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ACCESSING ESS
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LOG IN TO ESS

WESD Self Service

Home Washington Elementary School District Self Services

Home

" Click Log In to get started.

E2011 Tyler Technologies, Inc.

Home = Login

e BT Enter your six-digit employee ID number as your user name.

Password  [ssss

The first time you log in, your password is the last four digits of
your social security number.

WESD Self Service

Home = Logn

Before proceeding, please change your password. Aﬁer your fIrSt Iog n you Wl" be prompted to

The new password must mest the followng strength critenas Change your paSSWOFd.
e PR e The Current Password is our digits

User 1D Ji110: of your social security number.

Current Password  [esssses The New Password needs to be at least
New Password [sses four characters long.

Confirm New Password [sses The New Password Hint is a personal
New Password Hint | reminder of your password if you forget it.

TIP: write n your password(or hint) and keep it
in a safe place for reference.

You will receive confirmation that Home > Login

your paSSWBrd Change W@S {Password was successfully changed.

proceed. :



PASSWORD RESET

| WESD Self Service If at any time, you enter an incorrect
i , the system will give you the

Home = Login

A Your login attempt has failed. Please try again.

If you've forgotten your password, c\i receive your password hint by e-mail. The paSSWOI’d hil"l'[ e“'mail WI“ be
sasiess a1 sent to your District e-mail address.
pssword [ The sender will be

NoReply@Munis.com.

Please check your junk e-mail box

if you do not receive the e-mail in

your inbox.

WESD Self Service Home

Homa = Login

'« Password hint e-mail has besn sent.
Please diose this browser before retrieving that email message. Thank you.

ser Mame |8 . = . . . . .
Wt B11ED After reviewing your password hint in your District e-mail
—

account, return to ESS, enter your password and click Log In.

Password

Loy by

If the password is still incorrect, return to the password hint il. Scroll down
to the bottom and click the link to generate a new password.

Password Regeneration

I when vou dlick the Submit button, a new, temporary password will be generated and sent to your personal email address.
Upon first usage of the newly generated password, you will be prompted to change it.

Initiate Password Regeneration

User ID: 611020

ancel

In screen that comes up, click Submit to have a temporary
password sent in a 2" e-mail sent.

Before ?lo(eedmu.pleayz cnanue?uurnasswnnl. . Copy th new password frc}m the e—mail.

"o o 4 e g, Return to ESS and click Log In from the top, right corner.
User 1D Fro2 .

I Paste password into Password box

New Password [ll"—

Before proceeding, you will be ask

Confirm New Passwort ,“l-— - -
; ’ password, see instructions on the p

New Password Hint




ESS DASHBOARD

WESD Self Service @ | My Account | Log Out
e

Home Washington Elementary School District Self Services

Home

Employee Self
Senice

7

Once logged in, click Employee Self Service to proceed.

TIP: When successfully logged in, you will see your name in the
upper right corner of the screen.

The ESS Dashboard will launch, providing quick access to useful personal information

_~ | Click My Account to
é WESD Self Service DOE, JANE ¢ My L(II g Oul Change your password.

Welcome to Employee Self Service Resources
Home = Employee Self Service CI|Ck
Personal information Announcements lReSO#rCSS to
aunch a drop-
Jane Doe Watch the IR | down menup
123 E. Main Street Announcements Links and Documents can ..
Phoenix. AZ 88838 ion for distri still be found by clicking the containing
Phone Email SeCtlon or dIStrICt- "Resources" tab in the BenefitS and
HOME PHONE  123-456-7891  Email:  Jane.Doe@wesdschools.org wide and t”h”,:'i;r;'ﬂ:t Ll Paer” related
departmental = links and
announcements.
Time off Reguest time off documents.
OFSP 2611 \
Available time Requested Taken Please use
. ' VACATION Kronos or a
Leave 53 61 Click the green e Green Sheet to

box to see details

W sick 0 0 / 2/18/2011 - Taken request time off

— this function is

VACATION 34 50
W vAC co 0 0 not available in
41 FMAMIIASONDPW ESS.
2011
Paychecks
Previous paychecks Tools
= 6/10/2011  5/22/2011 - 6/4/2011 View details EBavcheck simulator

