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Frances Baez, Local District Central Superintendent

Miguel Saenz, Administrator of Operations

Welcome and 
Introductions 





Engaged Participant Outcomes
At the end of this session, participants will: 

Receive orientation on the 
Vendor Management 

System, payroll procedures 
and student pre-enrollment 

portal. 

Review role in supporting 
our communities with a safe 

reopening of schools.



Agenda
01. 04. 

Student Pre-Enrollment Portal

COVID-19 Update

02. 

05. 
Self Care During

Distance Learning 

03. 

06. 
Payroll

• Questions and Answers

Accounts Payable Update
• Overview of New Vendor 

Invoice Management System

Daily Pass

07. 08. 

Introductions Inclusion Activity



Champions working together

Presume Positive 
Intentions

Putting Ideas on 
the Table

Providing Data

Posing Questions

Pausing

Paraphrasing

Paying Attention to 
Self and Others7 Norms of 

Collaboration



Presume positive intentions

Positive

Use reaction symbols

Reactions

Be present

Present

Mute your mic when not 

speaking

Mute

Place questions in chat

Questions

Be flexible and patient with 

technology

Patient

Zoom Norms



Wellness Themes

021-345678 company@domain 123-092123 Wall Street, 23 Ave

Aenean sed auctor neque. Duis varius, tellus non elementum egestas, lectus augue mattis magna, quis sodales enim nisi ut 

orci. Aliquam erat volutpat. Mauris consequat sem at mattis malesuada. Nullam eu tincidunt ex. In eu consectetur ipsum. 

Aenean nulla enim, commodo nec mattis ut, blandit a arcu. 



Triple Track Agenda

0301

02

Applications for these strategies with adult 

groups, and tips for sharing them with others 

Track 2

Applications for these 

strategies in 

classrooms with 

students

Track 3

Strategies to support 

your learning here in 

this room.

Track 1



LDC Home of the Champions! will change learning spaces 
into transformational communities addressing social 

justice issues through Deeper Learning. This will lead to 
students prepared to excel in the 22nd Century.  

https://files.eric.ed.gov/fulltext/ED603413.pdf
https://www.amle.org/BrowsebyTopic/WhatsNew/WNDet/TabId/270/ArtMID/888/ArticleID/793/The-4-New-22nd-Century-Cs-for-Education.aspx
https://www.amle.org/BrowsebyTopic/WhatsNew/WNDet/TabId/270/ArtMID/888/ArticleID/793/The-4-New-22nd-Century-Cs-for-Education.aspx
https://www.amle.org/BrowsebyTopic/WhatsNew/WNDet/TabId/270/ArtMID/888/ArticleID/793/The-4-New-22nd-Century-Cs-for-Education.aspx


Theory of Action
If-Then Statement 

When LDC enacts cycles of 
continuous improvement to meet 

every student's learning goal, 
students will excel. 



Foci For 
2020-2021

○ Rigorous Grade Level Standards Based Learning

○ Engagement Strategies for C/O  2021-2032

Instructional  Foci

Equity Lens
○ Black Students Matter: We See You, We 

Hear You

○ Populations at the Margins: EL’s, Students 
w/IEP, Gifted, Gender Identity, and unheard

Universal Design for Learning



Inclusion Activity
Michelle Gorsuch

Operations Coordinator



Accounts Payable Update

Beatriz Rios
Head Accountant

Wilma Ylagan
Financial Aide



LOS ANGELES UNIFIED 
SCHOOL DISTRICT

Accounts Payable Branch

VENDOR INVOICE 
MANAGEMENT



MISSION STATEMENT
Our mission is to support the LAUSD community 

by processing accurate and timely payments while 

providing the highest level of customer service, to 

maintain fiscal controls through our policies and 

procedures, to ensure compliance with laws and 

regulations, and to deliver reliable data.

VISION
A department that is efficiently and accurately 

paying District vendors while providing excellent 

customer service.

Accounts Payable is continuously working on 
streamlining our processes to provide accurate 

and timely payments to District vendors.  
We are making improvements now that we 

want to share with you.



Vendor Invoice 
Management (VIM)

This means transitioning to paperless invoicing, 
which is a more automated process that 
accelerates invoice review and reduce errors.

VIM streamlines accounts payable 

operations for LAUSD vendors.  VIM 

optimizes and simplifies the process of 

receiving, managing, monitoring, and 

routing invoices and related 

documentation on all levels.



LOS ANGELES UNIFIED SCHOOL DISTRICT

What is Vendor Invoice Management (VIM) and its benefits? 

