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Submission Narrative – Website Development - eSupplement 
 

Summary of Materials 

The eSupplement web-based tool was designed, developed and implemented during Fall and Winter 
2019, and was rolled-out to end-users in Spring 2020. eSupplement is a custom-designed web-based 
tool that facilitates the payment of all annual coaching, sponsor, and extracurricular salary 
supplements to eligible employees. This 100% digital process replaces what was one of the last paper-
based high-volume processes in the Human Resources & Talent Management (HRTM) division.  
 

Prior to the introduction of eSupplement, the local school would complete a three-part form for each 
employee receiving a supplement, then the school would send the form to HRTM, where it would be 
reviewed, and approved, and then sent on to the Payroll department for processing. Once received in 
Payroll, the supplement would be added on to the employee’s pay and the three-part form would be 
sent back to HRTM, for manual scanning and import into the employee’s electronic personnel file. 
During the 2018-19 school year, prior to the design and implementation of eSupplement, 2,237 coaching 
and extracurricular supplements and 1,560 department chair supplements were administered through 
this heavily manual process. 
 

The eSupplement tool replaces each manual touch-point above with a completely digital workflow 
approval process, and ultimately feeds the final transaction record directly into the employee’s 
electronic personnel file, eliminating the paper components completely. The local school uses 
eSupplement to make their coaching, extracurricular and department chair designations for the coming 
school year, and they submit those directly to the principal for digital sign-off. The principal reviews 
and approves, and eSupplement sends workflow notification to HRTM that the supplements are ready for 
review. HRTM reviews and approves electronically (or re-routes them back to the school for needed 
revisions), and Payroll receives workflow notification for processing. Once Payroll completes the 
processing of the transaction through the web-based tool, the supplement is added on to the 
employee’s pay automatically, and the transaction record is sent directly to the employee’s electronic 
personnel file. Signature date/time records are captured at each point in the workflow and approval 
process. During the 2019-20 school year, using eSupplement for the first time, 1,396 coaching and 
extracurricular supplements and 1,423 department chair supplements were processed. 
 

The materials submitted include:                                                                                                                             

PeopleSoft eSupplement Training Manual 

Principal Informational Packet 
 

The PeopleSoft eSupplement Training Manual provides screen shots and a step-by-step walk-through of 
the eSupplement web-based tool, for your viewing and reference. This manual was used to train the 196 
end-users on how to use the new tool, as part of the implementation. 

The Principal Informational Packet contains the information and resources provided to local school 
principals during the roll-out of the eSupplement tool this spring, helping to familiarize them with the 
new process, and providing the tools that their school would need to complete the supplement process 
electronically. 
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Target Audience 

The eSupplement tool was designed to streamline the salary supplement process and reduce turnaround 
time and administrative overhead for all 196 users, including those at the local school level, Human 
Resources & Talent Management, Payroll, and Employee Records. 
 

Financial Resources 

The eSupplement tool was developed in-house in a collaborative effort with the Information 
Management & Technology (IMT) team, and is built within our PeopleSoft HRIS, therefore, there was no 
cost to the district. In addition, the training materials and communication pieces were created by the 
IMT Technology Training team, resulting in no cost being incurred. 

 

Implementation Strategies 

The design, development and implementation of eSupplement was a cross-divisional highly collaborative 
effort, requiring the active involvement of critical stakeholders from several areas of the organization, 
in order to be successful. The IMT team managed the technical information gathering and design 
component of the project, with HRTM and Payroll serving as the functional experts and providing the 
information needed. The division of School Improvement & Operations (SI&O) provided functional input 
and guidance as well, from the Office of Athletics and Extracurriculars, and local school end-users were 
brought in at points in the design and development process to provide critical feedback and input. 
 

eSupplement was communicated originally at the highest level of district management, with the 
Associate Superintendent of Human Resources & Talent Management communicating the plan to fellow 
Cabinet members, during Winter 2019. As development of the tool neared completion, training 
materials were finalized, and interactive sessions were ready to be scheduled. At that time, in March 
2020, direct communication was made to all 196 users to inform them of the new tool, provide an 
overview of how the supplement administration process would be different, and begin the process of 
scheduling them for training. In April 2020, training was complete and the tool rolled out end-to-end. 
 

Challenges/Benefits Realized 

During the design and development of the eSupplement tool, one challenge encountered was the 
propensity of the team to drift from what was agreed upon by all as our “true north star” at the 
beginning of the project – that the tool lessen the administrative burden at the local school level – the 
true end-user – and that ease of use for the school should be of a higher priority than ease of use for 
either HRTM or Payroll, at the central office level. Though all parties agreed upon this at the on-set, we 
had to regularly re-set to remind ourselves of this focus – particularly when facing a critical decision 
point in the design/development process. 
 