View last vear's W2

5/27/2011 5/8/2011 - 5/21/2011 View details i T
Last Paycheck: 6/10/2011 E Change vour W4
5/13/2011 4/24/2011 - 5/7/2011 = Wiew details
4/10/2011 - —_— : g
4/29/2011 I°E View details
=T 4/23/2011




INFORMATION

Employes Sell
Serice

Cartificaions
PayiTax Infarmation
Perzonal Infarmatian

Time Ot

The Benefits Tab outlines
your current enrollment; it
does not reflect elections
made for the upcoming
year, not yet in effect. New
elections may appear after
actual effective date.
Changes to elections are
only permitted during Open
Enrollment.

Home - cations

Employee Self

PayTax Information

Fersonal Information

Time Off

Fersonal information

Home

Employee Self
Senice

Open Enrollment

Certifications

Pay/Tax Information

Personal Information

Time Off

Home = Employee Self Service = Certifications

Service
Type Area Level Number
Benefits
ADE - ARIZONA DEPARTMENT ECHI - EARLY CHILDHOOD B- 8 SLO1-
Certifications EDUCATION YEARS BASIC JKLJLKJL  6iM1/2010

Home > Employee Self Service > Bensfils

Current Year Elections

| | Please also visit the Open Enrollment page and make your benefit elections for next year. You must complete open enrollment

before 5/20/2011

The Employee Self Service tab provides
access to a menu of additional information.

Announcements
June 2, 2011

-

Links znd Documents can 'J

still ba found by clickng the

"Aesources” tab in the

vppar right hand corner of

the socresn

SELED Current Election

MEDICAL DENTAL AND BASIC LIFE ;‘Uplgcﬁllzsl\;igOR 12 MONTH EMPLOYEE OMNLY
VOLUNTARY VISION Dedined

SHORT TERM DISABILITY (STD) :;‘8?;‘57' Litﬁs:: SD\SABILITY

SUPPLEMENTAL LIFE INSURANCE :;J:;'Ti"til;*:ﬁi- LIFE INSURANCE

Effective date Expiration date

6172017

The Certification Tab allows certified employees to see details
of their certification records on file with the District.

=

The Pay/Tax Information Tab has several sub-menus:

I Home ormatio
Employee Self Home = Employee Self Service = Pay/Tax Information
senvee Year: W
Benefits
Certifications Check Date Pay Period Status Gross Pay Net Pay
DT T T 2011 51222011 - B/4/2011 Cleared
YTD Information 5/27/2011 51812011 - 512112011
W-a4 5M32011 42412011 - 5712011
Paycheck Simulator 412912011 AM0/2011 - 4/23/2011
Fersonal Information 4/M15/2011 32712011 - 41972011
Time Off 4112011 31372011 - 312602011

View Details
View Details

View Details

View Details

View Details

! View Details

View Details allows
you to view and
print information,
such hours worked
and deductions, of
a particular check.

e YTD Information displays your year-to-date earnings and deduction information (January 1 through
December 31) from as far back as 2007.

e W-4 displays your current Federal tax withholding status. Changes to your filing cannot be made online. To
make changes, please print a tax form from the Resources section and submit it to the Payroll office.

o Paycheck Simulator allows you to calculate how changes to your tax status would affect your net pay. 6
This is only an estimate and entries are not saved.




INFORMATION

PayiTax Infarmation

Paorsonal
Inforrmiation

E-mail

Altermate E.-miail

Phoenix. AZ 88888
Jane.doe@wesdschools.org

Home Parsonal Information

Emplayes Salf Heme = Emgioyee Self Service » Personal informaticn

Service

B Address / E-mall change An employee cannot
nel . . .

e Home Address 123 E. Main Street change their District

e-mail address but can add
an alternate e-mail.

