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Introduction

Effective May 11, 2023, Chapter 399 of the Public Acts of 2023 (PC 399), now codified at T.C.A. 8 8-50-814,
mandates local education agencies (LEAs) grant licensed employees of the LEA six paid workweeks after a
birth or stillbirth of the employee's child or employee's adoption of a newly placed minor child. The
department will reimburse an LEA in an amount equal to the leave paid by the LEA to the eligible employee.

Effective May 1, 2024, Chapter 875 of the Public Acts of 2024 PC 875 (PC 875), amending T.C.A. § 8-50-814,
mandates each local education agency (LEA) and public charter school grant licensed employees of the LEA
or public charter school six paid workweeks after a birth or stillbirth of the employee's child or employee's
adoption of a newly placed minor child. The department will reimburse an LEA or public charter school in an
amount equal to the leave paid by the LEA or public charter school to the eligible employee.

The Parental Leave Data and Information tool can be accessed through the Tennessee Department of
Education’s ePlan platform, ePlan.tn.gov.

The Parental Leave Data and Information tool may be submitted once each quarter. Any omitted
requests for reimbursement of parental leave in a quarter may be added to the next quarter's submission.

ePlan User Access

All users must have the correct ePlan user access role to access and complete the Data and Information
tool. Users with existing ePlan access can verify current user access roles in the Address Book. To view
existing access, visit ePlan.tn.gov, navigate to the Address Book and LEA Role.

New ePlan users and existing ePlan users who need to request a User Access role must request the
additional role using the appropriate ePlan User Access Form. Access the form by navigating to
eplan.tn.gov > TDOE Resources > 1. User Access Forms and select the correct form according to
organization type, or click on the links below:

e ePlan User Access Form for LEAs
e ePlanUserAccessFormforCharterSchools.pdf (tn.gov)

Users do not need to log in to ePlan to access TDOE Resources in ePlan. Follow the instructions on the User
Access Form, then email the completed form to ePlan.Help@tn.gov to request additional access roles. User
access requests may take up to two business days to process. Users will receive an email reply when access
has been granted.

Alternatively, the LEA User Access Administrator may process the request to add the LEA Parental Leave
Director role to a user.

Workflows

Below are the roles and the order of the workflow steps for the data and information process. These roles
and the workflow may vary slightly for specific programs.

ePlan Role ePlan Function

Click Draft Started (or Revision Started for revisions)
LEA Parental Leave Director Respond to questions, upload files, etc.

Click Draft Completed (or Revision Completed for revisions)
LEA Authorized Representative Click LEA Authorized Representative Approved
(Director of Schools) (or LEA Authorized Representative Not Approved)
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ePlan Role ePlan Function

TDOE Parental Leave Consultant Click TDOE Parental Leave Consultant Reviewed
(Department project directors) (or TDOE Parental Leave Consultant Returned)
TDOE Parental Leave Director Click TDOE Parental Leave Director Approved
(Department project directors) (or TDOE Parental Leave Director Not Approved)

After each status change, ePlan automatically sends a notification email to all users in the LEA who have the

ePlan role of the next step in the process. Reimbursements cannot be processed until approval is received
from the TDOE Parental Leave Director.

Data and Information tool cannot be edited.

A\ Tool submitted
for approval Representative Approves Approves

Draft Started Tool can be
edited

[Reviewer] Returned Not Approved - Revisions Needed
When an Organization or Department approver returns the Data and
Information tool, the status changes to “Returned-Not Approved”and the

tool can be edited. To resubmit new edits for approval, change the status to
“Revision Completed”
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ePlan Data and Information Tool
Accessing the Data and Information Tool

To navigate to applications from the ePlan homepage, click the Data and Information tab on the left menu

bar.

NOTE: For users with ePlan roles for multiple organizations, return to ePlan home to select the correct
organization before proceeding to Data and Information.

ePlan Home

Search »

Reporis
Inbox

Planning

Monitoring

| v | v |w

Funding

Data and Information

Reimbursement >
Requests

Project Summary

LEA Document Library
Address Book

TDOE Resources

Help for Current Page
Contact TDOE

4 ePlan Sign Out

Select the desired fiscal year, 2024, from the dropdown in the upper left corner of the screen. Data and
information tools are stored in ePlan according to the state fiscal year (i.e., 2024 indicates the 2023-24
school year). Click on Parental Leave to access the tool.