The district also encountered a more significant challenge, that ended up becoming a realized benefit, 
through the unexpected on-set of the COVID-19 worldwide pandemic. The pandemic hit the state of 
Georgia just as the district was prepared to begin training on eSupplement. After the district went to 
100% digital learning on March 13th, and all support staff sent home, there was discussion as to whether 
the roll-out should still occur, given everything else that was going on. For a brief time, it appeared that 
all of the work done may not come to fruition this year. However, all it took was a shift in perspective 
to see that this was the perfect time to be able to implement the web-based tool, and how fortunate 
the timing was that we had the ability to roll it out during a time when no staff were going into the 
schools, and would not have been able to complete the 3-part paper-form process without considerable 
difficulty. We moved our training plans to a 100% digital platform, and never looked back – and the roll-
out was a great success! 
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Feedback Received From Affected Parties  

HRTM received feedback from local school users that the new process was easy to understand, easy to 
use, and much more streamlined and effective than the 3-part paper form process used in the past. 
Please see specific comments / feedback shared below: 

• “There is much we have learned and gained over the last 6 weeks in every facet of this 
organization. I see every day how our systems and processes have improved. 5 Stars! Thank 
you.” 

- Principal, Osborne Middle School 
 

• “This has worked much better than triplicate forms.” 
- Principal, Norcross High School 

 
• “It was very easy to use!” 

- Bookkeeper, McKendree Elementary School 
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Accessing eSupplement

1. Log into the Employee portal, and select Tools.

2. SelectMy Staff under Human Resources.

3. On the next screen, click Manage My Staff.

4/14/2020
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4. Choose the Job and Personal Information tile from your PeopleSoft GCPS
homepage tiles.

4/14/2020
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PeopleTools

l The icon will always return you to the main GCPS Homepage.

l The icon allows you to perform either a global or component keyword search.

l The icon provides a dropdown menu with additional quick navigational
actions, such as Help and Sign Out.

l The icon opens a panel that provides additional navigation elements, such as
Recent Places,My Favorites, and Navigator.

4/14/2020
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eSupplement Grid Action Menu

Available on all eSupplement pages.

l Personalize – Move or hide columns. It can also be used for a multi-column
‘permanent’ sort of the data. The personalization can be changed at any time.

l Zoom Earnings Code – Opens grid in a new window.

l Download Earnings Code Table to Excel – Easiest way to report the data.
Ignore the warning message about the ‘The file format and extension’.

l The icon allows you to shrink the menu on the left to see more of the
eSupplement screen. You can click it again to see the menu.

l The grid column headings can be clicked to sort the data - either descending or
ascending. This is a temporary sort and will be not retained after you leave the
page.

4/14/2020
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Department Chair Annual

The System will automatically calculate the Annual Amount that the employee will
be paid over the course of the year. It can also be viewed in the Inquiry page.

1. Click GCPS Dept Chair Annual.

2. Enter Empl ID. Click to search.

3. Enter # of Teachers the Department Chair supervises.

4. Enter Fraction of Supplement. The percentages are decided by each
school.

5. Add Notepad if applicable. Subject and body of notepad must be completed.

4/14/2020
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6. Click (+) to add a row or (-) to delete a row. For example, add a new row if a
Supplement will be split between multiple employees.

7. Click Save or Submit. You can Save often – but only Submit once!

Note: All lines are not required to be completed. If you select Save, you can continue
to edit the form. Submit emails the form to principal for approval. If your principal
pushes the form back with changes, you will be able to edit and return for final
approval.

4/14/2020
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Coaching Annual

For new transactions, the system will automatically calculate the Annual Amount
later after Years of Experience has been entered by Compensation later in the
process. The Annual Amount (that the employee is paid over the course of the year)
can be viewed in the Inquiry page at that time.

If it is a new transaction, then the Annual Amount will be calculated after
Compensation has updated the transactions. The Annual Amount can then be
viewed in the Inquiry page.

1. Click GCPS Coaching Annual.

2. Enter Empl ID. Click to search.

3. Enter Fraction of Supplement. The percentages are decided by each
school.

4. Add Notepad if applicable. Subject and body of notepad must be completed.

4/14/2020
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5. Click (+) to add a row or (-) to delete a row.

6. Click Save or Submit. You can Save often – but only Submit once!

Note: For Coaching and Sponsors, there is a Notepad at the top of the page for
general comments about Supplements where the employee has not yet been
identified.