❖ VIM is an add-on to SAP system, where its functions and processes run inside 
SAP

❖ Ensures accurate, on-time financial reporting with automatic access to A/P 
information

❖ Accelerates invoice review and data entry through rapid invoice data capture

❖ Automated invoice routing and workflow

❖ Visibility of invoices and related documents on all levels

❖ Improve productivity through automation

❖ Reduce paper handling and physical storage
18

VENDOR INVOICE MANAGEMENT (VIM)
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LOS ANGELES UNIFIED SCHOOL DISTRICT

VENDOR INVOICE MANAGEMENT (VIM)
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LOS ANGELES UNIFIED SCHOOL DISTRICT

VENDOR INVOICE MANAGEMENT (VIM)

What is changing?
Vendor invoices are going from a paper-based, manual data entry process to PDF, automated and electronic 
method through VIM in SAP.

When will this happen and how do I learn more?
Central Offices – May 10, 2021
Schools – TBD
Please visit Accounts Payable - VIM website: https://achieve.lausd.net/Page/16426 

What changes will I see before my school is rolled out?
During and after VIM transition, schools will receive three automatic VIM email notifications about 
Purchase Order, Goods Receipt, and/or Invoice discrepancies. Please note, you will receive VIM training 
before the system rolls out to your school on handling the invoice via VIM.

Notification Current Delivery Method New Delivery Method

Invoice Alert > GR Mismatch SAP 

Invoice XXXXXXXXXX

Automatic notification triggered 

by SAP

Automatic email notification triggered 

by VIM. Subject: Missing Goods 

Receipt

Unable to process invoice due to price

discrepancy

Notification emailed to the 

school by Accounts Payable 

staff

Automatic email notification triggered 

by VIM. Subject: Price Discrepancy

Unable to Process Invoice due to

Invoice Quantity > PO

Notification emailed to the 

school by Accounts Payable 

staff

Automatic email notification triggered 

by VIM. Subject: PO Exhausted  
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LOS ANGELES UNIFIED SCHOOL DISTRICT

VENDOR INVOICE MANAGEMENT (VIM)

SAP – VIM WORKPLACE
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LOS ANGELES UNIFIED SCHOOL DISTRICT

VIM EMAIL NOTIFICATION – MISSING GOODS RECEIPT

VENDOR INVOICE MANAGEMENT (VIM)

⮚Subject:  Inv #XXXXXXXXXXXXXXXX Missing Goods Receipt
⮚Reason(s):

Goods not received
⮚Invoice Details:

(Invoice Details)
(Invoice Image Attached with email)

⮚Comments:
(Additional Comments by A/P Processor, if any)
⮚Corrective action(s) provided:

▪ Acknowledge receipt of goods/services by processing 
the online Goods Receipt (GR).

▪ If GR is processed and still receiving this message, 
please review invoice details and all PO lies with GR 
have been processed.

▪ If invoice is incorrect, request vendor to submit credit 
memo or preferably a revised invoice to 
invoices@lausd.net. 

mailto:invoices@lausd.net
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LOS ANGELES UNIFIED SCHOOL DISTRICT

VENDOR INVOICE MANAGEMENT (VIM)

⮚Subject:  Inv #XXXXXXXXXXXXXXXX Price Discrepancy 
⮚Reason(s):

Price Issue
⮚Invoice Details:

(Invoice Details)
(Invoice Image Attached with email)

⮚Comments:
(Additional Comments by A/P Processor, if any)
⮚Corrective action(s) provided:

▪ Modify purchase order, if you agree with the billed item(s).
▪ If invoice is incorrect, request vendor to submit credit memo 

or preferably a revised invoice with correct pricing to 
invoices@lausd.net. 

▪ For Purchase Order and/or Goods Receipt assistance, please 
contact your respective LRP Shopping Cart Support Center.

▪ For Accounts Payable assistance, please contact 213-241-
4800 or email Accounts-Payable@lausd.net. 

VIM EMAIL NOTIFICATION – PRICE DISCREPANCY

mailto:invoices@lausd.net
mailto:Accounts-Payable@lausd.net
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LOS ANGELES UNIFIED SCHOOL DISTRICT

VENDOR INVOICE MANAGEMENT (VIM)

⮚Subject:  Inv #XXXXXXXXXXXXXXXX Unable to Pay-PO Exhausted
⮚Reason(s):

Quantity Issue
⮚Invoice Details:

(Invoice Details)
(Invoice Image Attached with email)

⮚Comments:
(Additional Comments by A/P Processor, if any)
⮚Corrective action(s) provided:

▪ Modify purchase order, if you agree with the billed item(s).
▪ If invoice is incorrect, request vendor to submit credit memo 

or preferably a revised invoice with correct pricing to 
invoices@lausd.net. 

