Employee Self Service
Lite



Employee Self Service

Employees can...

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

=  print W2s for past years.



Employee Self Service — Register

Registration on Log In screen

/ Log in - Employee Self Service % \'F

/(-\ https://payroll.pickens.k12.ga.us/EmployeeSelfService c ||Q59arch ! B8 & A& ©
N

Most Visited @ Getting Started

Account Help Register Login

Employee Self Service

Enter Web Address for ESS into your browser.

Log in

User

name .

Everyone must register as a user

Password for ESS using their social security
-~ number and employee number
7 4 HARRIS g _ :
I\ school solutions [l (same as social security number).

NOTE: Internet Explorer version 9 and below are not supported in ESS.
The Internet Explorer browser must be version 10 or above.



Employee Self Service - Register

All employees must create an account in ESS.

Create a New Account

Use the form below to create a new account.
Passwords are required o be a minimum of 6 characters in length.

User name

Email

First Name

Last Name

Social Security Number

Employee Number

Employee chooses their own User Name and
Password. User name should not contain
any special characters or spaces.

Social Security Number and Employee
Number combination is validated in the
payroll system.

Email address will be used to send all
notifications from ESS. This does NOT have
to be a school district assigned email
address. It may be an employee’s personal
email address.

To: @ Angela Palmire

Password Your Employee Self Service account confirmation
me@me.com
Confirm password Sent: Fri 5/16/2014 9:50 AM

Thank vou for signing up with us! Please confirm your registration by clicking the following link:
Sample e-mal .
Confirmation Link

In case vou need it, here's the confirmation code: dIKg0-xx2¢3iCLQ8imv_BQ2

An email, with a confirmation link, will be sent to the email address the user provided when
creating their account. User must use the confirmation link in the email to be confirmed as an

authorized user for ESS.




Employee Self Service — Account Help

Account Help allows the employee to recover their password.

Employee Self Service

Forgot Password

User Name

or m——

Employee
Number =

Account Help Register Legin

The Account Help allows a registered employee to recover their password
with the Forgot Password recovery. The employee must enter their User
Name or Employee Number and press the Recover button. An email with
a ‘reset password’ link will be sent to employee’s ESS email address.

Once the employee clicks on the link in the email, a computer generated
password is assigned to their user name. The employee will receive a
message and a email with the new password. The employee can then
login with the new password. The password can be changed (instructions
on page 33). The Forgot Password will not work if the employee’s
account has not been confirmed (see previous screen).

2 Reply 52 Reply All (5 Forward 55 1M
Thu 1/12/2017 1:16 PM
nextgeness@gmail.com

Password Reset Token

To

Please find the Password Reset Token for user name: lamason

Reset Password * MNew Ess Password

Account Help Register

Thu 1/12/2017 1:17 PM

nextgeness@gmail.com

T lire

Please find the Password Reset Token
IAWIPp




Employee Self Service — Account Help

Account Help allows the employee to recover their user name.

Employee Self Service

Forgot Username

Employee

‘ 84671
Number |

Employee
Email

amason3434343@hoctmail.com

2 Reply 2 Reply All (3 Forward ‘S 1M
Thu 1/12/2017 1:14 PM

nextgeness@gmail.com
ESS User Name

To

ESS User Name: lamason

Account Help Register Legin

]

The Account Help allows a registered employee to
recover their user name with the Forgot Username
recovery. The employee must enter their Employee
Number and their ESS email address and press the
Recover button. An email with their user name will be
sent to the employee’s ESS email address. If the email
address entered does not agree with the email address
the employee register with, a message will be
displayed and no email will be sent. The Forgot
Username will not work if the employee’s account has
not been confirmed (see page 4).



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 will follow the links to the menu options they want.

Employee Self Service

Home-Employee = Home-Employee A l I s
\ € Task List \

Persanal

itions I

Coun

Payroll Changes

Leave

4 4 4| 4| »

\Documents /

About ESS

Employee Self Service

. 7% HARRIS

‘\\‘5’ School Solutions i
Welcome to ABC County El

About ESS




Employee Self Service—Personal/Payroll Inquiry

The Personal menu contains the sub-menu for Payroll Inquiry which includes the Inquiries
available for the employee.