Notes:

l All lines are not required to be completed. You can save and return to edit. Submit
sends an email to the principal for approval. If your principal pushes back you will
be able to edit and return for final approval.

l The eSupplement system does not address the ‘10 Additional Supplements’ at this
time. Please use the current paper process to submit these supplements.

l Temp/Miscellaneous are paid in lump sums – same as past years.

l Note the Four Football – Varsity Assistant Supplements – four different rows exist
because four supplements are allowed for all high schools.

l For Swimming (high school) and Intramural Directors (middle school), all schools
are allowed at least one supplement. As such, only one row is displayed. If your
school is eligible for an additional supplement, use the (+) to add another row.

4/14/2020
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Sponsor Annual

For new transactions, the system will automatically calculate the Annual Amount
later after Years of Experience has been entered by Compensation later in the
process. The Annual Amount (that the employee is paid over the course of the year)
can be viewed in the Inquiry page at that time.

If it is a new transaction, then the Annual Amount will be calculated after
Compensation has updated the transactions. The Annual Amount can then be
viewed in the Inquiry page.

1. Click GCPS Sponsor Annual.

2. Enter Empl ID. Click to search.

3. Enter Fraction of Supplement. The percentages are decided by each
school.

4/14/2020
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4. Add Notepad if applicable. Subject and body of notepad must be completed.

5. Click (+) to add a row or (-) to delete a row.

6. Click Save or Submit. You can Save often – but only Submit once!

Notes:

l All lines are not required to be completed. You can save and return to edit. Submit
sends an email to the principal for approval. If your principal pushes back you will
be able to edit and return for final approval.

l Temp/Miscellaneous are paid in lump sums – same as past years.

4/14/2020
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eSupplement Inquiry

1. Enter required Supplement Type.

2. From Active or All Supplements dropdown list, Active Only is the default.
For the first year there is not a difference between Active and All
Supplements.

3. Earnings Code is an optional selection.

4. Click Search.

4/14/2020
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eSupplement Notepad

The eSupplement Notepad can be used:

l By processor to communicate with the Principal

l By the Principal to communicate to Compensation if approving

l By the Principal to communicate with the processor if Pushing Back

Note: The Notepad information is included on the Payroll Authorization that goes to
ECM.

1. After selecting or entering the Empl ID, click the Notepad icon.

Note: For Coaching and Sponsors, there is a Notepad at the top of the page for
general comments about Supplements where the employee has not yet been
identified.

4/14/2020



PeopleSoft eSupplement

Page 15 of 18

2. lick Add a New Note to continue.

3. Enter the subject for the note in the Subject field.

4. Enter the details of your note in the Note Text field.

5. When you are finished click Save.

6. Click theWhere I came from link to return to the previous page.

The Notepad icon will change to show that a note was entered for the employee.

4/14/2020
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Reports

Information can be downloaded to excel. See PeopleTools page 5 - Grid Action
Menu section for additional information.

4/14/2020
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Help Inquiry Page Options

4/14/2020
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Notes
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Informational Packet – eSupplement Approval and Submittal 

Included in this packet are informational resources and materials that will be 
helpful as you review your department chair, coaching, and sponsor supplements 
for approval, through the new eSupplement online tool. 

Please have your supplements approved and submitted to HR by June 8th. 

Packet Materials 

1) Supplement Instructions – guidance on assigning supplements for the
coming year.

2) Principal Primer – job aid with instructions on how to review and approve
supplements using the new online tool.

3) High School Coaching – Additional 10 Supplements – Summary Sheet –
this is the form that is to be used to submit the 10 additional coaching
supplements to the Office of Athletics for review and approval. This portion
of the process has not changed and is still paper-based.

4) Supplemental Payroll Authorization Form – form to be used to submit
local/booster-club-funded supplements for payment, and to submit
changes as they may occur during the year.

5) Supplement Summary Worksheets – blank copies of the supplement
summary sheets provided in the past with the 3-part forms, for local use
only – these are not submitted to HR and are optional, provided only for
your use in planning and preparing to submit your supplements online.

If you have any questions or experience any issues, please contact Stephanie H. 
Williams  for assistance via email, or at 678-301-6097. 