12024 ~| |Active v |

Data and Information

Comparability
Coordinated School Health Action Plan

Federal Program Waiver Request

Mon-Public School Survey

Parental | eave

Perkins WV Comprehensive Local Needs Assessment (CLNA)

Prayer Certification
Results-Based Monitoring Risk Analysis
TH PULSE LEA User Access Agreement

The data and information tool loads to the Parental Leave Sections page. To begin the tool, next to Change
Status To: click on Draft Started. This status may be changed only by the LEA Parental Leave Director.

Status: Not Started

Change Status To: Draft Started
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The LEA Parental Leave Director may then click Confirm to begin the draft.

You are about to change the status of this Data and Information to Draft Started. Click Confirm to change the status.

| Confirm || Cancel |

NOTE: Once a draft has been started, users may wish to access previous versions. To access previous
versions, return to Data and Information and select the appropriate prior year.

Saving Data and Information Pages

After working in a Data and Information Tool, users must click the “Save and Go To" button, then ensure that
the page has finished saving before closing ePlan or leaving the page.

Save And Go To [ 3

Users can tell that the page has not saved when the browsers spinning wheel or loading icon is still
occurring. The screenshot below shows an example of a page that has not finished saving. Please make sure
that the browser’s loading icon is no longer spinning before closing the page

< Ittps//eplantest.tngov/Funding X +

eplantest.tn.gov/Funding/Sections/Details.aspx?ccipSessionKey

! Hub-Planner (@ ePlan (© ePlanTest 5; ePlanOperations-.. @ Edison @ Formstack |

The best way to see if a change to the tool was saved after leaving the page is to review the change log. The
change log for the Data and Information tool can be accessed from the Sections Page.

iew Change Lo

All
~  History Log
History Log
Create Comment
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Data and Information Tool Sections and Pages

The Sections page lists all the available sections and pages within the data and information tool: History
Log, Create Comment, Overview and Instructions, Cover Page, Expanded Leave Details, Related
Documents, and Parental Leave Checklist. The Sections page is helpful in navigating to the specific
sections and pages which must be completed.

Description ( View Sections Only View All Pages )

All

History Log

History Log
Create Comment

Parental Leave

Overview and Instructions

Cover Page

Quarter 1 Expanded Leave Details

Quarter 2 Fxpanded L eave Details

Quarter 3 Expanded Leave Details

Quarter 4 Expanded Leave Details

Related Documents

Checklist

Parental Leave Checklist

History Log and Create Comment
The History Log contains a record of status changes and comments made on the data and information tool.
ePlan users may want or need to create a comment in an ePlan data and information tool for one of the
following reasons:
e To provide an explanation as a part of the data and information tool's history.
e To provide information that a user cannot add into the main data and information tool due to the
data and information tool's status. Users can only edit data and information tools that are in a Draft
Started or Revision Started status.

ePlan creates a running record of all comments. Any comment created and saved in an ePlan data and
information tool will always be available as a part of the data and information tool's history log.

To Add a Comment in a Data and Information Tool:
1. Navigate to the data and information tool’'s main Sections page.
e To navigate to the main data and information tool page from other pages in the data and
information tool, click Go To and Sections.

2. Select Create Comment from under the History Log on the main section page as highlighted in the
screenshot below to navigate to the Create Comment page.
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Description { View Secions Only View All F

All

History Log

History Log

Create Comment

Parental Leave

Cverview and Instructions

Cover Page

On the Create Comment page, type your comment in the box.
If desired, a hyperlink can be inserted in a comment by clicking the hyperlink icon.
5. Tosend an email notification of this comment to recipients check the box next to Send Email to
ePlan Contacts below the main comment box.
¢ Sending an email notification is not required to create the comment.
e If no email notification is needed, click Save and Go To to exit the page. The comment is
now a part of the Data and information tool History Log for everyone to view.
6. To send an email notification: Select the recipients to receive notification of the comment from the
lists provided and then click Add.