Home-Employee —

Personal

Earning Summary (YTD totals)
View Pay Checks

Documents v

About ESS



Employee Self Service — Earnings Summary

Employees can view and print their earnings summary by selecting the year they wish to view.

Earnings Summary

Back . Print
Earnings Year | 2016 v
Gross Wages $11,422.90
Federal Wages $10,366.20
Federal Tax Withheld 5714.83
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-Earnings Summary (W2)

Employees can view and print their W2 for the selected year.

Earnlngs Summary ‘Copy B-7a Ba Al WE Employse 200803 09y 2Ta 3a Fild With Evployes Sista BALEH
FEDERAL Tax Refurn. OME Mo, 15450008 o Local incoms Tax Rstem OMB No. 15450008
. FETPOEERC B0 | 1 WO f6, OeCOND | £ Fad nenstm wtteeld | | @ Ereovessc e | 1 Wades, s o comp | 2 Tt loone Stwnen
Print L BT 183845 387
3 iywages | 4 Sooalseartymewmnent || 3 wages (4
Earnings Year 2013 v ' & summa::;; emwmmlﬂ ?Tlnm.m smm%: & Uafcae G wihhel
o] B 235368
& EMphyerTame, adiss, 0207 cod. © Enpaetra, i, ¥0 2R e
P
Gross Wages
g $22,189 68 S— S—
fwmmmnmm ?Mnm.mazwm
Federal Wages $18.389 49 ’
Federal Tax Withheld 5935 71 7 Socd securty s 2 Blaciat s 2 Advance EIC payment 7 Soad sesmrty fpe 5 Mociecips. 2 Advance BIC payren
10 Dpenenlce benetts |19 NOQEFRIPEE 123 Col SiLRLGHiZ | (10 Deperdeoacenss |01 MegiaMenane | 123 Code Seelme oo
jiad 1] b kLY
Social Security Wages il e
ty Wag $20,353.68 SR ey B L
x DUE ELES
Trirparty sk Fa3y 121 Code
Social Security Tax Withheld $1.961.90 P i T
15 St Erpoyerstaie iDnuvber | St woges, tps el | 7 Siateincome tan
1% Lo wages, s lr, | 13 Locdl reome 20 Lcally rane
Medicare Wages $20 353.68
s ) Fom N Wagema Tu sateme. 2019 Do oimeTEENy RS Fomn W2Wigeand TmSabmet 2013 Deft. o e Ty - IRS
THe
Medicare Tax Withheld 399509
State Wages $20.053 68

State Tax Withheld 864629



Employee Self Service — View Pay Checks

Employee can view and print check/statement summary for a specific check date
range. The employee can view check detail by clicking on a particular check.

My Checks
Start Date 1/1,2015 |
End Date :s;mms . | Search

Select daie 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 | 52.248.58 | $1.190.99 | =
04/29/2016 133350 - (Check) . 04/29/2016 $2.288.58 . $1.217.66
03/31/2016 : 133174 - (Check) . 03/31/2016 | 52.258.598 . $1.197.66 :

02/29/2016 133011 - (Check) . 02/29/2016 52.298.58 . $1.224.23
01/31/2016 : 132835 - (Check) . 01/31/2016 | $2.328.58 . 51.244.23 :
12/18/2015 132689 - (Check) . 12/18/2015 52.298.58 . $1.223.44
11/20/2015 : 132524 - (Check) . 11/20/2015 | 52.308.58 . $1.220.10 :
10/30/2015 132369 - (Check) . 10/30/2015 52.448.58 . $1,323.13
09/30/2015 : 132208 - (Check) . 09/30/2015 | $2.278.58 . $1.210.20 :
08/31/2015 132074 - (Check) . 08/31/2015 52.468.58 . $1.336.35
07/31/2015 : 131943 - (Check) . 07/31/2015 | 52.458.58 . $1.329.69 :

06/30/2015 131756 - (Check) 06/30/2015 52.308.58 $1.230.10



Employee Self Service — View Pay Checks

If an employee has extra pay, pay adjustments or substitute pay for a specific check,
they can view detail information about the pay by clicking on Adjusts/Sub Details link.

