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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.

BES‘I__\\ Login

Capyright (C) 20012005 Simpler Systems, Inc

Welcome to the BEST NET Employee Self Service Site
Enter your District, Login Name and Password, then click Login to access the site.

District:

[San Bemardine County Superintendent of Schools v|

Login Name: Password:

Need a hint?

If you don't have a password, enter your District, then click Register to begin the registration process

District:

\San Bernardino County Superintendent of Schools 3

For assistance with your account or registration, contact your payroll administrator.
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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].

P’EST\.\ Login

Welcome to the BEST NET Employee Self Service Site

Enter your District, Login Mame and Password, then click Login to access the site.

District:
|San Bernardino County Superintendent of Schools v|
Login Mame: Password:

[ | | Need a hint?

Forgot your login/password?

If you don't have a password, enter your District, then click Register to begin the registration process.

District:

|San Bernardino County Superintendent of Schools .

Reqgister I}

I
For assista nce"ﬁ)ith your account or registration, contact your payroll administrator.

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

BESI Register

Register (Step 1 of 7)

To verify your identity, please enter the following information about yourself, then click Continue,

First Name: [ ] Mustmatenwhatis currently cisplayed on Warrant or EFT stub)
Last Name: l:l (Must match what is currently displayed on Warrant or EFT stub)
Social Security Number: [ (Example: 123456789 (no hyphens))

Net Pay: l:l (From your most recent earnings statement)

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].

BEST Register

TCopyright (C) 2001-2005 Smpler Systems, Inc.
Register (Step 2 of 7) ~
Terms Of Use:

Please read the following Terms of Use carefully:
Last updated on 1/25/2010
Please read the Terms of Use carefully before accessing or using this Site.

This Employee Self Service Site Agreement ("Agreement”) is between You (either an individual or an entity), the End User, and the Office of the San
Bernardino County Superintendent of Schools ("County Office”).

Read this Agreement carefully before using the Employee Self Service Site. By entering a valid email address and selecting the Continue button while
using the Employee Self Service Site, You agree to the conditions of this Agreement. If You do not agree to all of the terms and conditions of this
Agreement, You will not be able to confinue with the regisiration process. YOUR USE OF THE EMPLOYEE SELF SERVICE SITE ACKNOWLEDGES
THAT YOU HAVE READ THIS AGREEMENT, UNDERSTAND IT, AND AGREE TO BE BOUND BY ITS TERMS AND CONDITIONS.

COMMENCEMENT & TERMINATION

This Agreement is effective from the first date You use the Employee Self Service Site. You may terminate this Agreement at any time by Opting Out
of the System. Your valid email will be stored and You must contact your Payroll Department to reinstate your registration. Your End User rights
automatically and immediately terminate without notice from the County Office if You fail to comply with any provision of the Agreement and/or if your
employment with the County Office or one of its participating public school disfricts terminates; provided, however, financial data including without
limitation W-2 and pay stubs will be kept on file and accessible for the current calendar year plus fwo subsequent calendar years.

WARRANTY

You acknowledge that the Employee Self Service Site is provided "AS IS” without warranty of any kind, express or implied, and to the maximum extent
permitted by applicable law. The County Office does not make any representations or warranties, express or implied, including but not limited to the
fitness for a particular purpose. While we have taken the utmost care to provide accurate results, there is always a possibility of programming errors,
program limitations or of wrong use, thus we do not assume any responsibility for any financial, legal, or other problems, complications or losses that
may arise from using this software. The County Office does not warrant the accuracy, adequacy, or completeness of the information and materials in
the Employee Self Service Site and expressly disclaims liability for errors or emissions in the information and materials in the software.

LIMITATION OF LIABILITY

To the maximum extent permitted by applicable law, in no event shall the County Office be liable for any lost profits, revenue, data, personal injury, or
in connection with any failure, error, omission, interruption, defect, delay in operation or transmission, system failure, or for any special, direct, indirect
incidental, economic, cover, punitive, special or consequential damages, however caused and whether arising under confract, tort, negligence, or
inability o use the software, even if the County Office is advised of the possibility of such damages. Because some jurisdictions do not allow the
exclusion or limitation of liability, but may allow liability to be limited, in such cases, the County Office shall be limited to U.S. 8560

Signature:

| have read, understand, and agree to abide by the Terms of Use.

