEAU TV-13, WQOW-18 and the
following radio stations will be
notified: B-95, Z-100, 92.1, WBIZ,
WMEQ, Moose Country, WAXX, WAYY,
I-94, COOL, WWIB
Announcement via Skylert mass
communication system will be placed by
6:00 a.m. *
Website & Facebook announcement by 6:00
a.m. *

* Notification time may vary depending on weather-related
circumstances.

Skylert, Radio/TV and Website announcements will be made when an
early dismissal is necessary.

Skylert
Skylert is the district's automated notification system that provides
emergency alerts and notifications via phone call, e-mail and/or SMS
(text message).
Please check your information and update as necessary:
1. Select Employee Access from Staff Tools
(http://www.altoona.k12.wi.us/staff/stafftools.cfm)
2. Log-in
3. From down-arrow to the right of the Home tab, select Employee
Access
4. Click on Employee Information tab
5. Click on Personal Information
6. If changes to your contact information are needed, click on
Request Changes
7. Update your information and Save
Non-School Hours Emergency:
Skylert settings provide for calls and emails to Phone 1 and 1st
Email for emergencies, including weather-related delays or
cancellations that occur before school starts or after the school day
ends.
You can also opt-in for SMS (text messages) to that number. (That
option was turned on this morning, and you may have already received
the opt-in text.)
School Hours Emergency:
Calls/emails will also go to the number/email listed in Phone 2/2nd
Email in an emergency that occurs during the school day (bomb threat,
lock-down, etc.).

Emergency Contact Information
1. Select Employee Access from Staff Tools
(http://www.altoona.k12.wi.us/staff/stafftools.cfm)
2. Log-in
3. From down-arrow to the right of the Home tab, select Employee
Access
4. Click on Employee Information tab
5. Click on Personal Information
6. Click on Emergency Contacts in the left-side navigation
7. Click on Add and Save for each emergency contact
Please keep your emergency contacts current

Health Information
(If already logged-in, start at 4.)
1. Select Employee Access from Staff Tools
(http://www.altoona.k12.wi.us/staff/stafftools.cfm)
2. Log-in
3. From down-arrow to the right of the Home tab, select Employee
Access
4. Click on Employee Information tab
5. From there, select Online Forms tab
6. Click on the Health Information link under New
(Please note: if you go back later after completing and saving,
to change your information the Health Information link will have
moved to Completed)
7. Enter any medical conditions, allergies, medications or other
(if none, type in "None")
8. Click Next at bottom right
9. Check "I have completed this online form"
10. Click Finish at bottom right
Please note: Administrators, office staff, support staff supervisors,
school counselors and nurse Anita will have access to your emergency
contact numbers and your confidential health information for use in an
emergency.

Food Service Information
A foodservice account will be set-up for you once the
foodservice account form is completed and turned in.
The foodservice payment policy requires staff to prepay
their account or to pay cash in the line. Account payments
can be made online by debit or credit care, or by cash or
check in the foodservice office (located in the high
school), or at any school office. Payment envelopes are
available in the offices.
Adult Meal Prices 2018/19:
Breakfast
Lunch

$2.00
$3.55

Aesop (Now Absence Management)
Step 1:
Employment Paperwork must be completed and submitted,
and employee set-up complete in Skyward
Step 2:

Employee is set-up in Aesop

Step 3:
A welcome email is sent from the Absence Management
system with your ID number and Pin and short training videos

Use Absence Management even if a sub is not needed
Teachers, paraprofessional and office staff enter their absences
in Aesop. The “sub required” default is set to Yes, so if a sub
is not needed, choose No. Absence navigates from Aesop to
Skyward. Do not enter them in both places!

Absence cutoff time and Aesop fulfillment cutoff time
•

It is expected that a same day absence will be entered no
later than 6:00 AM. However, in case of an emergency, a
same day absence can be created until 7:30 AM.

•

In a circumstance where a sub has not yet been placed at
the start of the school day, Aesop will continue to try to
fill that position up to 1-hour after the start of the
school day, or until 8:30 AM.

Employee and substitute cancel cutoff time
•

Employees can cancel an absence in Aesop up to 12-hours
prior to the 7:30 AM start time.

•

Likewise, a substitute can cancel up to 12-hours prior to
the 7:30 AM start time.