My Checks
Start Date 1;1/2015

End Date gi4/2016

Date

05/31/2016
04/29/2016
03/31/2016
02/29/2016
12/18/2015
11/20/2015

10/30/2015

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

Number

133579 - (Check)
133425 - (Check)
133252 - (Check)
133089 - (Check)
132769 - (Check)
132602 - (Check)

132437 - (Check)

Date

053142016

04/29/2016

03/31/2016

02/29/2016

12/18/2015

11/20/2015

10/30/2012

Gross

$195.00

$65.00
$195.00
$260.00
$130.00
$195.00

$227.50

Net Pay Adj.-Sub Info

$180.08 | Adjusts/Sub Details |

$60.03 | Adjusts/Sub Details

$180.08 | Adjusts/Sub Details

Pay Adj -Sub Info

Adjustments to Pay/Substitutes List for:

Subbed For Date
WILLIAMS, 4/28/2016
WILLIAMS 4/26/2016
SMITH, - 4/4/2016
LIGHTSEY, . 4/26/2016
CHuc, 4/14/20186
CHucC, . 4/15/2016
Totals

Day(s)
0.50
0.50
0.50
0.50
0.50
0.50

Pay Rate
§65.00
$65.00
$65.00
$65.00
$65.00
$65.00

Paid
$32.50
$32.50
$32.50
$32.50
$32.50
$32.50
$195.00




Employee Self Service — View Pay Checks

Employee’s detail check information can be displayed and printed.

Check Detail ,

deedee

0001171 Print button.
15T AVENUE
WATSON, AL 35181

Check Information ,’ HARRIS

Check Date. 02/28/2013 (

Pay Period Ending. 02/28/2013 “- School Solutions §

Check Number: 124420

Note:

Net Pay

|__Current
Gross Pay $7.44032 510,841 24
Total Deductions - Mandatory ($1,664.78) ($2,464.39)
Tolal Deductions - Other (3610.42)  (5917.69)
$5.165.12

Earnings

| Current pm Deductions - Mandatory
REGULAR  §744032 $1084124 000  CETPTrva— WY

0,00 JYSTCYN $569.18  $829.35
Federal 380097 51,203.66
Bank Accounts State $204 63 $431.38
Accountll Amount]
#1255 $5.165 12
s Deductions - Other
Category ________________Current|
RETIREMENT W/H $558.02 %813.09
AEA NON CERTIFIED DUES $11.65 $23.30
NEA NON CERTIFIED DUES 51075 $2150

VALIC ANNUITY WITHHOLDINGS  §30.00 $60.00

Total Deductions - Other $610.42W$917.89




Employee Self Service — View Pay Checks

If the district is using Harris School Solutions' Document Service product to produce their checks and
statements, the check/statement detail will display as a copy of the original check/statement. The
employee can also print a copy of the displayed check/statement.

Check Detail PE

ymatic Zoom

HARRIS SCHOQOL DISTRICT BOE
EMPLOYEE NAME [EMPLOYEE NUMEER | PAY PERICD END | DEPOSIT DATE | ‘DEPOSIT NUMBER
ELIZABETH TAYLOR [ 985999 10/15/2013 10/31/2013 | 485664
DESCRIFTION CURRENT BMOUNT DESCRIPTION CURRENT AMOUNT ¥TD AMOUNT
Regular Pay 5,852 .85 | FED WH 819.74 5,138.54
STATE WH 263.33 2z,354.21
55 WH 324.20 324.20
MC WH 75.82 €78.30
VALIC - G. 58.53 523.9%7
POCO - G.F 402,00 3,618.00
HEALTH-CAF 401.48 3,613.32
VISION-CAF 13.47 125.73
FLEX MEDCL 208.353 1,874.97
GROSS DAY £,852.8C | £3,.30%.01 | DISABILITY 66.99 02,81
FRINGE BENEFIT 0.00 | 0.00 gRSHU“RE¥{I}§E 3%?-53 5 ﬂg-g%
LEAVE DESCRIPTION BALZNCE TAHEN : ' -
STCE TELE e 0h 5 5o | FNB POLK Z,847.40 30,216.28
Cpen Enrcllment — Octcker 2l-November &, 2013 WET DEFOSIT 0.00
CS1 TECHNOLOGY OUTFITTERS 4 8 5 6 6 4

