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EMPLOYEE SELF SERVICE USER 
GUIDE

OVERVIEW

The Employee Self Service Site gives you direct access to your personal payroll 
data via the Web. You can review, print, or save your latest pay stub or annual W-
2 and 1095-C tax forms at your convenience from work or at home. For districts 
currently utilizing the Employee Leave Tracking System, real-time Leave Activity 
is available.

The Employee Self Service Site is a secure web site requiring authentication 
during the initial registration process as well as a login and password validation 
every time the site is accessed.  
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REGISTRATION PROCESS

First time users must go through the Registration process. Start by selecting the 
"District" for which you work on the bottom section of the login page and click 
[Register].

Step 1: Complete the Registration form by entering the First Name, Last Name, 
SSN, and Net Pay and then click [Continue].  

All fields must 
pass the 
authentication 
process to con-
tinue.

 

For users who have previously registered with a valid email address, completing 
Step 1 will take the user to Step 3, and automatically send an activation link email 
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to the email address previously entered by the user. If the email is not received, it 
is possible that it was caught by a Spam filter or the email was incorrect or 
blocked. At this point, the user account should be checked for a valid email 
address or reset (by contacting the Payroll Administrator), enabling the user to 
enter a new email address during the registration process.

Step 2: Review the Terms of Use. At the bottom of the page, enter the email 
address, enter it again to confirm it and then click [Continue].

The email 
addresses must 
match in both 
fields, and the 
format must be 
correct to con-
tinue.

Step 3: The user will receive the confirmation message below. The user must then 
proceed to the previously defined email account for the activation link email. 

Click [Close] and continue the process by clicking the activation link in the email 
received.
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After 15 minutes the link in the activation email will expire. If clicked after 15 
minutes the user will receive the following error message and will need to click the 
[Register] button again and repeat steps 1-3. 

Step 4: Once the link has been activated, the next step is to choose to Opt Out of 
using the Employee Self Service website, then click [Continue]. *Note - Districts 
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that are 'paperless' or have 'gone green' will not have the option to Opt Out, 
therefore this registration step is skipped

If the Opt Out checkbox is NOT checked, the user will be taken to the "Create 
Login" page after clicking [Continue].

If the Opt Out checkbox IS checked, the user will be logged out of the system after 
clicking [Continue] and they will not be able to access the application.  Employee 
must contact Payroll if they wish to use the service at a future time.

Step 5: Complete the Login and Password form by entering a Login Name and 
Password. Retype the Password again to confirm it. Enter an optional Password 
Hint if desired and then click [Continue]. (The Password Hint can be displayed on 
the Login screen by entering the Login name and clicking on the Hint icon.) The 
Password Hint cannot contain the user's Password.

 
Step 6: The next step will require the employee to determine whether they wish to 
have their EFT Stub printed and delivered or mailed to them, or if they wish to 
NOT print the EFT Stub and access their Earnings information on ESS only. 
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Districts that are 
'paperless' or 
have 'gone 
green' will not 
have this 
option. 

Click [Continue].

Step 7: The last step is to select three security questions and provide an answer 
for each of them. The questions selected must all be different. This will be used in 
case of a forgotten password to verify the user's identity. 
Click [Continue].

Once the Registration Process is complete, click [Finish] to login.
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LOGIN PROCESS

Select the "District" from the drop-down list on the top of the login page and enter 
Login Name and Password, and then click [Login].  

 

Forgot Password

If the user has forgotten their password, there are a few options to help the user 
get logged in. 

If the Password Hint was entered and saved during registration or authentication, 
enter the Login Name and click on the 'Need a hint?' link to display the Password 
Hint. If nothing is displayed, the hint was not setup or saved. 
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If the initial security questions exist for the user account, then the next option is to 
utilize the Forgot your password feature by clicking on the 'Forgot your login/
password' link.
 

After clicking on the Forgot Password link, the system must verify the identity of 
the user. Enter either the Login Name OR the First Name, Last Name, and SSN 
and click [Continue]. If any of the information entered is incorrect or if the Security 
Questions do not exist for the user account, the user will not be verified and the 
user must complete the registration process.

Once verified, the next step is to again verify the user by entering the SSN, and 
entering the correct answer for the security question displayed. If the question 
cannot be entered correctly, clicking [Change Security Question] will display the 
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next question and then enter the correct answer. If any of the information cannot 
be verified, the user must complete the registration process. 
Click [Continue].
 

Once all of the information entered is verified, enter a new password and then 
click [Save]. The Login page is then displayed and the user can login.

After resetting a user password using the Forgot Password feature, the system 
generates and sends an email to the registered user alerting them that their 
password has been changed.
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HOME

Upon a successful login, the Home page displays shortcuts to News, recent 
Earnings, and recent Tax documents. The Main Menu is displayed on the left. If 
the user has not setup their security questions, they will be directed to the 
Preferences page to complete the security questions form. (See Preferences)

News: View Site or District News

Recent Earning Statements: Each paystub is listed by the issue date.  Click on 
one of the records to open a paystub.   

Recent Tax Documents: W-2 and 1095-C information is listed by the "year". Click 
on one of the records to open a W-2 or 1095-C statement. 
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EARNINGS
The Earnings page provides a view or print of current or past earning statements 
for employees.

Issue Date: Drop-down list. The Issue Date drop-down list populated with 
available warrants and the most recent is displayed.

There is 1 possible function button located at the bottom of the displayed warrant.
• [Open] - Opens the displayed warrant in Adobe.
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TAXES

The Taxes page is where an employee can view or print their current or previous 
W-2 and 1095-C information. The most recent Tax year is defaulted and 
displayed. 

Tax Form: Drop-down list. The Tax Form drop-down list is populated with W-2 or 
1095-C.

Tax Year: Drop-down list. The Tax Year drop-down list is populated with available 
W-2 or 1095-C forms and the most recent is displayed.

There is 1 possible function button located at the bottom of the displayed W-2 
Form.

• [Open] - Opens the displayed W-2 statement in Adobe so that it can be 
printed.
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To print the 1095-C, click the [Print] button in the PDF reader controls.
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PREFERENCES

Email Address: User's email address used for notifications.

Confirm Email Address: User must confirm email address.

Earning Statements: Option to not receive paper Earning Statements. *Note: 
This will not display if the District has 'gone green' and does not print statements.

Security Questions: Questions 1 - 3, and Answers 1 - 3 are required to verify 
identity in the Forgot Password process.

There is 1 possible function button located at the bottom of the Preferences page.
•  [Save] - Click [Save] to save changes to Preferences.
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CHANGE PASSWORD

Old Password: To change the current password, it is required that the old 
password be entered first.

New Password: New password to be used.

Retype Password: Retype the new password.

Password Hint: Optional Password Hint available on the Login screen.

There is 1 possible function button located at the bottom of the Change Password 
page.

• [Change] - Click [Change] to save the new Password entered.
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USER GUIDE
 

Clicking on the User Guide menu option will display the User Guide as a .pdf. It 
can be saved or printed if desired.
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LOGOUT
Clicking on the Logout link will log the user out of the system and returns them to 
the login homepage.
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