Supplement Instructions 

o Only indicate the department chair/sponsor/coaching information for
employees whom you are sure will be performing the specified duties.  If you
are unsure of a particular department chair/sponsor/coaching assignment,
please DO NOT submit eSupplement information for the department
chair/sponsor/coach at this time. If a department chair/sponsor/coach is
unknown at the time the rest of the supplements are electronically submitted,
please submit a Payroll Authorization for these employees. Please print out the
Payroll Authorization included with this email and submit it to your
Compensation Assistant at the time you are ready to submit the supplement.
Please use an effective date of 07/29/20.

o Only FLSA Exempt employees are eligible to receive designated sponsor and
coaching supplements.

o The Booster Club funded supplements for the 2020-21 school year will continue
to follow the paper based process, as in prior years, by using the Payroll
Authorization form included with this email. Please use an effective date of
07/29/20.  Please send these to Compensation.

o For the 2020-21 school year, the 10 additional coaching supplements which
have been added for the High Schools will continue to follow the paper based
process, as in prior years.  Please indicate these ten additional coaching
supplements on a summary page included with this email, adhering to the
guidelines below.  Submit a payroll authorization for each of these supplements
and send these documents to Ed Shaddix at the ISC.

Supplement Guidelines

1. Must be assigned in accordance with an allocation plan submitted by the
Principal and Athletic Director and approved by Ed Shaddix.

2. Must be Title IX compliant, showing a balance between female and male
sports.

3. Must reduce existing booster club funded supplements.
4. Must add coaches to existing staff.
5. Cannot be used for head coaching positions.
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PeopleSoft eSupplement – Principal Primer

The annual process of Department Chair, Coaching, and Sponsor Supplements is
now electronic. This includes the Lay Coaches that are paid out in a one-time lump
sum each year.

Changes to supplements during the year will still be administered using the paper-
based process, as will any local school/booster club funded supplements. The 10
additional coaching supplements (HS only) will also be done via paper.

Email Notification to Principal

Once the school processor has submitted the data, the principal will receive an email
with a link that takes them directly to the PeopleSoft eSupplement page. From
there, they can Approve to Compensation or Push Back the transactions to the
school processor for additional changes.

Note: The Principal menu options in PeopleSoft will include Department Chair,
Coaching, and Sponsor supplements. Principals only have the ability to approve
supplements that apply to their school/school level.
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Principal Action Required

Once the principal receives the email link from the school processor, they must either
Approve or Push Back the eSupplement approval pages with changes.

Approve Instructions

1. Look in the Notepad column to see if notes have been entered in the
supplement transactions by the school processor. A icon indicates a note
has been entered, click the icon to review the note.

2. You can respond by clicking Add a New Note or clickingWhere I came
from link to return to the supplements page.
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3. From the supplements page, scroll to the bottom and click Approve.

Note: Clicking Approve submits all transactions to Compensation.

Push Back Instructions

1. Click the Notepad icon on the row of the transaction to be modified.

2. Click Add a New Note.
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3. Enter the subject for the note in the Subject field.

4. Enter the details of your note in the Note Text field.

5. Click Save.

6. Click theWhere I came from link to return to the previous page.

7. Click Push Back. Your local school processor will receive an email
notification that the supplements have been sent back for changes.

Note: The process is the same for Department Chair, Coaching, and Sponsor
Supplements – whichever is applicable to your school.



# Scale Code Employee Name Employee ID #
Fraction to 

be Paid

1

2

3

4

5

6

7

8

9

10

High School Athletic Director's Signature and Date County Athletic Director's Signature and Date

Gwinnett County Public Schools

2020 - 2021 High School Coaching Supplements - Additional 10 Supplements

School:_________________________________________________           Location #:__________________

Principal's Signature and Date

Guidelines: Must be assigned in accordance with an allocation plan submitted by the Principal and Athletic Director and approved by the 
Director of Athletics, Student Activities and Community Schools . Must be Title IX compliant, showing a balance between female and 
male sports. Must reduce existing booster club funded supplements. Must add coaches to existing staff. Cannot be used for head 
coaching positions.

Position



  

 

Scale Yrs Exp

 

Earnings             
Code

School Use Code                    
(M codes only)

Gwinnett County Public Schools                                                    
Supplemental Payroll Authorization

Employee Name

Principal's Signature

 Effective Date

School 

Employee ID Number

Location Number

Dates to be Paid

                   to  

Completed by:

Annual 
Supplement

 

 

Amt

Date Signed

Date:

Loc

                   to  

FOR CENTRAL OFFICE USE:

FOR CENTRAL OFFICE USE:

                   to  

                   to  

If a Dept Chair Supplement, please include the number of teachers supervised and the 
percentage of the supplement in the Comments.

Revised 04/2017

  COMMENTS: 

SUPPLEMENTAL  POSITION CODE



Position Code
Maximum 
Number 
Allowed

Employee Name Employee ID #
 # of 

Teachers 

Fraction of 
Supplement to 

be Paid

Do not exceed the "Maximum Number Allowed" for each of the specified supplements. If a particular supplement is to be divided among 
multiple recipients, list each recipient and the fraction of the supplement to be paid.