MOBILE. ALABAMA

DEDQSIT  #+++VOID+++V0ID+*++V0ID+** DIRECT DEPOSIT DEPOSIT DATE | DEFGSIT Wo. |  AmoomT |
*EANOLID* = VOLD* = =VOLD** =VOID**= 10/31/2013 | 465664 | 0.00 |

TO THE ELIZREETH TAYLOR
ORDER 541 EAEST MATN STREET
OF ROME, GA 301l

NON-NEGOTTIABLE DIRECT DEPOSIT
Print toolbar is at

bottom of check display.




Employee Self Service-Documents

Documents menu allows the employee to view their personal documents under View
Employee Documents.

Home-Employee —

Personal v

View Employee Documents

About ESS




Employee Self Service-View Employee Documents

Employee can view and print their detail check information by selecting checks from drop down and
pressing the search button. A list of all the employee check/statements will be displayed. Employee
will then click on the check/statement to view and the check will open in a separate browser tab.
The check/statement can then be printed or saved. Each tab that is opened with detail records must

be closed manually when logging out of ESS.

Employee Documents

Checks v
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 M
17656 s e
]
2132 —%ﬂ%@% ey R
2508 : i
2883 i e
e o 251 L :—»I«a 3
%‘_ SN

30,43 iz,
DESCRLET 1M . 403 FIRAT ST AT 2,800.77 11,5€3 08
Ik 15,45 £.00
FERSCHAL 4.00 1.00
SICK BENE R alen

WAT PAT

Beard of Education 2132
Paurall Account

FAY  YESTUQIDFEVYQIDA*YIVOIDYY* OIRSCT . DEEQSIT
e HQOIDe FROIDTS PYOI0a* FUIDe T

Ta T
CRDER
ar




Employee Self Service—View Employee Documents

Employee can view and print their W2 records by selecting W2 from drop down and pressing the
search button. A list of all the employee W2s by year will be displayed. Employee will click on the
W2 to view the detail record. The document will open in a separate browser tab. The W2 can then
be printed or saved. Each tab that is opened with detail records must be closed manually when
logging out of ESS.

Employee Documents

W2 -
Document Document Type Document Date
2013 W2, Board of Education Wwe 2/6f2014 8:52:35 AM
2014 W2 Board of Education W2 1/19/2015 12:27:50 PM
‘Copy 570 BaFlked Wi Emplayse EEE) ‘Cogy 270 B Filed With Evpluyes i B
FEDERAL Tax Betirn DS o 5450005 iy, or Loeal incoms Tax Rstum OB e, 1545008
3 Empioyes soc e, | 1 Waoss, e, oiher conp | 2 Federa naomstiawieald | | @ Erearessac serc | 1 Wages tps ober wonp | 2 Fesenlincone miwwhe
DL ] iTE-T] 387
3 ood semywates | 4 Sood seaurty Boainetd 3 Sxialsmatywagss | 4 Swcllszatytan el
D = a5 126130 | | b Erphrer D rurber BN W358 26130
S MO A3gs W01 | © Neoce EeTheg e 5 wemcare wages a0 s | & wemcaE trwnnen
IS -10) WIEs =1
= Erphyer rame, adiiss, 2P wle © Enpioyerrane, aliress, #U P Wi
BID Coamty Boerd of SAaln =
@ Cartm Nummoes “Cortr e
] o]
= Evplayes hare, aottess, and IF s & Erpluree namz. ek, 2F e
7 stoa sy s = miscaea s = Ao EIC payrent 7 5003 secemy ope = MoczE = Anarce SCETET
10 DepenENl e OzNDs |17 MDQRITEIDEE 123 COR S:ePELMCIGNIZ | |10 Deenden acenes |91 Wosgeanesgane | 123 Cote Semmd oot iz
53720 sam
13 Staumy Snpopes | 14 Ofer 120 Coe 13 Sy Erghyes |14 Cloer = Cote
3 fra) [ 2080 cr 180 s 3000
Retrenent pan a1 s6a13 122 Cooe Fatrre pan ' 1852 12 Gaoe
2 nE x e 7%
frrep——— 12 Coke Triraparty sk pay 28 Coe
AL |m1= 0085 | [aL [ wes MiseE| 424
15 b smEuwE pe s | 5 = et nagtps st | 7 Sateincmeta
18 Locavages g ex |12 Localincome ax 20 Locatty name 1% loaimages Tie s |3 Loca reomean 2 Locallyrane.
Form W2 Wags na Tax Siaterant 23 Dept of e Treamry- RS Form W-2Wiage and Tax Statsment 013 Dept. of e Tressury - IRS
s




