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TIP: You can also log-in directly at http://ess.wesdschools.org/mss 
 

 
 

 
 

Start from the District 
home page: 
 
www.wesdschools.org 
 
Click the E-mail/ESS tab  

Scroll down to the 
bottom of the page 
 
Click Employee 
Self Service Link  

 

   ACCESSING ESS 
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Click Log In to get started.  

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

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

After your first log in you will be prompted to 
change your password.  

 The Current Password is the last four digits 
of your social security number.  

 The New Password needs to be at least 
four characters long.  

 The New Password Hint is a personal 
reminder of your password if you forget it.  

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

You will receive confirmation that 
your password change was 
successful. Click Continue to 
proceed. 
 

 

   LOG IN TO ESS 
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If at any time, you enter an incorrect 
password, the system will give you the 
option of receiving your password hint by 
e-mail.  
 

 The password hint e-mail will be 
sent to your District e-mail address. 

 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.  

After reviewing your password hint in your District e-mail 
account, return to ESS, enter your password and click Log In. 

 

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

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

1. Copy this new password from the e-mail. 
2. Return to ESS and click Log In from the top, right corner. 
3. Paste password into Password box. 
4. Before proceeding, you will be asked to change your 

password, see instructions on the previous page.  

 

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

 

 
 
 
 
 

 
 

DOE, JANE 

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.  

123-456-7891 Jane.Doe@wesdschools.org 

Click the green 
box to see details

Watch the 
Announcements 
section for district-

wide and 
departmental 

announcements.

DOE, JANE

Click My Account to 
change your password. 

Click 
Resources to 
launch a drop-

down menu 
containing 

Benefits and 
Payroll related 

links and 
documents. 

Jane Doe 
123 E. Main Street 
Phoenix, AZ 88888

Please use 
Kronos or a 

Green Sheet to 
request time off 
– this function is 
not available in 

ESS. 

 

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

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. 

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

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

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

 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. 

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

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

 

   INFORMATION 
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123 E. Main Street 
Phoenix, AZ 88888

Jane.doe@wesdschools.org 

555-555-5555JOHN DOE 

123-456-7891 

The Personal 
Information Tab 

allows you to make 
changes or additions 
to the address, phone 

number and 
emergency contact on 

file with the District. 

An employee cannot 
change their District 

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

jane.doe@gmail.com 

After making a change(s), hit 
Update (located at the bottom 
of the screen) or Add to save. 

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

Employee information in the Employee Profile Tab, 
such as hire date, marital status and other 
demographic information cannot be directly changed by 
an employee. Please use the link at the bottom of the 
page to send corrections to Human Resources.  

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

 

   INFORMATION 
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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. 

Summary 
provides details 
on each specific 
type of leave.  

In the Summary section, 
click Calendar view to see 
specific dates taken 
(highlighted in yellow).  
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