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Welcome to ESS 

Employee Self Service Website 

 

 Employee self-service (ESS) is a Web based 

application available via the Internet 

 

o View gross to net pay detail. 

o View calendar year-to-date information and 

print tax Form W-2. 

o View timeoff accruals and usage. 

o View/Update teacher licensure and training. 

o View/Update personnel information such as 

address, phone number, e-mail address, 

dependents and emergency contacts. 

 

 A direct link to the ESS website will be available 

through your district’s Intranet website. 
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ESS Login Screen 

 

District:  Your school district name appears in this 

field. 

User ID:  Enter your employee number 

Password: Enter the four digit district # and last four 

digits of your social security number the first time you 

log in. 
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Employee Self Service 

 

On the first screen you will come to on ESS, you will 

see a summary of your Timeoff, the amount of your 

last net pay and any announcements that would be sent 

by your payroll department. 

 Click on “View Timeoff Detail” to review the detail for 

each Timeoff plan.   

 Click on “View Pay Stub Detail” to view the pay, deduction 

and taxes from your most recent pay stub. 

 Click on “View YTD Pay” to view your year to date totals. 
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Pay Stub Detail 

Displays the most recent pay stub detail 
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View Other Pay Stubs 

 

To view previous pay periods, click on the “View Other 

Pay Stubs” link. 

Click on the pay check date to open up the pay stub to 

view it. 
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View Timeoff Detail 

The Timeoff module will give you the ability to view 

your leave balances for sick, personal, vacation and 

other leave plans. 

Click on the “View Timeoff Detail” link above the 

Timeoff Description field.  This will display per fiscal 

year.  There is a dropdown box of dates to select.  
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My Tax Information: 

Tax Withholding 

 

 View what you are currently claiming for tax 

withholding on the tax Form W-4. 

 View any additional tax being withheld. 

 Note: This window does not offer update 

capability. 
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My Tax Information: W2 

 

 View and print the tax Form W-2 

 Note:  If you have not consented to print the Form 

W-2, you will be presented with an online consent 

form as shown below. 

 

 

 Once you have consented to receive your W-2 

online, you can select the year that you wish to 

view or print.   
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My Tax Informaiton: 

W2 Information Sheet 

 

This report shows how Taxable Gross Pay is 

calculated for the tax for W-2. 
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About Me: Employee Information 

 

View and Edit address and other employee 

information. 

Note:  Not all districts allow the employee update 

options. 
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Change Password 

 

Use the link in the upper right hand corner of the 

main screen to change your current password.  
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Setup Security Questions 

 

Use the link in the upper right hand corner to 

setup a security question to use if you forget your 

password. 
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Logout 

 

You need to click on logout each time you exit ESS. 

 

 
 

 

 


