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


ESS Home Screen
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• 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

• Your new Home Screen will
now have Gustine USD

• Click on the “Login” button if
you are a registered user.

OR
• Click on the “register”

button if you are first time
user.

• For the purposes of this
presentation we are going to
assume everyone is a first
time user.
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ESS Pre-registration Form
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• 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



ESS Registration Page
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All of the fields are 
REQUIRED

If you do not know 
your employee ID 
number, it can be 
found on your 
paycheck stub, or  
please contact your 
department secretary 
or the HR/Payroll 
Department for this 
information.

District = GUSD (14)
Your work e-mail will 
already be pre-filled 
and you cannot 
change it.



Logging into ESS

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

• Enter your Username and
Password that you just
created.
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Username



ESS Main Page
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name



“My Info”

• Mouse over the “my info” 
drop down menu.

• List of two information 
areas: Personnel and Payroll 
(Leave information is also coming 
in the future, for now it is 
available in Aesop)
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My Info - Personnel

• “Personnel” is broken
up into three areas:
Personnel Info,
Credentials, and
Name History.
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ESS Personnel Info Screen

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

• If any information on this
screen is out of date,
please fill out a ‘Change
of Address’ form from
the link available on the
ESS home page.
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Name          (emp#      )



My Info - Payroll

• “Payroll” is broken up
into two areas: Pay
History and W-2’s.
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ESS Pay History Screen
• In “Pay History” you can

view your pay information
from any past payroll period
we have on file.

• History includes the check
number or direct deposit
number, type of
transaction, date paid and
the net pay.

• You can view or print a copy
of your pay-stub if there is a
“Yes” in the image column.
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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
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Name     (emp#      )



ESS Credentials Screen

• “Credentials” will be useful
to certificated employees.
You can view your active
credential records that
MCOE has on file.
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Name      (emp#      )



Name History Screen

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

• Don’t save the username and password for ESS on your computer

• ESS will log you out after 10 Minutes of inactivity

• Don’t use ESS on untrusted computers
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