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Employee Self Service

You can...

= access from any computer.
= view your earnings summary and check history.
= print past check information.

=  print W2s for past years.



Employee Self Service — Login

Employee Self Service AccountHelp  Register  Login

Log in

User
name

Password {|

““‘; HARRIS -
School Solutio:

Login using the username and password you chose during registration.



Employee Self Service — Home Menu

Home screen menu will have Home—Employee and About ESS. The Home-Employee
menu opens to other menu options.

Employee Self Service

N\

Home-Employee

Home-Employee
Personal

Documents




Employee Self Service—Personal/Payroll Inquiry

The Personal menu contains the sub-menu for Payroll Inquiry, where you can view your
earnings summary and paychecks.

Home-Employee —

Personal

Earming Summary (YTD totals)

View Pay Checks

Documents

About ESS




Employee Self Service — Earnings Summary

You can view and print your earnings summary by year.

Earnings Summary

Earnings Year 2016 . - Select the year
you wish to view.

Gross Wages $11.422.90
Federal Wages $10,366.20
Federal Tax Withheld §714.83
Social Security Wages $11,347.90
Social Security Tax Withheld §£703.56
Medicare Wages $11,347.90
Medicare Tax Withheld $164.55
State Wages $11,222.90

State Tax Withheld $401 14



Employee Self Service — View Pay Checks

You can view and print a statement summary for a specific check date range. You can
view check detail by clicking on a particular check.

My Checks

Start Date 11,2015

End Date | g/4/2016

Select date range and click Search to list pay records. Select check number from list to view pay record.

Date Number Date Gross Net Pay Adj.-Sub Info
05/31/2016 133504 - (Check) 05/31/2016 $2.248.58 $1.190.99 -
04/29/2016 133330 - (Check) 04/29/2016 $2.288.58 $1.217.66

03/31/2016 133174 - (Check) 03/31/2016 $2.258.58 $1.197 66

02/29/2016 133011 - (Check) 02/29/2016 $2.298.58 $1.224.23

01/31/2016 132835 - (Check) 01/31/2016 $2.328.58 $1.244.23

12/18/2015 132689 - (Check) 12/18/2015 $2.298.58 $1.223 .44

11/20/2015 132524 - (Check) 11/20/2015 $2.308.58 $1.230.10

10/30/2015 132369 - (Check) 10/30/2015 $2.448.58 $1.323.13

09/30/2013 132208 - (Check) 09/30/2013 $2.278.58 $1.210.20

08/31/2015 132074 - (Check) 08/31/2015 $2.468.58 $1.336.35

07/31/2015 131943 - (Check) 07/31/2015 $2.458.58 $1.329.69

06/30/2015 131736 - (Check) 06/30/2015 $2.308.58 $1.230.10



Employee Self Service — View Pay Checks

The statement detail will display as a copy of the original statement. From here, you can
also print a copy of the displayed statement.

Check Detail 5

HARRIS SCHOOL DISTRICT SCE
EMELGYEE NAME [EMPLOYEE NUMBER | PAY PERICD END | DEPOSIT DATE | DEPCSIT NUMBER
ELIZABETH TAYLOR | EEEEEE] 10/15/2013 1073172013 | 485664
DESCRIFTION CURRENT ZMOUNT DESCRIFTICN CURRENT AMOUNT ¥TD AMOUNT
Regular Fay 5,852.85 | FED WH 819.74 5,138.54
STATE WH 263.33 2,354.21
55 WH 324.20 324.20
MC WH 75.82 £75.30
VALIC - G. 58.53 523.87
POCO - G.F 402.00 3,618.00
HELLTH-CAF 401.48 3,613.32
VISION-CAF 13.27 125.73
FLEX MEDCL 208.33 1,874.597
GROSS PAY 5,852.85 | 52,393,01 | DISRRILITY 66.293 £02.91
FRINGE BENEFIT 0.00 | 0.00 | UNUM EROD 19.83 179.01
LEAVE DESCRIPTION BALANCE TAKEN IRS RETIRE 351.17 3,143.57
STCE TERTE Ts.00 o oo | FNB FOLK z,847.40 30,216.28
Open Enrcllment — Octcber 21-Movember &, 2013 HWET DEFOSIT 0.00
€31 TECHNOLOGY OUTFITTERS 485664

