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QSS EMPLOYEE SELF SERVICE (ESS)

Employee Self Service (ESS) is a secure, web-based portal,
available through the Mariposa County Unified School District,
Information Services Department.With ESS, employees can
review their specific personal and work-related information,
such as pay history, leave balances, credentials/degrees and W2

information.

Web Address -http://www.mariposa.k12.ca.us/



http://www.mariposa.k12.ca.us/

MCUSD - Main Webpage

MARIPOSA COUNTY UNIFIED SCHOOL DISTRICT
OFFICE OF EDUCATION

EVERYONE A LEARNER EVERYDAY



http://www.mariposa.k12.ca.us/
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ESS Home Screen - Login

e Click on the “Login” T ———

version: 1827 Q88

button if you are a
registered user.

Useful links: ATTENTION: This is a private system operated for the Mariposa County Unified School District and Office of Education.

Autharization from the Mariposa County Unified School District and Office of Education Information Systems Department is

login {if you have a user ¢ : . : b . !
= required to use this system. Use by unauthorized persons is prohibited and may result in prosecution.
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e Click on the “register”
button if you are first
time user.

%% Welcome to the Mariposa County Unified School District
g g and Office of Education
% 3 Employee Self Service (ESS) portal

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

+  View your W2 information from 2004 to the current year!

e For the purposes of this
presentation we are
going to assume
everyone is a first time
user.

NEW USERS: Please click on “register”

ATTENTION: If you do not know your employee ID number, please look on your paycheck stub on the top left hand corner or
contact payroll.

ALREADY REGISTERED? Click on “log in”

For questions about the information and records provided via this service please contact the payroll department
at 209-742-0228.




ESS Pre-registration Form

Employee Self Service

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: ~© |ndwyer@mcusd.org

| Start registration | Cancel

Notes:

* [f you have previously logged-in as a Staff user then go to the ESS login page . select "Sitaff" as the user-type, and enter your ESS user name and password.
» [District employees able to login to QCC (the HR and Finance system) do not need to register. Go to the ESS login page , select "QCC" as the user-type, and enter your QCC user name and QCC password.

* Enter your Mariposa County Unified School District email address to start the ESS registration process.
e Click “Start Registration. You will then receive an email with further instructions on how to register with ESS.

e Find the email from “noreply - Confirmation for new ESS user”. Click on the link provided to confirm registration

Note
* If you do not know what your MCUSD email address is, please contact your department secretary. e If you do not have an

MCUSD assigned email address, for example if you are a substitute, you may use a personal email address to register for this
service.




ESS Registration Page

All fields on the Staff Registration Form need to be completely filled out!

The email from the previous step will take you back to the
website to the Staff Registration Form

*Employee number, please refer to you latest pay stub for this
information or contact the HR/Payroll Department for your
employee |ID number.

*Work/Home email —Enter your MCUSD Work email in the
Work email field and a personal email address in the Home
email field.

*You will also be prompted to create a security question during
registration.You will only need this information to verify your
identity when resetting your password in ESS.

e Click “Complete registration”

*If you do not have an MCUSD email, enter your personal email
address in both the Work and Home email fields.

Employee Self Service
version: 1027 QS8

Staff Registration Form

The final step of ESS registration is to complete the form below

* indlcates required fields

Lastd-digits of SSN: * || Birth date: * [January v|[1 v][1970v]
Employee number: D

Email addresses:

Work email; * ‘ndwyer@mcusd.org

Home email: : \ \

Choose a login name and password:

Login name: * ‘ choose a login/user-id name ‘ (3-30 characters)  help—

Password: *| | (8-40characters) help—

Confirm password: ~ \ ‘

Challenge question: * |Whatis your favorite sports team? v|

Your answer: : \ |

{ Complete registration | Cancel

Notes:

* [ you have previously logged-in as a Staff user then go to the ESS login page , select "Staff" a3 the user-fype, and enfer your ESS user name and p
* [Distnct employees able fo login fo QCC (the HR and Finance system) do not need fo register. Go fo ffie ESS login page., select "ACC" as the usery




Logging Into ESS

* When logging into ESS, make sure to
set your User type to Staff.

*Enter the Username and Password
you created during when you
registered for ESS

*If you have forgotten your username
or password, you can use the forgot
username or password links next to
those fields to reset this information.

Employee Self Service
version: 1827 Q55

You have logged out.

Login for ESS

All users must be registered prior to accessing the system.

User type: 3

User name: | | @) Forgot username?
Password: | | 3 Forgot password?
[Logn |

[.new staff user | - register as staff (district employee) 2



ESS Main Page

Employee Self Service

wersion: 1827 XSS
ome >

Useful links: ATTENTIOM: This is a private system operated for the Mariposa County Unified School District and Office of Education.
Update Forms | Authorization from the Mariposa County Unified School District and Office of Education Information Systems Department is
required to use this system. Use by unauthorized persons is prohibited and may result in prosecution.

UNIFIE,
éq“ "%é— Welcome to the Mariposa County Unified School District
g 2 and Office of Education

% 5 Employee Self Service (ESS) portal

You will now be able to:
=  Miew all yvour available balances! [Sick Leawve, Vacation, Personal Necessity]
- View your most recent and prior payroll information!
- View your W2 information from 2004 to the current year!

MEW USERS: Please click on “register”

ATTENTIOM: If you do not know your employee ID number, please look on your paycheck stub on the top left hand corner or
contact payroll.

ALREADY REGISTERED? Click on “log in”

For guestions about the information and records provided via this service please contact the payroll department
at 209-742-0228.




“My Info” Employee Information

* Place mouse over FmPlojee Sef Servee
the “my info”
drop down menu.