Assigning a particular sub
Step 1: Contact the sub you want, to check on their availability
and to confirm that they will accept the job.
Step 2:
•
•
•
•
•
•

Log in
Select your date(s), absence reasons, etc.
Click on “Create Absence & Assign Sub”
From the pop-up, you can search for your sub, view the
list, or select from your Preferred List
Click on “Assign to Selected Sub”
Another pop-up will ask you to confirm that you have
already contacted your sub

Time off Reasons
Below is a list of allowable time off reasons available in
Absence Management to be used as follows:
1) Athletics- If you are a coach and are required to be absent
or leave early from your duties due to a game.
2) Chaperone- You are allowed to accompany your child(ren)
enrolled in the School District of Altoona at a rate of one
(1) day per child per year.
3) Field Trip- If you are chaperoning a school sponsored field
trip and will be absent from your regular duties/classes.
4) FMLA-W/O Pay- If you are taking an eligible FMLA leave and
do not have enough sick leave to cover the entire absence.
5) Grant- If you are asked to perform grant work.
6) Military- If you are a member of the National Guard or
Reserve, you are allowed up to five (5) days at full pay
with no deduction to sick or any other leave to perform
such duties.
7) Other- An absence with extenuating circumstances not
covered under other leaves. It must be prearranged with
your supervisor and the superintendent.
8) Personal Day- One (1) day allocated per year for the first
five (5) years, accumulative to 3. Two (2) days per year
after five (5) years of service.
9) School Improvement-Absence for curriculum and/or staff
meetings held within the district.
10) Sick leave- Ten (10) days allocated per year accumulative
to 100. To be used for employee’s personal sick and
medical leave, FMLA leave when employee has enough sick
leave available, family illness (outlined in employee
handbook) and designated as Emergency Leave, and death in
family and designated as Bereavement.
11) Staff Development- Absence to attend a conference,
workshop or meeting that is being requested by either the
employee or supervisor. You must complete a Staff
Development Request and have it approved by the
superintendent before entering in Absence Management.
12) Without Pay- Any absence that is not covered above must be
taken without pay.

Time off Reasons
Below is a list of allowable time off reasons available in
Absence Management to be used as follows:
1) Athletics- If you are a coach and are required to be absent
or leave early from your duties due to a game.
2) Chaperone- You are allowed to accompany your child(ren)
enrolled in the School District of Altoona at a rate of one
(1) day per child per year.
3) Field Trip- If you are chaperoning a school sponsored field
trip and will be absent from your regular duties/classes.
4) FMLA-W/O Pay- If you are taking an eligible FMLA leave and
do not have enough sick leave to cover the entire absence.
5) Grant- If you are asked to perform grant work.
6) Military- If you are a member of the National Guard or
Reserve, you are allowed up to five (5) days at full pay
with no deduction to sick or any other leave to perform
such duties.
7) Other- An absence with extenuating circumstances not
covered under other leaves. It must be prearranged with
your supervisor and the superintendent.
8) Personal Day- One (1) day allocated per year for the first
five (5) years, accumulative to 3. Two (2) days per year
after five (5) years of service.
9) School Improvement-Absence for curriculum and/or staff
meetings held within the district.
10) Sick leave- Ten (10) days allocated per year accumulative
to 100. To be used for employee’s personal sick and
medical leave, FMLA leave when employee has enough sick
leave available, family illness (outlined in employee
handbook) and designated as Emergency Leave, and death in
family and designated as Bereavement.
11) Staff Development- Absence to attend a conference,
workshop or meeting that is being requested by either the
employee or supervisor. You must complete a Staff
Development Request and have it approved by the
superintendent before entering in Absence Management.
12) Without Pay- Any absence that is not covered above must be
taken without pay.

Web Entered Requisitions
1.
2.
3.
4.
5.

