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QSS Employee Self Service (ESS)

 Employee Self Service (ESS) is a secure, web-
based portal, available through the Merced
County Office of Education, Information
Services Department. With ESS, you can
review your specific personal and work-
related information, such as pay history, leave
balances and W2 information.

® Web Address - https://ess.mcoe.org:29295/



https://ess.mcoe.org:29295/

ESS Home Screen

/dfloll\"\ Merced County Employee Self Servin::e

i 4k Office of Education version: 2.09-3¢

Welcome to the ESS home page!

Useful linkes: Welcome to the Merced County Office of Education
login (if you have a

user id) Employee Self Service (ESS)
register {if you're a 1t
time user) You will now be able to:
Change of Address
Form » View all your available balances! [Sick Leave, Vacation, Personal Necessity, Comp Time]

» View your most recent and prior payroll infarmation!

+ View your W2 information from 2009 to the current year!

NEW USERS: Please click on “register”

ALREADY REGISTERED? Click on “log in”



M Merced County Employee Self Service =
Office of Education ass

home » login | registe »

Merced Co Office Of Education (26) ¥
Atwater School District (1)

1 Ballico School District (2)
Welcome to the ESS home page! Delh School District (3)

Dos Palos-Oro Loma Usd (19)

i El Nido School District (5)

Useful links: ATTENTION: This is a private system operated for the Merced County Office of Education and its School Districts. Gustine Unified School Dist {14)
login (if you have a user Authorization from the Merced County Office of Education Information Systems Department is required to use this system. Use Hilmar Unified School District (6}

icl by unauthorized persons is prohibited and may result in prosecution. Le Grand Elem School District (9)
register (if you're a fst Los Banos Unified School Dist (11)
fime user) Welcome to the Merced County Office of Education mcsv«'?ﬂCchg_ol Dgmec; (123_ 2
Change of Address. . Merced Co Office ucaticn (26)
E Employee Self Service (ESS) Merced Union High Schoel Dist (24)

| Weaver School District (20)

You will now be able to:

s View all your available balances! [Sick Leave, Vacation, Personal Necessity, Comp Time]
e View your most recent and prior payroll information!
e View your W2 information from 2009 to the current vear!

NEW USERS: Please click on “register”

ATTENTION: If you do not know your employee 1D number, please contact your department secretary or the HR/Payroll
Department.

ALREADY REGISTERED? Click on “log in”
For questions about the information and records provided via this service please contact human resources.

If the information presented on the Personnel Info tab needs to be updated. please click on the link to the left
named Change of Address Form, print this document and submit this form to Human Resources to be processed.

For technical support questions, please contact Ubence Quevedo at uquevedo®mcoe.org or Sanford Hoffman at
shoffman@mcoe.org.

e You will need to click on the District
heading on the top right and change to
Gustine Unified School District (14)



ESS Home Screen - Login

e Your new Home Screen will Fia D St T bl b
- N
now have Gustine USD

Default district number changed to 14.

Welcome to the ESS home page!

Useful links:

. o 7 .
e Click on the “Login” button i
ATTENTION: This is a private system operated for the Merced County Office of Education and its School Districts.
. login (if you have a user Authorization from the Merced County Office of Education Information Systems Department is required to use this system. Use
yo u a re a re g I St e re d u S e r id) by unauthorized persons is prohibited and may result in prosecution.
. =

register (ifyoure a st

time user) Welcome to the Gustine
ghange of Adress ( U S T I N E Unified School District
O R T Employee Self Service (ESS) portal
UNIFIED SCHOOL DISTRICT provided by the Merced County

Office of Education

e C(lick on the “register”
b u tto n if yo u a re fi rst ti m e s View all your available balances! [Sick Leave, Vacation, Personal Necessity]

e View your most recent and prior payroll information!

u Se r »  View your W2 information from 2009 to the current year!
L]

NEW USERS: Please click on “register”

° ATTENTION: If you do not know your employee ID number, please contact the HR/Payroll Department. Your employee 1D
. FO r t h e p u r p O S e S Of t h I S number can also be found on your payroll stub/check.