Useful lirrss ATTENTION: This is a private system operated for the Mariposa County Unified School District and Office of Education.
Update Forms Autherization from the Mariposa County Unified School District and Office of Education Information Systems Department is
required to use this system. Use by unauthorized persons is prohibited and may result in prosecution.

Welcome to the Mariposa County Unified School District
and Office of Education
Employee Self Service (ESS) portal

e List of three
information areas:

You will now be able to:

+ View all your available balances! [Sick Leave, Vacation, Personal Necessity]

Personnel
Payroll
| eave

+ View your most recent and prior payroll information!
«  View your W2 information from 2004 to the current year!

NEW USERS: Please click on “register”

ATTENTION: If you do not know your employee ID number, please look on your paycheck stub on the top left hand corner or
contact payroll.

ALREADY REGISTERED? Click on “log in”

For questions about the information and records provided via this service please contact the payroll department
at 209-742-0228.




Employee Personnel Information

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

Employee Self Service

Qss

e “Personnel Info” includes your

demographic data such as address, Norma Dwyer SR
phone number, etc. BTy e T teme | WeacA | Coumas | Do | Nanersy
First name: Norma Employee number: -
. . . . referred name: istrict: Mariposa County Unified Sch D (1
e If any information on this screen is M A R TR
. Last name: Dwyer Work phone:
Incorrect or out of date, please fill out i T
Street: ire date:
an ‘Employee Change Form’ form tn:w::- :a.::l:.;-
o State: _
located on the MCUSD website: e
Business Services/Forms/Employee sl ot
Birth date:
Change FOI"m Other phone:
- Emergency Information -
Contact name:
*Note: Select Personnel Information was hidden for privacy "::32::::::
purposes, but you will see your own information displayed Spouse name:
in those areas. medicafon:




Employee Payroll Information

* In*Pay History” you can view your pay Employee Self Service

wversion: 1827 QSS

information from any past payroll period we

have on file. (Mywbos |
Norma Dwyer [

e History includes the check number or direct Pay History

dePOSit numbel", t)’Pe Of tl"ansaCtion, date Direct deposit is selected instead of paper chec

Pa|d and the net pay. Go Green: Paper paystubs are selected in addit
Starting date paid: | 6 months ago ~ |

 You can view or print a copy of your pay-

. . « ” . . Q0070982 M 07/31/2020 Yes

stub if there is a““Yes” in the image column. EEEEEEE R EEERER Yor
00070531 M  05/29/2020 Yes

*Note: Select Personnel Information was hidden for privacy 00070247 M  04/30/2020 Yes
purposes, but you will see your own information displayed in those 00069940 M  03/31/2020 Yes
G, 00069646 M  02/28/2020 Yes




Employee Leave Information

The “Leave” area is where you can view your leave balances and past usage history.

The Leave screen contains employee leave balances as of Employee Self Service

ersion: 19.27 QSS

prior month’s timesheet.

Norma Dwyer
Leave Group: "CLASS MANAGEMENT (02)"

Personnel Info Pay History Leave _

It will display available balances for Vacation, Sick, PN,
Extended Leave, Family Leave, and Workers Comp

e Each leave type can be expanded to show:
v Individual leave transactions
v" Usage detail (click “show all detail)

Calendar view

Balance (days) |Usage

Leave Category | Actual | Avail |(days)|Notes
Balance (days)|Usage

Leave Category |Actual | Avail [{days)|MNotes
Starting: | this fiscal year v show all details

*Note: Select Personnel Information was hidden for privacy purposes,
but you will see your own information displayed in those areas.

Vacation

Sick Leave

Personal Necessity

Discretionary Pn
Extended Leave
Family Leave

Workers Comp




ESS W-2 Screen

2009

Employee Self Service

e Click on the year
and a copy of your
selected W-2 or
ACA form will

BCTSCIRA  Type o Description -

appea I, 2019 W-2 W2 TAX YEAR 2019
2019 ACA ACA TAX YEAR 2019
2018 W-2 W2 TAX YEAR 2018
2018 ACA ACA TAX YEAR 2018
o - . 2017 W2 W2 TAX YEAR 2017
YOU can Prlnt thlS If 2017 ACA ACA TAX YEAR 2017
2016 W-2 W2 TAX YEAR 2016
necessary. 2016 ACA ACA TAX YEAR 2016
2015 W-2 W2 TAX YEAR 2015
ACA ACA TAX YEAR 2015




ESS Credentials, Degrees, Name History,
Positions and Education Screen

“Credentials” will be useful to certificated employees. ([ _——_—_

You can view your active credential records that
NormaDwyer. !

MCUSD has on file.
\

Pum[llo‘ Payl-lmy| Leave W2ACA {Creuemials Degrees Nﬂrll-my‘ Positions | Education ‘
WIR--USN  Expiration | .| lssue .
ocumen -, Date ate
IEr un

“Degrees” will list all your degrees that MCUSD has on
file.

“Name History” will be useful to track name change
history that MCUSD has documented.

“Positions” will display your position(s), start date, site
location, and salary information.

“Education” will display completed units that MCUSD
has on file.



ESS Forgot Username/Password

In order to reset a forgotten password you
must know your username.

You can retrieve your username from the
Forgot user name link and receive an e-
Mail with this information.

If you know your username, you can use
the Forgot password link to receive a new
temporary password through e-Mail.

You will need to provide information about
yourself in both links to generate an e-Mail
to retrieve or reset this information.

Employee Self Service
version: 1827 QSS

You have logged out.

Login for ESS

All users must be registered prior to accessing the sysfem.

User type:

User name:

Forgot user name?

Password:

W Forgot password?

| Login |

[new staff user ]| - register as staff (district employee) (3




ESS Security Considerations

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

e ESS will log you out after 10 Minutes of inactivity

 Don’t use ESS on untrusted computers
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