Go to District home Page http://www.altoona.k12.wi.us/
Select the “Staff” button.
Then select “Employee Access.”
Login
When using the Desktop View, click on “Financial Management” located on
the
right side of the screen.
6. Click on “Purchasing” located in the tabs along the top of the screen.
7. Click on “Requisitions”.
8. You will now be on the “Add, Edit, Delete, Clone, Notes, Attach, Add From
Online Catalog, or Clone from Purchase Order” page. On the right hand side of
the screen click on “Add.”
9. Pick the “Requisition Group” that you would like.
10. Make sure that the correct “Fiscal Year” is selected.
11. Put a brief description of what is being ordered in the “Description” box
along with any information you would like the District Office to know i.e.: I
will place the order, I will be sending a copy of the order to the District
office. Etc.
12. Fill in the “Vendor” box by either clicking on “Vendor” or start typing the
name of the vendor in the box and a laundry list of vendors will appear.
13. Fill in the “Ship To” box with the building that you would like to have the
items shipped to.
14. In the “Ship Via” box you may put Least Expensive.
15. All fields with an asterisk are required.
16. Select “Save” on the right side of the screen.
17. In the “Catalog” box please place the item number listed in the catalog.
18. “Quantity” must be filled in.
19. “Unit Cost” must be filled in.
20. “Description” must be filled in.
21. You must click on “Save” and then “Add” to enter more items.
22. Shipping should be added to all requisitions, you may do this by filling in
the “Quantity” 1 and the “Unit Cost” entered as a number and the
“Description” would be Shipping.
23. If you need to add a discount you should fill in the “Quantity” 1
and the “Unit Cost” entered as a negative number and the
“Description” would be Discount.
24. Once all items are added click on “Add Requisition Accounts.”
25. Place a check in the box to the right of the account number and then click on
“Save Account Distribution”. (More than one account may be used, and then the
total amount of the requisition needs to be divided between the accounts. This
can be done under the “Selected Accounts” section on the same page.) After
accounts have been selected click on “Save Account Distribution”.
26. At this point you may either select “Submit for Approval” or “Save and Finish
Later.”
27. Your requisition will be sent through the approval process.
28. You will receive an email if your requisition is denied.
29. If your requisition is approved, it will be assigned a PO number. The District
office will print your PO.
30. The District Office will fax your PO to the vendor unless otherwise requested.
The PO must have a fax number, quantity, unit of measure, catalog number,
description of each item and cost.
31. The PO copy will be routed to you.

Web Entered Requisitions from a Catalog
1.
2.
3.
4.
5.

Go to District home Page http://www.altoona.k12.wi.us/
Select the “Staff” button.
Then select “Employee Access.”
Login
When using the Desktop View, click on “Financial Management” located on
the right side of the screen.
6. Click on “Purchasing” located in the tabs along the top of the screen.
7. Click on “Requisitions.”
8. You will now be on the “Add, Edit, Delete, Clone, Notes, Attach, Add
From Online Catalog, or Clone from Purchase Order” page. On the right
hand side of the screen click on “Add.”
9. Click on “Add From Online Catalog” on the right hand side of the page.
10. Click on the catalog you would like to use.
11. Pick the “Requisition Group” that you would like.
12. Make sure that the correct “Fiscal Year” is selected.
13. Put a brief description of what is being ordered in the “Description” box
along with any information you would like the District Office to know
i.e.: I will place the order; I will be sending a copy of the order to the
District office; etc.
14. The “Vendor” should be filled in automatically.
15. Fill in the “Ship To” box with the building that you would like to have
the items shipped to.
16. In the “Ship Via” box you may put Least Expensive.
17. Select “Save and Add Detail” on the right side of the screen. This will
take you to their on-line catalog.
18. At this point you may enter the “Quantity” and “Ordered Item” (which
is the catalog number) and it should automatically populate the
remainder of the line. You can continue to complete your order, or
you may go to the top of the page and enter an item to search for. It
will then pull up all items and you can select the one you want by
filling in the “Quantity” box.
19. After you have you list completed you can check out by going to you
“Shopping Cart” and clicking on “Check Out” on the bottom of the page.
20. You would then “Confirm your Order” if it is correct, or “Back to Previous
Page” if you want to make changes.
21. Once you click on “Confirm Your Order” is will automatically go back to
ERMA and populate the requisition for you.
22. Once all items are added click on “Add Requisition Accounts”.
23. Place a check in the box to the right of the account number and then
click on “Save Account Distribution”. (More than one account may be
used, and then the total amount of the requisition needs to be divided
between the accounts. This can be done under the “Selected Accounts”
section on the same page.) After accounts have been selected click on
“Save Account Distribution”.
24. At this point you may either select “Submit for Approval” or “Save and
Finish Later.”
25. Your requisition will be sent through the approval process.
26. You will receive an email if your requisition is denied.
27. If your requisition is approved, it will be assigned a PO number. The
District office will print your PO.
28. The District Office will fax your PO to the vendor unless otherwise
requested. The PO must have a fax number, quantity, unit of measure,
catalog number, description of each item and cost.
29. The PO copy will be routed to you.