MOBILE, ALABAMA

DEPOSIT  ###+VDID**#V0ID**#+V0ID*%+ DIRECT DEFOSIT DEPOSIT DATE | DEFOSIT NO. |  AMOUNT |
FEEVOLIDH* S VOID* * =TI 0%+ V0TI * > 10/31/2013 | 4B5664 | o0.00 |

TO THE ELIZABETH TAYLOR
ORDER 541 EAST MATN STREET
OF ROME, G& 30161

NON-NEGOTIABLE DIRECT DEPOSIT



Employee Self Service — Documents

Documents menu contains the sub-menu for View Employee Documents, where you can
view your paychecks, W2s, 1095-Cs and Truth in Salary Statements.

Home-Employee —

Personal v

I View Employee Documents I

About ESS




Employee Self Service — Employee Documents

You can view and print your detail check information by selecting Checks from the drop down menu
and clicking the search button. A list of all your statements will be displayed. You can click on any
statement to view, print, or save it.

Employee Documents

Checks -
Document Document Type Document Date
127566 Check 8/27/2013 11:20:14 AM
128078 Check 9/24/2013 1:53:20 PM
128591 Check 10/29/2013 2:44:58 PM
283 Check 11/20/2013 10:33:29 AM
648 Check 12/17/2013 2:27:14 PM
1016 Check 1/27/2014 10:39:29 AM
1386 Check 2/24/2014 10:16:29 AM
1756 Check 3/20/2014 4:27:59 PM
2132 Check AARIAALL Asm A sas
2508 Check TV GND | CHECE Du HECY, SRR
2883 B 1 v - g S — mgﬁ._m.n?u_
1 2B E
2ot e
: sSal B

2,850.77 11,383.08

EALBNCE.
8ICK 10.00 £.00
FERICHAL. 4,00 1,00
SICK DANE .00 0.00

Board of Education 2132

Pavroll Accaunt

PAY  *¥SSOIDAS4YQIDS***YDID*** DIRGCT DEPGAIT
B T D

70 THE
enren
oF




Employee Self Service-View Employee Documents

You can view and print your W2 records by selecting W2 from the drop down menu and clicking the
search button. A list of all your W2s by year will be displayed. You can click on any year to view, print,
or save the detail record.

Employee Documents

W2 v
Search
Document Document Type Document Date
2013 W2, Board of Education W2 2/6/2014 9:52:35 AM
: ‘Copy B-To Ba Flled WIth Employes E20eEE0 Copy 2-To Be Flled With Employse Stata EEETE
2014 W2| ard of Education FEDERAL Tax Refum OMS No. 15450008 City,orL Tax Rstum OME No. 15450006
3 EMployes soc.seeno. | 1 Wages, 09, oiher comp. | 2 Federal ncometax wineld | | @ Emoyessac.secne. | 1 Wages, s oiher comp. | 2 Federal Income ax winheid
18:389.49 53571 1838945 33571
3 ywages | 4 Soclal sscurhy tx withheld 3 Soclal sscurfywages | 4 Soclal securty tax withineld
o Empioye ID numer [EIN) 2035368 1.261.30 | [b Emplayer 0 numbes (B4 2035368 126150
. 5 Mediare wages and tps | & Medicar tax wimhed L 5 Medicare wages and 1ps | & Medieare mewiinnai
2035368 2508 2035358 23509
‘© Empiayer name, adiress, and 2P tode © Employer name, address, and 2P code
Bibh County Board of Edueation ——
d Contrct Mumter  Conol Numder
2 )
2 Empioyes name, address, and ZIP code & Emoloyes name, address, and ZIP code
7 Socialsacury tps 3 Alloca=a ips 3 Advanie EIC payment 7 Sodkal securty bps & Alocated 15 9 Anvane EIC payment
10 Dapendent 11 123 Coge Ssenet forbox 12 | [10 Dependertcarebensfts |11 Nonqualfedplans | 123 Code See net forbox 12
oo 5837.24 i) 385724
13 SwEutory Employes | 14 Other 120 Coge 13 Stasory Empayes | 14 Other 120 Cote
caF 183800 e 30000 caF 183800 G 30000
Retirement plan n 186413 [12c Coce Retment pan N 168413 [12¢ Coe
X DUE 7335 X DUE 27335
Third-pany sick By 124 Coge, Triru-party sk pay 126 Code
2L | s 20,0588 s | AL ‘ 0a7s1s 2005388 s4523
15 S state 1D numer |15 State waoes, tpe st |17 State income t 15 St siate D numger |16 State ete | 17 StateIncome tax
18 Local wages, fps, &t | 19 Local Income x 20 Locaity name 1 Local Wages, tpe, &tz. |19 Local ncome &k 20 Localry name
Form W-2 Wage and Tax Statement 2013 Dept. of the Treasury - IRS Form W-2 Wage and Tax Statsment 2013 Dept. of me Treasury - IRS
Ths Serviez