Enter your email address to indicate your consent: | |

Enter your email address to confirm: | |

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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P’r_sr i Register
g g

Register (Step 3 of 7)
Thank you.

For added security, an email has been sent to the email account previously provided. To complete the
registration process, click on the link provided in the email. This will open a new browser window for you to
continue the registration process or "Opt Out” of the system.

Close

From: BEST NET Employee Self Service Site [mailto:DoNotReply@BESTNET CONSORTIUM.net]
Sent: Tuesday, April 12, 2016 3:41 PM

To: John Doe

Subject: Account Activation Instructions

This is an automated message acknowledging vour successful registration into the Employee Self Service Site. This is the only notification vou will receive. You have

not been added to any email lists.

‘We will not be able to respond to any emails sent in reply to this email as the message was automatically generated. For assistance with your account or registration,
contact your Payroll administrator.

To finalize the registration process, click on the link below. If you are unable to click on the link, copy & paste it into your browser's address box. This will activate
vour Employee Self Service Site account and will open a web browser window for you to begin the login process.

This registration link will expire in 15 minutes.

https://employeeselfservice.sbcss.k12.ca.us/activate.aspx?UserlD=xxxx&MAC=CE9a5klsf384alksdjf9845

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.

BESJ_\ Login

Welcome to the BEST NET Employee Self Service Site

Enter your District, Login Name and Password, then click Login to access the site

District:
[San Bemardino Counly Superintendent of Schools v
Login Name: Password:

| Need a hint?
Eorgot vour loginipassword?

Login ]

You have accessed the system with a Registration Link that has expired. If you are attempting

to Register, please select the appropriate district and click "Register” to begin the process again

If you don't have a password, enter your District, then click Register to begin the registration process

District:

| San Bemardino County Superintendent of Schools w |

Register

For assistance with your account or registration, contact your payroll administrator.

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.

BEST Register
S Reg

Copyight [C] 2001 2005 Simpler Systems, Ino
Register (Step 4 of 7)

‘When you complete your registration, payroll information will be made available to

you over the internet. The web site is secure and requires authentication

However, you may choose to "Opt Out” of this senvice and have your confidential data
removed from the website

Once you "Opt Qut” of the system, you must contact your Payroll Administrator to
reactivate your registration

[~ Opt Out-1 do not wish ta use the Employee Self Senice Site

Continue

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.

BEST : Register
S— g

Register (Step 5 of 7)

Flease choose a Login Mame and Password, then click Continue.

Password Policy:
+ Password must be at least 4 characters long
+ Password cannot be the first, last or login name or the word 'password’
+ Password must contain at least 1 letier
+ Password will expire in 180 days
+ Password must not have been used in the last 400 days

Password Hint: |

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.

Unpublished work © 2011 The California Educational Computer Consortium 5
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Click [Continue].

BEST Register

Copuright [C) 20012005 Simpler Systems, Inc

Register (Step 6 of 7)

Please help us reduce our use of paper. By checking the box below, you will be indicating
that you do not want to receive a paper earnings statement and that you will get it from
the Employee Self Service Site.

[~ Do notmail me a paper earings statement

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].

H-ST ; Register
S R€E

Register (Step 7 of 7)

Security Questions:

Flease select security questions and provide answers for them. These guestions will be
uszed to verify your identity in case of a forgotten password.

Queston 1 v
Answer 1: | |
Question 2. [Select a Question v]
Answer 2: [ |
Question 3. [Select a Question v]
Answer3: | |

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

H-ST ; Register
S R€E

Register (Finalizing)

Thank you. You have reached the end of the registration process.
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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].

BEST .— Register
S g

Copuright [C) 20012005 Simpler Systems, Inc

Welcome to the BEST NET Employee Self Service Site

Enter your District, Login Name and Password, then click Login to access the site.

District
[san Bemnardino County Superintendent of Schools v
Login Name: Password:

‘ | | Need a hint?