▪ For Purchase Order and/or Goods Receipt assistance, please 
contact your respective LRP Shopping Cart Support Center.

▪ For Accounts Payable assistance, please contact 213-241-
4800 or email Accounts-Payable@lausd.net. 

VIM EMAIL NOTIFICATION – PO EXHAUSTED

mailto:invoices@lausd.net
mailto:Accounts-Payable@lausd.net


Accounts Payable Branch

213-241-4800

Accounts-Payable@lausd.net

https://achieve.lausd.net/accountspayable

LOS ANGELES UNIFIED SCHOOL DISTRICT

For more Vendor Invoice Management information, please visit our 
website.

VIM Website:  https://achieve.lausd.net/Page/16426 



Pupil Services & Attendance

Rudy Gomez
PSA Field Coordinator



Student Health and Human Services

Distance/Online Learning: 
Student Pre-Enrollment Portal

Los Angeles Unified School District

Pre-Enrollment Minimum  Requirements

Non-Electronic Pre-Enrollment Packets

Repro Unit Mailing Procedures

Online Pre-Enrollment  Application Portal

Enrolling Students from Student
Online Pre-Enrollment Portal



Posting on school 

webpage 

Sharing via social 

media
School marquee

Banner in front of 

the school 
Mailer/flyers

Blackboard 

Connect

Virtual parent/ 

community 

meeting

School’s 

outgoing 

voicemail 

message

Best Practices to Promote School Enrollment 



Online Student Pre-Enrollment Application Portal



Online Student Pre-Enrollment 
Application Portal

Who can submit an application?

• Pre Enrollment Application Tab-
• TK-12 student that are new to LAUSD 

• Only for school of residence enrollment

• Unified Enrollment Tab- (NEW FEATURE)
• New Unified Enrollment applicants who accepted a 

placement for any of the following:

• Zones of Choice 

• District K-12 Open Enrollment

• Choices Programs:

o Magnet

o Permits With Transportation

o Dual Language Education

o Schools for Advanced Studies

o Admission Criteria Schools

o Affiliated Charters

Who cannot submit an application?

• Continuing, Transferring, or Matriculating 
LAUSD students (from LAUSD school to 
another LAUSD school)

• Intra-district Permits (from LAUSD school to 
another LAUSD school)

• Expanded Transitional Kindergarten (ETK)

• Options Schools

o Continuation

o Community Day Schools

o City of Angeles

o Carlson Home/Hospital



Online Student Pre-Enrollment 
Application

All principals must designate 
personnel to manage receipt 
and review of pre-enrollment 
material submitted by 
parents/ guardians via the 
district Student Online Pre-
Enrollment Application Portal
Review student Enrollment Dashboard daily 
(every morning)

https://enroll.lausd.net

https://enroll.lausd.net/


Online Student Pre-Enrollment  Application Portal



Online Pre-Enrollment Security

Secure Methods for exchange of enrollment 
forms are:

o The online Student Pre-Enrollment Portal

o A regular USPS mailing option

o Any school site distribution of docs

Non-Secure Methods: 

o Personal Emails- Schools should not accept 
nor request completed student enrollment 
documents by e-mail from 
parents/caregivers. 



Parent Guides for the
Online Student Pre-Enrollment

• Parent guide is available in 
English and Spanish.

• Instructions for parents on 
how to complete the online 
pre-enrollment application.

https://enroll.lausd.net

https://enroll.lausd.net/


School User Guides for the
Online Student Pre-Enrollment



New Features on the Online Student Pre-Enrollment



Updating School Year on the Application
(I.e. parent/caregiver applied for the current school year but meant to submit for next 

school year)



Next Year Enrollment Applications-
Approved for Next School Year Option



Student Detail Enrollment Report



Quick Summary 
Report 

If you wish to download the Quick 

Summary Report to an excel-file, 

which can be saved and/or printed, 

click the Download icon at the 

bottom of the Summary.



Enrollment Reminders 



Documentation for Cumulative Record

• This Enrollment portal application is not the exact paper 
format, but schools have the ability to create and print 
the application in PDF to keep in the student cumulative 
record. 

• The user (parent/caregiver) certifies the information 
digitally, which does not require a wet signature.

• Schools shall NOT require families to complete the paper 
form of the enrollment application in addition to the 
already completed enrollment portal application.