ALREADY REGISTERED? Click on “log in™
t t H H t For questions about the information and records provided via this service please contact human resources.
p re S e n a I O n We a re g O I n g O If the information presented on the Personnel Info tab needs to be updated. please click on the link to the left
. .
assume everyone IS 4 first

named Change of Address Farm, print this document and submit this form to Human Resources to be processed.
.
time user.




ESS Pre-registration Form

M Merced County Employee Self Service +
Office of Education s 213 QS5

N 2 e

Staff Pre-registration Form

Enter your work email address, click the registration button and an email will be sent to you
with instructions on how to complete registration.

* indicates required fields
Work email: * |

Start registration | Cancel

* Enter your @gustineusd.org e-Mail address to start the ESS registration process.

* You will then receive an e-Mail with further instructions on how to register with ESS.

* Look in your Spam folder for an e-mail from noreply@mcoe.org with the subject:
Confirmation for new eSS user | cenfrmation or new Ess user s &8

noreply@mcoe.org 10:38 AM (2 minutes ago) E -

to me [+

You requested to register with ESS on Tue, Feb 02, 2016 at 10:38am
If you did not make this request please save this email and contact your Support or Help desk

To complete ESS registraticn click the link below and follow the instructions:

https:/less mcoe. org: 29295/usersinew?complete_reg=Y &email=laguilar®40gustineusd.org

If you have any questions or problems please contact your ESS support center. 6

Thank You




ESS Registration Page

Merced County Employes SelfService All of the fields are
Office of Education versior: 213 QSS

REQUIRED
District = GUSD (14)
Your work e-mail will

Staff Registration Form

The final step of ESS registration is to complete the form below. alrea dy be pre -filled
* indicates required fields an d yo u cannot
District: * | Gustine Unified School Dist (14) v chan ge it.
Last 4-digits of SSN: * Birth date: * |January v |1 v [[1570 ¥ If you do not know
Employee number: * Work email: * laguilar@gustineusd.org

your employee ID
Choose a login name and password: numbe I, it can be
Login name: - (3 - 30 characters)  help — fo un d on yo ur
Password: - (8 - 40 characters)  help —

paycheck stub, or
Challenge question: * | What ity were you bom in? ; please contact your
Your answer: ’ department secretary
or the HR/Payroll
Department for this
information.

x

Confirm password:

Complete registration | Cancel




Logging into ESS

e When logging into ESS, your
User type should be set to
Staff.

e Enter your Username and
Password that you just
created.

Login for ESS

All users must be registered prior to accessing the system.

User type: |Staff -

User name: |[Username B
Password: |s===== 3

forget password?

Login




ESS Main P
M Merced County Employee Self Service
Office of Education v 3

District: 14

Welcome to the ESS home page!

Useful links: ATTENTION: This is a private system operated for the Merced County Office of Education and its School Districts.

Change of Address Authorization from the mMerced County Office of Education Information Systems Department is required to use this system. Use
Form by unauthorized persons is prohibited and may result in prosecution.

Welcome to the Gustine
G U S T I N E Unified School District
Employee Self Service (ESS) portal
UNIFIED SCHOOL DISTRICT provided by the Merced County
Office of Education

You will now be able to:
+ View all your available balances! [Sick Leave, Vacation, Personal Necessity]
s View your most recent and prior payroll information!
+  View your W2 information from 2009 to the current year!

NEW USERS: Please click on “register”

ATTENTION: If you do not know your employee ID number, please contact the HR/Payroll Department. Your employee 1D
number can also be found on your payroll stub/check.

ALREADY REGISTERED? Click on “log in”
For questions about the information and records provided via this service please contact human resources.

If the information presented on the Personnel Info tab needs to be updated, please click on the link to the left
named Change of Address Form, print this document and submit this form to Human Resources to be processed.