Forgoi your login/password?

If you don't have a password, enter your District, then click Register to begin the registration process

District:

\San Bernardino County Superintendent of Schools 3

For assistance with your account or registration, contact your payroll administrator.

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.

P’EST\.\ Login

Welcome to the BEST NET Employee Self Service Site

Enter your District, Login Mame and Password, then click Login to access the site.

District:

|San Bernardino County Superintendent of Schools v|
Login Mame: Password:

|User1 | | Need a hint?
Forgot your login/password? I}
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BEST! Login
gy

Welcome to the BEST NET Employee Self Service Site

Enter your District, Login Mame and Password, then click Login to access the site.

District:

|San Bernardino County Superintendent of Schools v|

Login Mame: Password:

| User1 X| | | |Hint: This is a password hint

Forgot your login/password?

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.

BEST Login

Welcome to the BEST NET Employee Self Service Site

Enter your District, Login Mame and Password, then click Login to access the site.

District:
|San Bernardino County Superintendent of Schools v|
Login Mame: Password:

| | | Hint: This is a password hint

Forgot vour login/password?

N

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.

BEST
g

Forgot Login/Password

Copyright [C] 2001-2006 Simpler Systems, ne.
Identity Verification

Login Name: | ‘

or

First Name: ‘ (Must match what is currently displayed on Warrant or EFT stub)

Last Name: | ‘ (Must match what is currently displayed on Warrant or EFT stub)

85N: ‘ (Example: 123456789 (no hyphens))

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].

BEST .—. Forgot Login/Password
gy g g

Security Questions

S5N: | (Example: 123456732 (no hyphens))

Flease provide an answer to the security question (case sensitive):
‘What is the name of your favorite book?

Answer: | |

Continue | | Cancel | | Change Security Question |

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.

BEST! Forgot Login/Password
P

Change Password (* = Required figld)

Password Policy:
+ Password must be at least 4 characters long
+ Password cannot be the first, last or login name or the word 'password’
+ Password must contain at least 1 letier
+ Password will expire in 180 days
+ Password must not have been used in the last 400 days

New Password: |:| ®

Password Hint {optionaI]:|

Save || Cancel |

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.

From: BEST NET Employee Self Service Site [mailto:DoNotReply @BESTNETCONSORTIUM.net]
Sent: Tuesday, July 01, 2014 4:18 PM

To: John Doe

Cc: John Doe

Subject: Employee Self Service - Password Reset

This is an automated message notifying you that your Employee Self Service account password has been changed. If you reset your
password, you may ignore this message.
If you did not reset your password, contact your Payroll administrator immediately.

Please do not respond to this email. We will not be able to respond to any emails sent in reply to this email as the message was

automatically generated.
For further assistance with your account or registration, contact your Payroll administrator.
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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)

BESI _ Home
S

Main Menu i
Home * More News..
Eamings
Benefits
Taxes ' =
W * February 27, 2015
Preferences * January 30, 2015
Change Password | December 30, 2014
UserGuide  * November 26, 2014
Logout * QOctober 31, 2014

* 2014 W-2
* 2015 1095-C

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.

BEST Earnings
g g

Capyright () 20012005 Simpler Systems, Inc

Main Menu =

Home
T Issue Date: | January 31,2013 =

Earnings
Benefits SAN BERNARDING COUNTY SUPERINTENDENT OF SCHOOLS _LEAVE AND EARNINGS STATEMENT WARRANT NO.
_— 3 EMPLOYEE NAME  SOCIAL SECURITYNUMBER | SCHOOL DISTRICT/PAY LOGATIGN | i 1
Taxes FED STATE] 1SSUEDATE  PERIOD END
Leave Balances 3 T EARNINGS i EWPLOYEE DEDUGTIONS | ewerover
Freferences Sck | vac | wee | saamv | mae | s bEscRPTION [ rree | Awoun | CoTRia
Change Password 1 1 | | |FEDERAL TAX A 1
User Guide
Logout

[ AXABLE GROSS | _DEOLCTIONS WETPAY |

oo ronas [GARETERR G I o
[ onoss | maxseuren | maxomoss | wooess | reomax | swrenax | merss | nica

54F 1 14
Open (Requires Adobe Reader) et Rl'm.‘,!r

2l ] owe § ]
Memicans nerpar

Kl

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.