> ow

Available Contact Groups

LEA Contacts by Available if a contact is selected on the applications contact page. Not all
Funding Application funding applications have contacts on the contact page.

LEA Contacts by Role Current users with the applicable role
Other LEA Contacts Additional contacts for an LEA

TDOE Contacts State users that can complete various ePlan functions.

TDOE Miscellaneous
Contacts

Lists every State ePlan User by name

Additional Recipients Allows you to type in any additional email addresses manually

e Itisagood practice to send a copy of your comment to yourself to let you know when the
message has been delivered.

The Recipient Summary shows who will receive the email.
Clicking Save And Go To will send the comment notification.

9. Comments with email notifications can be accessed from the Inbox on your ePlan tab in addition to
the history log of the data and information tool. Additional information about Inbox functionality in
ePlan is available in Troubleshooting, Inbox.
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Overview and Instructions

The Overview and Instructions page summarizes the parental leave law, the reimbursement request
process, the pages that must be completed, and provides frequently asked questions and answers. The LEA
or Public Charter School Parental Leave Director must acknowledge that they have read this page.

("] * The LEA or Public Charter School Parental Leave Director completing this report has read this Overview and Instructions page.

Cover Page

The Cover Page requires the LEA to enter the Parental Leave Point of Contact's name, email, and phone
number. After these fields are complete, hover over the Save And Go To button and click on Sections to
return to the Sections page.

Note: After the tool is submitted by the LEA, the TDOE Parental Leave Consultant will enter the number of
individuals with requested leave and the amount TDOE reimbursed.

* Parental Leave Point of Contact

* Contact Name

* Contact Email Address

* Contact Phone Number

Section Below Completed by TDOE

Quarter | Number of Individuals with Amount TDOE Reimbursed
Requested Leave
| L
A L
S| s
| ]

Quarter Expanded Leave Details

Each quarter will have an Expanded Leave Details page that includes information regarding the eligible
employee’s leave. Questions may require numeric or narrative responses or require selection from drop
down or checkbox options.

Instructions are provided in the Instructions section at the top of the leave details page. The instructions
must be adhered to for the Data and Information Tool to be approved.

Instructions

1. Upload each set of required documents in alphabetical order by last name of employee. Documentation must be uploaded each quarter for each employee.

2. The license provided for each employee must be current and required by law or rule for the position.

3. The payroll earnings report must show the payroll date, employee's name, gross pay, associated amount of employer's share of benefits, and payroll accounts charged.

4. Calculations for each employee's gross pay claimed and associated amount of employer's share of benefits claimed must be clearly identified.

5. The employees must be listed in alphabetical order by last name in the Leave Details section of this page or on uploaded Leave Details spreadsheet.
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The Related Documents section on the leave details page requires documents to be uploaded to support
the parental leave reimbursement. All documents are required to be uploaded in order of the employees’
last name.

Related Documents

Type Document Template

Document/Link

(Parental Leave) Q1 Adoption Decree, Birth Certificate, or Signed Notice of ~ N/A Upload New
Stillbirth from Attending Provider [Upload at least 1 document(s)] -

(Parental Leave) Q1 License Information [Upload at least 1 documentis)] [ ] NIA Upload New
(Parental Leave) Q1 Payroll Eamings Report and Calculations [Upload at least  N/A Upload New
1 documentis)]

(Parental Leave) Q1 Additional Supporting Documentation MN/A Upload New

Quarter Leave Details must be entered below the Related Documents section. Each row captures the
required information for the eligible employee. All fields are required to be completed. To add a new row
for additional employees, click on Add Row.

Quarter 1 Leave Details

Legal Name of Eligible Employee License Type Is the License | Employment History - Include hire date and termination = Date of Qualifying Event
Required for date (if applicable) in current LEA or Public Charter
Position Held | School. If hired within 12 months of the qualifying
by Employee? | event, list dates of verified employment in previous LEA
or Public Charter School.

i [| D O O O " [select.. v|| * T e
Licensed | Licensed | Licensed | Other -
Educator | Murse Bus Enter
Driver License
Type
Name
&

Check Spelling
0| of 8000 characters

Add Row

Total

Related Documents

The Related Documents page allows users to upload external related documents. Headers in the Related
Documents section indicate if the document is required or optional. If a document is required, ePlan
prevents submission of the data and information tool without an upload.

