HCBOE eForms Instructions

Pay checks and direct deposits are no longer printed but instead provided electronically. Electronic copies are
available under the eForms link on the HCBOE website. The direct link is: https://eforms.hcbe.net/index.aspx.
One may also access eForms from the main page by clicking on eForms on the left; or visit the Employees page
and click on the eForms link in the box on the right.
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ConSIRiSaERIo0in » The login page will ask for your Username and
Username: Password.
Password:

» Your username is the four-digit code that has been
assigned to you for AESOP.

Forgotten your username/password?

S ohsion County Scnoss »  For your first login, your Password is your AESOP
Weicome to the Houston County School System password plus the last four digits of your Social Security
Employee Document Management System
" N Number.
pon initial login:
Username: Employee ID# (same as your SubFinder password)
Password: Employee ID# + last four digits of your SSN

After login, you'll be prompted to change your password. > After |Ogin, you W|” be prompted to Cha nge the
You must choose another password. .
password to a password of your choice. Your

password is case sensitive. Please make a note of
your password.

» Once your password is changed, the system will automatically take you to the Received Documents screen.
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The icons in the upper left hand corner control almost all of the functions of Doc e Fill. The following list will
detail the basic usage of each button.
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Sort Ascending | |Sort Descending

Received Documents
None

Function Description

Library List of all documents available to you for origination

Drafts Documents you have saved for later editing

Received Documents sent to you from other users in the system

Submitted Documents originated by you and sent to others in the system

Completed Documents archived for future referencing

Softdocs on

Fediorty Access to personal documents from Doc e Scan

Allows changing of password, archive settings, email settings,

Change Settings report settings, and location

Print Allows you to print a document

D .
4 Help Opens the user manual in a new window

.
* Reports List of all available reports

» To view your archived documents, click on the filing cabinet and choose from the options, to include
payroll stubs, W2s and contracts. Clicking on the red question mark will take you to a user’s manual.
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My Archived Images x|

= Human Resources-Employees If you have any questions, please contact
« PAY-Payrol Slub the HCBOE Payroll office at 478-988-6189.

» TAX-W2

« CONTRACT-Teacher

» TAX-W4

» TAX-G4

» CONTRACT-Addendum

« CONTRACT-Supplemental
« PAY-Salary Comparison
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