The Personal
Information Tab
allows you to make

TEmpl::e sidode Telephone Add Telephons Mumber Changes or additions
DR W N to the address, phone
HOME PHONE 123.456.7801 Mo Change number and
emergency contact on
SRR ssssscasd il with the District,
Hame Relationship Telephone Comments
JOHN DOE SPOUSE 555-555-5555 Changs | Delste

Home = Emgloyes Seif Service » Fersconal informasion » Telephone numbers

* Descrpbian
Alternate E-Mail Address |— jane.doe@gmail.com *Mumber
Unlisted r

D Cancel After making a change(s), hit
N—e

Update (located at the bottom
of the screen) or Add to save.

indows Internet Explorer =

When deleting an entry, hit OK in the pop-up
box that appears to confirm the action.

\ ? ) Are you sure you wank o delete this emergency contact? Click OF to continue, Click Cancel to abort,

‘ [8]4 h Cancel |
N

'Washington Elemertary School District
Home = Ergionyes Sl Sarvics » Perdganal nformstT

You will receive confirmation when these updates
have been successfully entered.

"f vour information has been successfully wpdared.

- Employee information in the Employee Profile Tab,
Amencan Indian or Alaska Nabive Mo . .

N ..  such as hire date, marital status and other

Bk o R A v, ~ demographic information cannot be directly changed by
Native Hawalian or other Padfic Istsnder No an employee. Pleasg use the link at the bottom of the
White ,-=  page to send corrections to Human Resources.

Mail corrections/comments t



INFORMATION

The Time-Off Tab enables you to view vacation, sick and leave accrual information
including any time earned and/or used, available balances and vacation carryover time.
Updates may be delayed up to two weeks.

Home O o
Ermployes Salf Homa » Empioyes Seif Service = Tme Off
Senice
OFSP 361 1
Bensfits Summary
Cerfifications ml Howeq ERMed Eamed*  Taken ‘Fnla‘ WII Availabéa® prOVideS details
hrough 2T mrEugh 621E911 ape
PayiTar Infarmation on each specific
LEAVE {H) BEO0 6115 6115 a00=  oo0 5118 53115 Summar type of leave
Parsonal Information P .
SICK {H) 9909099 0.00 000 000 0.00 0.00 0.00 Summars
Thrie 08 VACATION [H) B0.00 50.93 5098 16002 Q.00 3498 3498 Summear
VAC CO (H) 22400 000 000 0005 000 0.00 0.00 Summary

H=Hours, D=Days
“This is &n esfimate. Please nobe Mat your scius esmings may differ

Home med/Used Histon
Eﬂ'lnlﬂ“ﬂ Sell Homg = Empipyes Self Service = Time OTf = EarnpdUsed Higtory
Hmm Batiir I T - a e m ol -
PARAFINIK, AMINDA K Year] 2011 = Rlur phad s wal | Calgndar view
Bensfits
Cerifications OFSP 261 1: VACATION Time
: Pay Perod Eamed Used Balance
PayiTax Information =
T SM2011 - G011 66700 00000 149800 In the Summ ary section,
5112011 - 512011 66700  00M0 283100 click Calendar view to see
Time O =
4112011 - 4152011 66700 00000 21,5400 SpECIfIC dates taken
3172011 - 31172011 36700 00000 149700 (highlighted in yellow).
2182011 - 2182011 0.0000 8.0:000 83000
2102011 - 2r20n 8700 00000 15,3000
12011 - 1H2011 GETO0 0u0000 86300

vear [2011 =]

OFSP 261 1: VACATION Time

S M T WT F 5§ S M T WT F S S M T WT F S
1 1 2 3 4 5 1 2 3 4 5
2 3 4 5 6 7 8 6 7 8 9 10 11 12 g 7 8 9 10 11 12

9 10 11 12 13 14 18 13 14 15 16 17 18 19 13 14 15 16 17 18 19
16 17 18 19 20 21 22 20 21 22 23 24 25 26 20 21 22 23 24 25 26
23 24 25 26 27 28 29 27 28 27 28 29 30 A

30