The Document Template column provides links to download templates or forms for data and information
tool items, if applicable. If N/A appears in this column, there is no required template for that specific item.
Upload content in any format.

Checklist

The Parental Leave Data and Information Tool includes a Checklist section for informational purposes. This
section allows the TDOE Parental Leave Consultant to provide feedback to users and communicate
corrections that must be made to the data and information tool before it can be approved.

Each section of the checklist is designated with one of these statuses:

¢ Not Reviewed: No review occurred.

e OK: The section has no corrections and is approvable.

¢ Consultant Reviewed: The section has been reviewed by the consultant.

¢ Attention Needed: The section has items that need to have corrections completed.
¢ Not Applicable: Checklist item does not apply to the LEA's submission.
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After submission, the department reviews the data and information tool and marks each section
appropriately. If the data and information tool contains no items that are marked as Attention Needed, the
data and information tool is approvable.

If the data and information tool contains items that are marked as Attention Needed, the data and
information tool will be returned to the user with a status of Not Approved. The user must review the
checklist for items that are marked Attention Needed and make the necessary changes to those items.
Only the checked items in the areas marked Attention Needed need correction. The user should check for
notes and additional comments.

D General Checklist Comment

Mo comments have been made at this time

Checklist Description (Collapse All Expand All)

1. Cover Page Not Reviewed v

1.01 The TDOE Parental Leave Consultant entered the "Number of Individuals with Requested Leave” on the Cover Page and this matches the number of
eligible employees listed on Expanded Leave Details page.

1.02 The TDOE Parental Leave Consultant entered the "Amount TDOE Reimbursed” on the Cover Page and this matches the total amount requestad this
quarter by the LEA on the Expanded Leave Details page.

2. Leave Details Not Reviewed v
2.01 A birth certificate, adoption decree, or notice of stillbirth signed by attending physician has been uploaded in alphabetical order by the employees’ last
name.

2.02 A current license, required by law or rule and shown to be issued at least 12 months prior to the qualifying event, has been uploaded for each employee
and in alphabetical order by employees’ last name.

2.03 A payroll earnings report has been uploaded for each employee and in alphabetical order by the employees’ last name. The payroll earnings report
includes gross pay, associated amount of employer's share of benefits, and payroll accounts charged.

2.04 Supplemental calculations are provided that explain the payroll amounts requested for each employee.
2.05 Each field in the Leave Details section has been completed.

2.06 At the time of the qualifying event, the employee has been employed by an LEA or public charter school full-time for 12 consecutive months, according to
the information entered in the Employment Histery field in the Leave Details section.

2.07 The hire date indicated for a first-year teacher (or a teacher who was not employed in the prior school year) is the first contracted workday and not the
date the contract was signed.

2.08 The date of qualifying event listed on the birth certificate or adoption decree matches the Date of Qualifying Event entered in the Leave Details section of
the Expanded Leave Details page.

2.09 For LEAs, the Begin Date of Paid Parental Leave is on or after May 11, 2023, is on or after the Date of Qualifying Event, and is within 12 months of the
Date of Qualifying Event.

2.10 For public charter schools, the Begin Date of Paid Parental Leave is on or after May 1, 2024, is on or after the Date of Qualifying Event, and is within 12
months of the Date of Qualifying Event.

2.11 The End Date of Paid Parental lzave is within 12 months of the qualifying event.

2.12 The total amount of each employee's gross earnings and employer's share of benefits shown on the Payroll Earnings Report is equal to or more than the
Total Amount of Reimbursement Requested This Quarter for each employee.

2.13 The Total Mumber of Parental Leave Days Requested in Prior Quarter(s) for each employee has been verified by the TDOE Parental Leave Consultant.
2.14 The total number of parental leave days requested for all quarters of the eligible 12-maonth period does not exceed 30 days.