Counseling UH2  

2020-2021 High School Department Chair Supplements

UG7

UG6

Media UG9  

Special 
Education

UH1  

UG8

1

1

1

1

 

 

Gwinnett County Public Schools

School:____________________________________________

Vocational 
Education

UG1

UG2

UG3

UG4

UG5

               Location #:_____________________

English

Math

Social Studies

Fine Arts

Science

Foreign 
Language

Physical 
Education

All areas below are subject to the Local School Principal's discretion as long as only four (4) Department Chair supplements are paid 
from these categories.

 

 



Position Scale Code
Maximum 
Number 
Allowed

Employee Name Employee ID #
Fraction to 

be Paid
Comments - 
For HR Use

Activities 
Director

7 U01 1

Head 5 U04 1

J.V. 10 U06 1

9th Grade 13 U48 1

Head Boys 3 U07 1

J.V. Boys 5 U10 1

9th Grade Boys 12 U11 1

Head Girls 3 U08 1

J.V. Girls 5 U05 1

9th Grade Girls 12 U12 1

Varsity 
Competition 

Cheer
10 U72 1

Varsity Football 10 U13 1

Varsity 
Basketball

10 U73 1

J.V. Football 15 U14 1

J.V. Basketball 15 U74 1

Gwinnett County Public Schools

School:  ______________________________________________           Location #:_____________________

BASKETBALL

CHEERLEADING

2020-2021 High School Coaching & Sponsor Supplements

BASEBALL



Position Scale Code
Maximum 
Number 
Allowed

Employee Name Employee ID #
Fraction to 

be Paid
Comments - 
For HR Use

Gwinnett County Public Schools

School:  ______________________________________________           Location #:_____________________

2020-2021 High School Coaching & Sponsor Supplements

9th Grade 15 U49 1

Head Boys 15 U16 1

Head Girls 15 U50 1

Head 1 U18 1

Head Boys 15 U22 1

Head Girls 15 U75 1

CROSS COUNTRY

FOOTBALL

GOLF

4U194
Varsity 

Assistant

2U206J.V.

2U2199th Grade



Position Scale Code
Maximum 
Number 
Allowed

Employee Name Employee ID #
Fraction to 

be Paid
Comments - 
For HR Use

Gwinnett County Public Schools

School:  ______________________________________________           Location #:_____________________

2020-2021 High School Coaching & Sponsor Supplements

Head Boys 5 U65 1

Head Girls 5 U66 1

Head Boys 5 U26 1

J.V. Boys 10 U28 1

Head Girls 5 U27 1

J.V. Girls 10 U53 1

Head 5 U29 1

J.V. 10 U54 1

9th 13 U58 1

Head 5 U30 1*

Head Boys 14 U31 1

Head Girls 14 U32 1

SWIMMING

* One additional Swim coach for schools with more than 50 athletes on swim team.

SOCCER

LACROSSE

SOFTBALL

TENNIS



Position Scale Code
Maximum 
Number 
Allowed

Employee Name Employee ID #
Fraction to 

be Paid
Comments - 
For HR Use

Gwinnett County Public Schools

School:  ______________________________________________           Location #:_____________________

2020-2021 High School Coaching & Sponsor Supplements

Head Boys 5 U33 1

J.V. Boys 10 U35 1

Head Girls 5 U34 1

J.V. Girls 10 U36 1

Head 6 U51 1

J.V. 10 U59 1

Head 5 U37 1

J.V. 10 U38 1

DESIGNATED SPONSORS

WRESTLING

VOLLEYBALL

TRACK

18
Academic 
Sponsors

3U52



Position Scale Code
Maximum 
Number 
Allowed

Employee Name Employee ID #
Fraction to 

be Paid
Comments - 
For HR Use

Gwinnett County Public Schools

School:  ______________________________________________           Location #:_____________________

2020-2021 High School Coaching & Sponsor Supplements

Band Director 2 U03 1

Additional 
Band*

2 U03  

Chorus 12 U15 1

Additional 
Chorus*

12 U15  

Orchestra 8 U55 1

Additional 
Orchestra*

8 U55  

Debate 18 U17 1

Newspaper 18 U24 1

One Act 
Play/Drama

18 U25 1

Yearbook 18 U39 1

*Additional Band, Chorus, and Orchestra Directors can be provided supplements at a prorated amount based upon the fraction of the day
for which they are employed in the Director position. Additional Band, Strings, and Orchestra Directors must be listed above along with
the fraction of the school day devoted to teaching these areas.

DESIGNATED SPONSORS (continued)

2U0217Band Auxiliary
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