Other Fiscal Information
Order Status
Please use Employee Access to check the Status of your order. o
o Go to the “Add, Edit, Delete, Clone, Notes, Attach, Add
From Online Catalog, or Clone from Purchase Order” screen
and look in the “App Sts” column. You can then let your
mouse hover over “App Sts” and it will give you a
description of the codes.
 WIP – Work in progress
 WFM – Waiting for my approval
 WFL – Waiting for approval at a level below mine
 WFH – Waiting for approval at a level above mine
 APP – Requisition has been approved
 DEN – Requisition has been denied
o Go to the “View My Purchase Orders” which can be found
under “Purchasing” to check on a purchase order to see if
it is approved or paid.
 The different codes that are in the “App Sts”
column are:
APP – Approved
HIS – History – This indicates that the purchase
order has been paid and had been closed.
o To expand your purchase order so you can see the detail,
click on the “ “ on the left side of the purchase
order.
When Your Order Arrives
1. Open package and check for broken or incorrect items.
2. If all items are accounted for, sign and date the packing
slip and return to the district office.
3. If there is no packing slip, go into ERMA and print a copy
of the purchase order by going to the “View my Purchase
Orders” and highlighting the purchase order you want to
print and clicking on print on the right hand side. This
will send it to a queue and will take about 10-15 seconds
before is shows on your screen. You will then be able to
print the purchase order. Sign and date the purchase order
and send it to the district office. The district office
will not pay invoices without your “Ok to pay” so please
remember to do this step as soon as you get your order.
4. If you have received incorrect items or something is broken
and you need to return things, box them up, address the box
and bring to your school office for UPS pick up.
Mailing
return items is not appropriate as they do not have a good
a tracking system like UPS does.

How to Check Your Account Balance
1. Go to District home Page http://www.altoona.k12.wi.us/
2. Select the “Staff” button.
3. Then select “Employee Access.”
4. Login
5. When using the Desktop View, click on “Financial Management”
located on the right side of the screen.
6. Click on “Account Management.”
7. Click on “Chart of Accounts.”
8. Select the correct “Fiscal Year” and under Views select
“Operating Statement Accounts (Revenue, Expense) – OS”
9. You should be able to view your accounts and the available
funds.

Deposit Forms
Deposit Forms can be found by going to the district web page:
http://www.altoona.k12.wi.us
Click on the “Staff” link. The Deposit Form will be found under
Financial. Fill in the blanks, print the form, sign it and submit
to the District Office along with the deposit.
When collecting funds for a field trip, please make sure that the
money is collected far enough in advance to allow one week for the
District Office to process the deposit, purchase order (Employee
Access purchasing process), and check.

CASH IN SCHOOL BUILDINGS

Policy 664
(formerly DM)

Monies collected by District employees and by student organization treasurers shall
be handled in accordance with good and prudent business procedures, both to
demonstrate the ability of the District employees to operate in that fashion and to
teach procedures to students.
All money collected shall be receipted, accounted for and directed without delay
to the proper location of deposit. In no case will monies be left overnight in the
schools, except in safes provided for valuables.
LEGAL REF.:

Sections

120.14(1) Wisconsin Statutes
120.16
Wisconsin Uniform Financial Accounting Regulations (WUFAR)

CROSS REF.:

656, Student Fees
662.1, Student Activity Funds Management
662.1, Petty Cash Funds
665, Fraud Prevention and Reporting
763, School Meal Accounts

ADOPTED: 11/7/83
AMENDED: 12/5/11
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Go Social
FOLLOW us on twitter
Scan the QR code
or go to https://twitter.com/AltoonaSD

Hashtag:

#AltoonaRails

LIKE us on facebook
Scan the QR code
or go to
https://www.facebook.com/altoonaschooldistrict

Download our mobile app
Scan the QR code
or go to

http://launch.customschoolapp.net/sdaltoona/