2.15 The number of parental leave days taken are entered in increments of whole (1.0) or half (0.5) days only.

Once the user has made the necessary adjustments, the user resubmits the data and information tool for
approval. If the department determines that the area is corrected, Attention Needed will be changed to
Consultant Reviewed by TDOE Parental Leave Consultant. If the items needing attention still have not been
corrected, the data and information tool will be returned with a status of Not Approved.

Validations

ePlan runs data and information tool validations as checks to help users complete the data and information
tool correctly. Users can view validation messages from the Sections page, by clicking “Messages” in the
Validation column. Users can view all validation messages in the data and information tool, or validation
messages for the individual section or page.
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Description ( View Sections Validation

All Messages
History Log

History Log

Create Comment

Parental Leave Messages

Overview and Instructions
Cover Page Messages

Quarter 1 Expanded Leave Details

Quarter 2 Expanded Leave Details

Quarter 3 Fxpanded Leave Details

Related Documents Messages
Checklist
Parental Leave Checklist

All Messages

Parental Leave

- Cover Page

Review Questions marked with an asterisk (*) require a response

- Related Documents

Review At least 1 document(s) must be uploaded for the required Related Document '(Parental Leave) Q1 License Information’ Error
Review At least 1 document(s) must be uploaded for the required Related Document '(Parental Leave) Q1 Payroll Register. Error
Review The optional Related Document '(Parental Leave) Supporting Documentation' has not been uploaded. Please be certain this is the intention. Warning
Review The optional Related Document '(Parental Leave) Q2 License Information’ has not been uploaded. Please be certain this is the intention. Warning
Review The optional Related Document '(Parental Leave} Q2 Payroll Register' has not been uploaded. Please be certain this is the intention Warning
Review The optional Related Document '(Parental Leave) Q3 License Information’ has not been uploaded. Please be certain this is the intention. Warning
Review The optional Related Document '(Parental Leave) Q3 Payroll Register’ has not been uploaded. Please be certain this is the intention Warning
Review The optional Related Document '(Parental Leave) Q4 License Information’ has not been uploaded. Please be certain this is the intention. Warning
Review The optional Related Document '(Parental Leave} Q4 Payroll Register' has not been uploaded. Please be certain this is the intention Warning

On the Validation Messages page, items marked Warning are validations that users are not required to
address prior to submitting the data and information tool. Examples of warnings are not uploading an
optional related document.

Items marked Error are incorrect, and users must address each one before submitting the data and
information tool. Examples of errors are (1) not checking all confirmation boxes, (2) not completing each
required information field, and (3) not uploading a required related document.

e Ifthe user does not address all Error validations, ePlan will not allow a user to submit the data and
information tool. Click on the Review link to go to the identified page to make corrections.

Parental Leave

S eerpe

Review Questions marked with an asterisk (*) require a response. Error
I
Review At least 1 document(s) must be uploaded for the required Related Document '(Parental Leave) Q1 License Information’ Error
Review At least 1 document(s) must be uploaded for the required Related Document '(Parental Leave) Q1 Payroll Register’ Error
Review The optional Related Document '(Parental Leave) Supporting Documentation’ has not been uploaded. Please be certain this is the intention Warning

Submission

When all data and information tool sections and pages are complete and any validation errors are cleared,
the data and information tool is ready for submission and the approval process. Refer to the ePlan User
Access section of this guide or the individual data and information tool guide for the approval workflow.
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To submit the data and information tool for review, the user changes the data and information tool status
on the Sections page to Draft Complete. This generates an email to the next user in the approval workflow
who must review the draft and click Approved (or Not Approved) at the top of the Sections page.

Once the data and information tool receives approval from the TDOE Parental Leave Program Director, the
LEA may expect reimbursement within 30 days.

How to Print in ePlan

The PDF generated by ePlan appears at the

Users may print or download a PDF from the Sections page.

To print the entire data and information tool, click the Print link across from the word “All" at the top of
the Sections page. NOTE: Print requests do not include any uploaded related documents.

To print a single page, click on the Print link across from the name of the page.

To print an entire section, click on the Print link to the far right of the section name.