B'E:SI Taxes
~

s 1C 0 3505 T e e

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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BF-ST\.\ Taxes

Main Menu
Home
Eamige———— TaxFom
Eamings [1095-C |
Beremts  TaxYear [2015 v
Taes
Leave Balances
Freferences
Change Password
User Guide
Logout Ovon
Logout | _1095-C poyor providea Heatn N )
i ket Heremg > b e A6 ae i ; O comrecen =
Emeloyeo Boptatls Large Employor Mamber Emmployer]
B0B. © Grpioyer Sertmon mameer 5
BOB SMITH s
; T Coria et mavEer

T S - i st |
12345 First Street

(309 Bo3-3097
T oy % s =
San Bernardlnu|:n

o b o

e

IESI Employss Offer and Caveraga Plan Start Month [Entar 2.0igt numbars 07
Waloi= T o T er Wy T Ty L Tt =3 T T

S |
L5
f-rﬂ’:;m ooolg oools ooojg  oools  ooojg o000l ooojg  o0oofg  ooojg  ooojg  ooojg  onoolgs  ooo
EET ovared Indnidaals

T Empioyar provided saif-insured coveraga. check tha box and anter tha Information for Gach covarad Individual E _

oo cf commret ity b ”::‘ﬂ' .H.-x-:: T | T | W | er W;HT:”.-I?A..; Topt | 0= | Bev [ D
7 JOHN SMITH wwxee | O |O|O|0O|O(O|O|O|O(O(O|O0|0O
w JANE SMITH nenes | O |O(O|O0|O(O(O|O(O|O(O (OO
© BILL SMITH s | O |O|O|O|O|O|O|O|o|o|o|O|O
= O |Ooo|jg|g|ogolojojojoio|ig
2 O |oo|ojg(ooiojojoioo|io
= O |Ooo|jg|g|ogolojojojoio|ig
Far Privacy Act and Paperwors Reducton Act Notce, ses separme mstruchons. Cat o, s Form TOG-C 5ongy

To print the 1095-C, click the [Print] button in the PDF reader controls.

Unpublished work © 2011 The California Educational Computer Consortium




The California Educational Computer Consortium
Employee Self Service User Guide

PREFERENCES

P’E'SI‘\.\ Preferences

Main Menu Preferences
Home

- Email Address: |someone@sbcss.k12.ca.us |
Earnings
Benefits Confirm Email Address: |someone@sbcss.k12.ca.us |
Taxes
| eave Balnces Security Questions:
Setup Flease select security questions from the list and provide answers that only you
Freferences would know. These questions will be used to verify your identity.
w Question 1:  [What is the name of your favorite movie? v|
User Guide
Logout Answer 1| |

Question 2: |What is the name of your favorite vacation spot? v|

Answer 2: | |

Question 3: |What was the name of your childhood pet? v|

Answer 3: | |

Save

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

BEST Change Password
\
Main Menu Change Password (* = Required figld)
Hom.e Password Policy:
Earnings + Password must be at least 4 characters long
Benefts + Password cannot be the first, last or login name or the word 'password’
Tanes + Password must contain at least 1 letier
Leave Balances + Password will expire in 180 days
Setup « Password must not have been used in the last 400 days
Freferences
Change Password  ojg password: |:| *
User Guide
W New Password: l:l *

Retype Password: l:l =

Password Hint {optionaI]:|

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

‘ Bookmarks M
nd B &
p: = EMPLOVEE SELF SERVICE USER EMPLOYEE SELF SERVICE USER GUIDE
» GUIDE
[P overview

& E{J REGISTRATION PROCESS
[P LoGIN PROCESS
P Home
[P eARNINGS
[P Taxes
EHF LEAVE BALANCES
g Printing Leave Balances
[P PREFERENCES
[P CHANGE PASSWORD

[P user GUIDE

[P Locout

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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