Schools are still responsible 
for providing  and collecting 
the additional enrollment 
forms to complete the 
enrollment process.
(Please refer to the Student Enrollment Document Checklist)



Student Enrollment Document Checklist 

Additional Forms Required:

o Forms for New LAUSD students must include all the 
documents listed under the column titled “New LAUSD 
Student”

o Forms for Matriculating and/or transferring students 
within LAUSD only requires the selected forms listed 
under the column titled “Annually Disseminated 
Forms”



LAUSD Affidavits for Any Missing Required Documents

Type of Verification Type of affidavit

Residence
• Affidavit to Verify Residence Form (Attachment C)
• Affidavit of Temporary Residence (Attachment D)

Age of Minor
• Affidavit for Proof of Age of Minor (Attachment F)

Parent/Legal Guardian
• Affidavit of Parent/Legal Guardian Identification (Attachment G)
• Caregiver's Authorization Affidavit (Attachment I)

School personnel shall provide affidavits for any missing but required documents at the time of 
enrollment. The affidavits below are to be provided as an alternative document if a parent/guardian/ 
caregiver is unable to provide any of the following verifications below. Affidavits are to be placed with 
enrollment packets and filed in the student's cumulative record.



Thank you! 
Rudy Gomez, PSA Administrator                                        Rafael Rubalcava, Specialist

rxg6404@lausd.net                                                               rafael.rubalcava@lausd.net

Mae Camille Sanchez, Lead Counselor                           Omar Maynez, Lead Counselor

maecamille.sanchez@lausd.net                                        omar.maynez@lausd.net

Maribel Garcia, S.A.R.B Chair                                             Krisia Rivas, PSA Aide

mxl0572@lausd.net                                                              kmr2448@lausd.net

For enrollment and attendance updates, please join our 

Schoology group- Access code: D4GT-DTTH-59Z3V or visit our 

website https://achieve.lausd.net/attendanceandenrollment

https://achieve.lausd.net/attendanceandenrollment




Compassion Fatigue and Self Care During Distance 
Learning

School Mental Health/ LD Central
Monica Topete, LCSW

monica.topete@lausd.net

Veronica Real, LCSW

veronica.real@lausd.net

Nidia San Jose, LCSW

nidia.sanjose@lausd.net

mailto:monica.topete@lausd.net
mailto:veronica.real@lausd.net


Checking‐in 

1. Curious
2. Confused
3. Surprised
4. Playful
5. Tired
6. Upset/Frustrated
7. Withdrawn
8. Relieved/ Thankful
9. Hungry



Objectives 

• Understand stress and its impact on people 
and systems

• Learn to mitigate the impact of Compassion 
Fatigue

• Explore strategies to maintain wellbeing in 
the workplace during difficult times

• Create your own Personal Resilience Toolkit



Current Times

• High stress and uncertainty

• Absence of normality and 
structure

• Fluctuating mood and 
feelings



Group Reflection

• What new workplace 

stressors have you or your 

team experienced due to the 
current situation?



The Impact of COVID‐19

• Abrupt changes in work routine

• Managing work‐life balance

• Physical/social isolation

• Sick friends and family

• Fear of infection

• Fear of job security or

• financial stress

• Greater work demands



Effects of Social Isolation

• Fear and anxiety

• Depression and boredom

• Anger, frustration, or irritability

• Difficulty concentrating

• Loneliness

• Stigmatization



Social Injustices & Social Unrest

• Emotional distress

• Post‐traumatic stress

• Fearful of personal safety

• Increased symptoms of 
Depression and/or anxiety



The Impact of Compassion Fatigue

Compassion Fatigue: 

The experience of short-term 

exhaustion and traumatic stress reactions 

associated with exposure to the suffering of 
one’s clients.

(Boscarino, Figley, & Adams, 2004)



Cultivating Wellbeing

• Emotion Regulation
• Boundaries

• Toolbox for Personal 

Resilience



What is Emotion Regulation?

The ability to manage emotions 

and actions in ways that are 

potentially beneficial for ourselves 
and others.



Cultivating Wellbeing

• Emotion Regulation

• Boundaries

• Toolbox for Personal 
Resilience





Different Categories of Boundaries

• Physical: Agreement on personal 
space and physical touch

• Intellectual: Respect for each 
others’ thoughts and ideas

• Emotional: Openness of feelings 
with one another

• Material: Mutual feelings towards 
money and possessions

• Time: Amount of time spent with 
one another



Cultivating Wellbeing

• Emotion Regulation

• Boundaries

• Toolbox for Personal 

Resilience



Building Personal Resilience

Resilience at 

Work



Dimensions of Wellbeing



Deep Breathing Technique

Smell the flower, Blow out the Candles



Gratitude



Facilitating Your Mindfulness



Additional Ways to Maintain
Wellbeing during COVID‐19

• Limit news and social media intake

• Create a daily routine/schedule

• Stay connected with others virtually

• Use empathetic communication 

• Focus on what you can control

• Move your body

• Take frequent breaks from screens



Group Reflection

• What are the tools in your 

toolbox for personal 
resilience?