Description { View Sections Only View All Pages ) Validation Print
B Select ltems
All Print

Messages

History Log Print
History Log Print
Create Comment

Parental Leave Messages Print
Overview and Instructions Print
Cover Page Print
Quarter 1 Expanded Leave Details Print

To choose multiple pages, check the Print Select Items box at the top of the print column to select
more than one page. The Print links appear as checkboxes. Select all text boxes for the desired print
request.

Select the checkboxes and click Print at the top of the column.

The Print Request screen pops up. Users may rename their print job here.

Click Print.

The Generating Document screen appears. The system takes 20-30 seconds to generate small print
documents. For larger files, expect an email from the ePlan system when the file is ready to download.
After ePlan generates the print file, click Return to Funding Applications.

TDOE Resources

top of the page from the TDOE Resources

menu item. The PDF link remains in TDOE

Bedow I8 your list ol Print Reguests.

. Print Requast Name Request Date Expiration Date
Resources for five (5) days. Users may use bty LEA Contacts Pages AR 2:78:48 PM 4TFARIN0 22848 PM Dejele
the “Delete” links to remove any print jobs.
Troubleshooting
The following are answers to frequent questions about ePlan application functionality.
User Access
If an ePlan user is not able to work in an data and information tool, it is usually due to one of these three
reasons:
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e The useris not using the Google Chrome browser. For best results: always use Google Chrome to
access ePlan. ePlan does not have the same functionality in other browsers.

e The tool is not in the right work step or status. Users can only edit a data and information tool when
it is in Draft Started or Revision Started status.

e The user does not have the right role to work on the data and information tool. When hovering the
cursor over Change Status To options, a tooltip appears that indicates the roles with access to
make the status change. This tooltip will list the names of individual users associated with each
permitted role. Users can also access the address book to see which roles an ePlan user has.

ePlan’s address book for each organization contains a list of every user that has an ePlan role.
e The LEA Role Contacts list all the roles. If the role is not listed in the address book, no one has been
assigned to that role.
e The LEA Funding Application contacts are contacts selected for a funding application.
o A contact is different from a role. A role assigns access to complete a task in ePlan.
e User Access forms are in ePlan’s TDOE Resources in the User Access Form folder.
o Users donot need an ePlan role to access TDOE Resources.

See ePlan User Access for more information about the ePlan status workflow and user roles.

Validation Messages

e This feature shows any errors that will prevent an application from moving forward.
e Click the messages under Validation on the Sections page to see any errors or warnings.

Parental Leave

[ e

Review Questions marked with an asterisk (") require a response Error

- Related Documents

Review At least 1 document(s) must be uploaded for the required Related Document '(Parental Leave) Q1 License Information’ Error

Review At least 1 document(s) must be uploaded for the required Related Document '(Parental Leave) Q1 Payroll Register' Error

Review The optional Related Document "(Parental Leave) Supporting Documentation’ has not been uploaded. Please be certain this is the intantion Warning

Post-Submission

When users need to revise a data and information tool after changing the status to Draft Completed prior
to the submission deadline, contact the next approver in the workflow and ask that they change the status
to Not Approved to return the application access to the previous user in the workflow. If the tool has
proceeded through the workflow to the TDOE Parental Leave Consultant, users can contact the consultant
or ePlan Help to request that the tool be returned to the previous step in the workflow.

Inbox
Several ePlan functions automatically generate emails which the system sends to users. The

History Log and Create Comment function prompts ePlan to send an email message to the selected
recipients. Additionally, System Notifications are sent to users because of a Status Change to support
Workflows.
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All email messages sent or received by a user through ePlan can be accessed from the Inbox. The Inbox
section of ePlan contains the Email Message Archive and Items Awaiting Approval. The Email Message
Archive will contain all emails sent to or received from another ePlan user through the system. Users may
select the time period to display. Messages received by the user will appear first; scroll down to the lower
half of the page to view sent messages. Comments with email notifications can be accessed from the Inbox
in addition to the History Log section of the data and information tool.

When a System Notification is generated related to a Status Change that requires the user to complete an
approval step, users will find these in Items Awaiting Approval.
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