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Employee Access Quick Reference Guide (DV) 
 

Logging into EA can usually be done directly from the district website. 
 
In the Login area, select Employee Access.  Enter Login name & password, then click Sign In 
button. 
 

 
 
Note:   

 If a user has access to other areas, then “All Areas” could be selected, which displays 
areas the user has security access to (such as Educator Access, Student Management, 
etc).    

 If a user does not currently have access, they will be prompted to change their 
password after the initial log in.  Enter a new password if prompted, and then click 
Submit.  Click OK on Password changed successfully message 
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The main Employee Access screen displays.  Users can select Employee Information or 
Time Off from this screen. 
 

 
 
Employee Information 
 

 
 
 General Information:  District News, Personnel Info, Change Password and Report 

Options. 
 Calendar:  Displays a calendar and includes any District News items in lower portion of 

screen. 
 Payroll:  Displays a sub-menu which includes Check History, Check Estimator, Calendar 

YTD, Fiscal YTD, Direct Deposit Information (bank name & routing # only, account code is 
masked & will not display), W2 and W4 information. 

 Personal Information:  Various types of information available including phone & address, 
personnel information, professional development, assignments, pay history, time off status. 
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Employee Information, General Information, Report Options 
Selections are available to create reports on Calendar and Fiscal Year to Date information, as 
well as Check History information.  Click the checkbox on right side of report information 
desired.  Click Print to display report. 
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Tip: Use the Back button in the upper right to return to a previous screen.   
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Employee Information, Payroll, Check History 
 
Check History displays paychecks processed to date in WESPaC.   
 

 
 
1. Highlight a check 

 
2. Click Show Check 
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Employee Information, Payroll, Check Estimator 
Check Estimator can be used to estimate net pay based on changes to federal tax withholding 
status, misc. deductions, pay changes, etc. 
 

 
 

 
 
Click Continue Check Estimator Process 
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After clicking Calculate Check, a print queue screen will display.  
When Request is complete, click View Report 
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Employee Information, Payroll, Calendar YTD 
 

 
 
Calendar YTD displays calendar (January – December) year to date pay, deduction, and 
benefit information totals, sorted by year with most recent at top of list.  Highlight the desired 
calendar year and click Show Calendar YTD. 
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Year to date information can be printed by clicking the Print button in upper right of screen. 
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Employee Information, Payroll, Fiscal YTD 
 

 
 
Fiscal YTD displays fiscal year to date pay, deduction & benefit information totals (September 
– August).  Highlight the desired fiscal year and click Show Fiscal YTD. 
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Fiscal to date information can be printed by clicking the Print button in upper right of screen. 
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Employee Information, Payroll, Direct Deposit Information 
 

 
 
Direct Deposit Information displays bank name and routing number for net pay and/or any 
deductions set-up via for electronic deposit.    
**Important note:  Bank Account information is masked. 
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Employee Information, Payroll, W2 Information 
 

 
 
W2 Information contains W2 data, by year.  Highlight the desired fiscal year and click Show 
W2 Info. 
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W2 information can be printed by clicking the Print button in upper right of screen. 
 

 
 
To view a W2 formatted report that looks like the official W2 click View W2 
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Employee Information, Payroll, W4 Information 
 

 
 
View current W4 data on file in payroll via the W4 Information button (the W-4 relates to federal 
tax withholding status).  Highlight the line displayed and click Show W4 Info. 
 

 
 
A small display window will appear with the information currently on file.  The information can 
be printed by clicking Print in upper right. 
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Employee Information, Personal Information 
 

 
 
Employee Information, Personal Information includes Employee name, hire date and 
demographic information, such as address, mailing address (if applicable), phone number(s), 
e-mail address, etc.   
 
Note:  There is also a menu tree on the left side of screen where additional selections can be 
made. 
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Time Off   
 
Click the Time Off button in order to display leave information.   There are currently two (2) 
options that display:  Previous Version of Time Off and My Time Off Status.  
 

 
 

Click on My Status 
 
Time off information displays for any time off groups the employee has available. In the 
example below, the employee has two (2) types of leave – Personal Leave and Sick Leave.  
There are columns for each time off code indicating allocated, used, remaining and available 
hours. 
 
Click the arrow next to the time off code to see detail information for that leave type. 
 

 
 
In the example following, the employee has a current sick leave balance of 83.21 hours.  
History shows 7 hours of sick leave taken on 10/26/2011. 
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To Exit EA click Exit at the top right of screen. 
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