Resources



SMH Resources

For support and consultation, contact:

School Mental Health Crisis Counseling 
and Intervention Services

•Monday-Friday (8:00 am-5:00 pm)

•(213) 241-3840

•Employee Assistance Program                    
(800) 999-7222

•www.AnthemEAP.com

•Login in Code: LAUSD

http://www.anthemeap.com/


You got this!





Payroll Services

Tasha Cunningham
Senior Payroll Specialist



COVID-19 Update

Tony Cortez
Operations Coordinator



Vaccine and Covid-19 Test Sites

6 Sites in Local District Central
● Carver MS
● Foshay LC
● Franklin HS
● Mayberry El
● RFK
● Roybal LC



Everyone who comes onto campus to learn
and support learning.

Weekly:

• All staff currently reporting to work

• Students: Participating in Athletics conditioning  program

• Students participating in LAUSD Childcare program

Prior to returning:  

• Students and staff must test at least 7 days prior to commencing in person learning 

• School staff to test 3 days before being on campus

Who is required to test?



Testing based on Tiers

Red Tier

• Students and staff test every 2 weeks

Orange Tier

• Staff every 2 weeks

• 20% of students every two weeks

Yellow Tier

• 20% of staff

• 20% of students



Saturday Testing for March



Cesar Chavez Schedule



Vaccine Options for all Employees



Spring Break and Vaccination Schedules



VISIT OUR WEBSITE

Asuscipit

viverra

www.LDCentral.net



Daily Pass

Flaminio Zarate

Operations Coordinator



i



i

Getting a Daily Pass  Dailypass.lausd.net 



i

Signing  In

Employee 
& Student View

Parent View



i



i



i



i



i



i

Check-In Area: Materials

● A line up area with signage to mark at 

least of 6 feet distance 

● Waiting area next to the check-in area if a 

temperature re-check is necessary.

● Posters/signs of the Three S for Site 

Safety and the Daily Health Check 

● Mobile device to scan QR codes

○ Each school will get at least 3 iPhones 

● No-touch thermometer with batteries

● Log to keep record of those who do not 

pass the health check

● Table to set materials/tools



i

Daily Screening 
Questions for 
Students, 
Employees or 
Parents who do not 
have a Daily Pass.

Temperature Check
Must be below 100 
Degrees Fahrenheit.
If it is above you can 
have them step 
aside and retake 5 
minutes later.



i

● Assigned to the 
school

● Mobile Number

● WiFi and Data 
Included  

Wallpaper: 
Daily Pass Logo



i

Daily Pass Scanner

Job Aid to download the link

Link to add additional person access to Daily 
Pass Scanner 

http://bit.ly/DP-ScannerAccess

https://drive.google.com/file/d/1xTuFXYDwpSQAvX-Q-cMuA_VfGOzP9bJM/view?usp=sharing
http://bit.ly/DP-ScannerAccess
https://drive.google.com/file/d/1xTuFXYDwpSQAvX-Q-cMuA_VfGOzP9bJM/view?usp=sharing


i

After QR code displayed:

First click “Scan”

Then click “Check-in”



i

Principal’s Portal
Daily Pass 

Principal’s Dashboard 
Access-

dailypassdb.lausd.net

https://forms.gle/KfizoyuPBrcuCU4G6


i

True/False = Yes/No

Principal Dashboard: Preview



i

Testing = positive/close 
contact, no negative test 
result
Daily Pass = didn’t get a 
Daily Pass

Campus Access



i

Will itinerants show up in my 
dashboard?

Itinerants will only appear in a school’s dashboard if they get a Daily Pass for 
the school in the Daily Health Check tab. The school will not have access to 
the itinerant’s testing or appointment information. 

Will Early Ed students show up in the dashboard?

At the moment, early ed students will not show up in the Daily Pass 
dashboard. 



i

Dashboard Resources: http://bit.ly/DailyPassDb-resources

• Job Aid
• FAQ’s
• Video Tutorial
• Presentations
• Bulletins

http://bit.ly/DailyPassDb-resources


http://bit.ly/SAAeval3-18-21



@lausdLDCentral
Social Media 

Follow & Tag
All your events & news

@lausd_Ldc

@lausd_Ldc



Thank You