Employee Self Service-View Employee Documents

Employee can view and print their Truth In Salary documents by selecting Truth In Salary from drop down

and pressing the search button. A list of all the employee’s document by year will be displayed.
Employee will click on the document to view the detail. The document will open in a separate browser
tab. The document can then be printed or saved. Each tab that is opened with a detail record must be
closed manually when logging out of ESS.

Employee Documents

Truth in Salary -

Document Date

6/3/2016 10:30:34 AM
1/10/2017 8:52:11 AM

Document Document Type
2015 Truth Truth in Salary
2016 Truth Truth in Salary
\ TREPEEHIF Truih in Salary Péu‘:c’al mation lor Astiva
Rpt Loc: DOQE -

Pars id:

Tatal Gross Wages for tha Fiscal Yoar
Total Social Security Benefite for Fiscal Year
Total Mediware Benefits for Fiscal Year

Tatal Retiramant Banafits for Fiscal Yaar

Total Healh Insurance Benefis for Fmscal ¥ear
Total Ul Benefits for Fiscal Year:

Total Mise Banafits (ax: Lifs Ins) for Fiseal Yaar
Grand Total of Benefits for Fiscal Year:

Total Laava Units Accruad for the Laava Yaar

Total Comp Tima Units Accrued for the Leave Year
11-Month Employees, Eigible for Holidays, Accrusd:
12-Month Emplayees, Eligible for Halidays, Accruad:
Avarage Annval Employar Subsidy for PEEHIP Covarage

Active Single: $4 565 60
Activa Family 510,231 68

Total Amount of Employer Contributions to TRS. 5737 654 564

of TRS Employ
Comparad 1o tha Total Amount of tha Trust Fund

£34,688 .00
£2.011.69
F4T0.45
£4,141.76
%6 240.00
53.44
$0.00
$47,55%.34

14.00
0.00
o

o

5.04%

The Funded Ratio of TRS as of Fiscal Year 2014: 67.6%



Employee Self Service-View Employee Documents

Employee can view and print their 1095C documents by selecting 1095C from drop down and pressing the
search button. A list of all the employee’s document by year will be displayed. Employee will click on the
document to view the detail. The document will open in a separate browser tab. The document can
then be printed or saved. Each tab that is opened with a detail record must be closed manually when
logging out of ESS.

Employee Documents

1095C -

Document Document Type Document Date
2015 ACA1095C 1095C 7/11/2016 3:46:56 PM
2016 ACA1095C 1095C 1/9/2017 2:51:37 PM
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Employee Self Service — About ESS

The About ESS Menu option identifies the Product Version and the District. The District’s
contact information for Employee Self Service can also be displayed here.

Home-Employee ¥ )
About Employee Self Service
Pr
Customer: ' BOARD OF EDUCATION

Product Version: 2.15.2.27

Accounting System: NextGen

F‘) HARRIS Accounting System Version: 2

\. School Solutions

If you have any questions or experience a problem with ABC School Districts ESS site, please contact us at 555.555.5555.
©N. Harris Computer Corporation 2017



Employee Self Service — Manage Account

An employee can manage their ESS account by clicking on their user name in the toolbar.

Manage Account.
“ou're logged in as rsmith

Change account

Employee clicks on their user name
to manage their account.

Change password The employee can change their

Current password . .

password by entering their current
New password password and the new password.
Confirm naw
password
Employee Information The employee can change the name

Emplnyu Number

and email address associated with
<€— their ESS account.

User Name rSmHti

First Name ray

Sastme Smith The employee can choose not to

o <— receive email alerts for requests and

rsmith@hamschools.org

approvals in ESS.

HNo Alert Emails | |

)