For technical support questions, please contact Marisol Juarez at mjuarez@gustineusd.org or Patricia King at
nkino@oustinelsd.oro.




drop down menu.

e List of two information Welcornii, 5S home page!
areas: Personnel and Payroll

. . . . Useful links: ATTENTION: This is a private system operated for the M
(Leave |nfo rmation iIs aISO C0m|ng Change of Address ‘ Authorization from the Merced County Office of Educatio

Form by unauthorized persons is prohibited and may result in pi

in the future, for now it is

available in Aesop) GUSTINE

UNIFIED SCHOOL DISTRICT

You will now be able to:
« View all your available balances! [Sick Leave

 View your most recent and prior payroll infc

View your W2 information from 2009 to the
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My Info - Personnel

“Personnel” is broken

up into three areas:

Persannel

Personnel Info, WelcolZESI < <icriice

Merced County
Office of Education

Personnel Info

Mame History

Credentials, and
. Useful links:
Name History. Change of Address

Form

ATTENTION: This is a private system operated for the M
Authorization from the Merced County Office of Educatio
by unauthorized persons is prohibited and may result in pi

GUSTINE

UNIFIED SCHOOL DISTRICT

You will now be able to:
« View all your available balances! [Sick Leave

+ View your most recent and prior payroll infc

« View your W2 information from 2009 to the

11



ESS Personnel Info Screen

/ A _r‘ » \\ Merced County Employee Self Service

“Personnel Info” includes
your demographic data
such as address, phone
number, etc.

Personnel Info

First name: Employee number:
Preferred name: District:
If any information on this [ " e
o Gender: Work email:
screen is out of date, Street Employee type:
. p City: Bargaining unit:
please fill out a ‘Change _ St Hire date
Zip code: TB expire:
of Address’ form from ]
Birth date:

the link available on the
ESS home page.

12



My Info - Payroll
M Merced County
Office of Education

IH

e “Payroll” is broken up
into two areas: Pay Welcor Payrol Pay History

o ) W-25
History and W-2’s.
Useful links: ATTENTION: This is a private system operated for the

Change of Address Authorization from the Merced County Office of Educati
Form | by unauthorized persons is prohibited and may result in |

GUSTINE

UNIFIED SCHOOL DISTRIC]

You will now be able to:
+ View all your available balances! [Sick Leav
o View your most recent and prior payroll inf

« View your W2 information from 2009 to the

13



ESS Pay History Screen
M Merced County
Office of Edud

* |n “Pay History” you can
view your pay information

from any past payroll period E

we have on file. Name (emp# )

e History includes the check [ Persomelinio | _
SIENENe Pay History m

number or direct deposit
number, type of

transaction, date paid and Check/DD#| Type| Date Paid | Net Pay |Image
the net pay. 87362340 M 0172972016 $$  Yes

Starting date paid: | this calendar year v

* You can view or print a copy
of your pay-stub if there is a
“Yes” in the image column.

14



ESS W-2 Screen

In “W-2’s” you can view and
print a copy of your W-2’s
from 2009 to the last
calendar year.

Click on the year and your
W-2 will be displayed for
you to view, print or save

W,

Merced County

1 Wages. tips, other comp.

2 Fed. income tax withheld

3 Soccial security wages

4 Soc. sec. tax withheld

5 Medicare wages and lips

& Medicare lax withheld

2009 W2 Tax Year 2009
2010 W2 Tax Year 2010
2011 W2 Tax Year 2011
2012 W2 Tax Year 2012
2013 W2 Tax Year 2013
2014 W2 Tax Year 2014
2015 W2 Tax Year 2015

1500 MEREDITH AVE
GUSTINE

Employer's name, address, and ZIP code L:0112 C:065
GUSTINE UNIFIED SCHOOL DIST

CA 95322

7 Social security tips

8 Allocated tips

10 Dependent care benefits

11 Nonqualified plans 12a E |
126 DD
13 zlmmge Heurernem ﬂurd—Pg?lrly 12¢
| xx 12d

E T e

15




ESS Credentials Screen

* “Credentials” will be useful N—
to certificated employees. i Office of Education
You can view your active n
credential records that
MCOE has on file.
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Name History Screen

/mm\\ Merced County Erpoes sl Eevi

Office of Education

T T

Name (emp# )

Personnel Info Pay History Leave Credentials

Mo name hlstorg.r found.

Name History |

“Name History” will be useful to track name change
history that MCOE has documented.
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Some ESS Security
Considerations

e Don’t save the username and password for ESS on your computer
e ESS will log you out after 10 Minutes of inactivity

e Don’t use ESS on untrusted computers
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