Employee Self Service-View Employee Documents

You can view and print your Truth in Salary Statements by selecting Truth in Salary from the
drop down menu and clicking the search button. A list of all your statements will be displayed.
You can click on any statement to view, print, or save it.

Employee Documents

Truth in Salary ~

Document Document Type Document Date
2015 Truth Truth in Salary 6/3/2016 10:30:34 AM
2016 Truth Truth in Salary 1/10/2017 8:52:11 AM

TREPEEHIP Truth in Salary Act ion for Active E
Fiscal Year 2016

Rpt Loc: 0095 - .
Pars Id )

Total Gross Wages for the Fiscal Year: $34.608.00

Total Social Secunty Banafits for Fiscal Year: 3201169
Tetal Modicars Banahits for Fiacal Yaar 470,45
Total Retrement Benefits for Fiscal Year: 5414176
Total Health Insurance Benefits for Fiscal Year: $6.240.00
Tatal SUI Banafits for Fmcal Yaar $3.44
Total Mise Benafits (ex: Life Ins) for Fiscal Year: 5000
Grand Total of Benefits for Fiscal Year: $47,555.34
Total Leave Units Acerued for the Leave Year: 14.00
Total Comp Time Units Accrued for the Leave Year. 0,00
11-Maonth Employees. Eligible for Holidays, Accrued. o
12-Manth Employeas, Eligible for Holidays, Accrued: a
Average Annual Employer Subsidy for PEEHIP Coverage:

Active Single 54,585 80

Active Family: $10,231 68
Total Amount of Employer Contibutions 1o TRS. $737 654554

ge of TRS it
Comparad to the Total Amount of the Trust Fund L04%

The Funded Ratic of TRS as of Fiscal Year 2014, 67.5%



Employee Self Service-View Employee Documents

You can view and print your 1095-C by selecting 1095C from the drop down menu and clicking
the search button. A list of all your 1095-Cs will be displayed. You can click on any year to
view, print, or save the detailed record.

Employee Documents

1095C -
Document Document Type Document Date
2015 ACA1095C 1095C 7/11/2016 3:46:56 PM
2016 ACA1095C "= 1 [T oo L0011k
- ‘m—‘; Provided Health | Offer and Coverage EIHE H 1 651
ﬂ Treasuy ‘ - about Farm 1095-C and its separate in [ comrecten 2@ 16
1 mm-d-?:;y.- |2 Bocu —m‘v_m- RN !T wum;rd DfI_J- - L3 m“_i‘ﬁfﬁﬂmmhrﬁm
3 Gimel a3 rcluding apanmer na T B Siireat arkcrnEn fnEhang oM o SR 101 0 Contert heie= s number
Tﬁvumn B |u Simim o proviees |¢a=..-,-zp-a-qn.—u=w. 1 Gty o i-a ECT L Iﬂﬁ:-i‘v-d?_u_'h.:mwdlm
Eﬂ@l}ﬂerm cowra-nu . Pln;mlhmlh (Enter 2-digit numberk: 19
o L e Fali War A May June Juy Aug | Sept Oct =0 bea”
o 14 f
37, Enotes S | T
1 Framam, {
P % 5 s s ] 5 5 s s s $ 5 3
Socton ASatn sate | i
o |
[ZIAI] Covered individuals )
I Employer provided salf-msured coverage, check the box and enter the information for each covarad Individual. EI
[ T r—n—— 4 554 b DOB O 5860 | jd) Govered {8h Moming of Covorage
rofsvalokt  |odi2montts|jan | Fab | Mar | Aer | May | Juna | Juy | Aug | Sept | Cot | Mow | Dec
O (0000 jojojo|o o m)e
O oooooooooooioc
O ooooo|ooo|ioog| oo
O ooo|ojojojojoojioo|d
O Ooo|o|oo|oo|o|o|jo|jo|d
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Employee Self Service — Account Help

If at any time you forget your username, you can use Account Help.

Employee Self Service Account Help = Register  Login
Forgot Username .

Employee ‘ 84671 ‘

Number

Employee

. amason3434343@hotmail.com
Email

The Account Help allows you to recover your user name with the Forgot Username recovery.
You must enter your Employee Number and your email address and press Recover. An email

with your user name will be sent to your email address. The Forgot Username will not work if
your account has not been confirmed.

G2 Reply (2 Reply All (3 Forward 5 M
Thu 1/12/2017 1:14 PM

nextgeness@gmail.com
ESS User Name

To

ESS User Name: lamason



Employee Self Service — Account Help

If at any time you forget your password, you can use Account Help.

Employee Self Service AccountHelp | Register  Login

L)

Forgot Password

User Name

OR

Employee
Number

You must enter your User Name or Employee Number and press the Recover button. An email
with a ‘reset password’ link will be sent to your email address.

8467

2 Reply (2 Reply All 5 Forward &M
Thu 1/12/2017 1:16 PM
nextgeness@gmail.com
Password Reset Token

To [ Angela Palmire

Please find the Password Reset Token for user name: lamason
Reset Password




Employee Self Service — Account Help

Once you click on the link in the email, a computer generated password is assigned to your
user name. You will receive a message and an email with the new password.

Thu 1/12/2017 1:17 PM

nextgeness@gmail.com

New Ess Password

To M Angela Palmire

Please find the Password Reset Token
TAWJIPp

You can then login with the new password. The password can be changed (instructions on
following slide). The Forgot Password will not work if the your account has not been
confirmed.



Employee Self Service — Manage Account

You can manage your account by clicking on your user name in the toolbar.

Manage Account.

You're logged in as rsmith

Change account m

Change password
You can change your password by

Current password
entering their current password and
i nnctstay the new password.
Confirm new
password

Employee Information

Empluyuuumhr .
You can change the name and email

User Name o & address associated with your ESS
account.

First Name ray

Last Name Smith

Email

rsmith@harmischools.arg

No Alert Emails L_I



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Home screen menu will have Home–Employee and About ESS.  The Home-Employee menu opens to other menu options.  
	The Personal menu contains the sub-menu for Payroll Inquiry, where you can view your earnings summary and paychecks.  
	You can view and print your earnings summary by year.   
	You can view and print a statement summary for a specific check date range. You can view check detail by clicking on a particular check.  
	The statement detail will display as a copy of the original statement. From here, you can also print a copy of the displayed statement.  
	Documents menu contains the sub-menu for View Employee Documents, where you can view your paychecks, W2s, 1095-Cs and Truth in Salary Statements. 
	You can view and print your detail check information by selecting Checks from the drop down menu and clicking the search button. A list of all your statements will be displayed. You can click on any statement to view, print, or save it.  
	You can view and print your W2 records by selecting W2 from the drop down menu and clicking the search button. A list of all your W2s by year will be displayed. You can click on any year to view, print, or save the detail record.  
	You can view and print your Truth in Salary Statements by selecting Truth in Salary from the drop down menu and clicking the search button. A list of all your statements will be displayed. You can click on any statement to view, print, or save it. 
	You can view and print your 1095-C by selecting 1095C from the drop down menu and clicking the search button. A list of all your 1095-Cs will be displayed. You can click on any year to view, print, or save the detailed record. 
	If at any time you forget your username, you can use Account Help.  
	If at any time you forget your password, you can use Account Help.  
	Slide Number 16
	You can manage your account by clicking on your user name in the toolbar.

