Welcome to Employee Self-Service!

From the District home page, click the Employees link. Next, click Employee Self-Service.
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Log in to Employee Self Service. You must type district\user name in order to access ESS. Your user name is the

first part of your District issued email address. If you have previously logged on and do not remember your
password, please visit the ERP System documents page at http://www.pasco.k12.fl.us/erp/docs/ and click the

link “Changing your District Password.” New employees will log on using their eSembler password. Employees
who do not use eSembler will need to establish a password through the “Changing your District Password”
instructions noted above.

Please note, your log on window may look different based on the type of computer and the web browser
selected.
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Windows Security | R

Connecting to mss.pasco.kl2.fl.us. "

| district\esample |

| Domain: district

| Remember my credentials

| Insert a smart card

[ OK ] [ Cancel




From the Employee Self Services screen, click on Employee Self Service.
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Welcome to Employee Self Service

Personal information is displayed here.
Click on Personal Information on the
menu to update.

EMPLOYEE, SAMPLE
23 MAIN STREET
LAND O LAKES, FL 34638

Email
Email semploysa@pasco k12 1l us
Al smal samployse@intametprovidar com

Phone
HOME PHONE: 727-774-2000
CELL: 727-794-2000
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S Click on the menu links to view detailed information

about Certifications, Pay/Tax, Personal
Information, and Time Off. Training Opportunities
will be available in the future.
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The last 5 pay advices are displayed here. Click on the camera icon to display the
pay advice in a PDF format. To view older pay advices, click the Pay/Tax
Information link on the menu. Click on the Paycheck Simulator to estimate how
changes to taxes and benefits affect take-home pay. Click on the View last year’s
W2 link to access W-2 information. Click on the Change your W4 to make changes

to your Federal Income Tax Withholding status.




To view Certifications on file with the District, click the Certifications tab on the right side of the page.
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Certifications Home
Type Area tewel  Numbar Effoctive  Expires £
PROFESSIONAL CERTIFICATE ELEMENTARY EDUCATION K4 0000000008 72092  GAINV2

PROFESSIONAL CERTIFICATE ESOL ENDORSEMENT K12 0002000008 7/U20102 6132

Poy/Tax bifoemation
Personal Informadon
Time Off

Timinieg Opgortmiies

To view pay advices for prior pay periods, click on the Pay/Tax Information link on the menu. Use the drop
down next to your name to select a different year (please note, only pay advices produced after 10/1/2013 are

available in Employee Self Service).
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From the Details page, click on View paycheck image to retrieve a printable PDF version of the pay advice.

Click on the YTD Information Link for year-to-date totals (please note that 2013 data contains only information
for checks produced after 10/1/2013). Use the Year drop down next to your name to change years.
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Home:
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MEDICARE $50 57
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USEP INST $TR.TT
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DISABILITY $4503
DIRECT DEPOS $264463

Click the W-2 link for W-2 information. Click on View W-2 image for a printable version of the document.
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Click the W-4 link for Federal Tax Withholding information. Click the Edit W-4 Values link to make changes to

marital status or exemptions.
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You may change marital status, exemptions, or change or add an additional amount on Employee Self Service.
Check the “Under Penalties” certification statement and click Continue. Review changes and click Submit.

FEDERAL FEDERAL
Marital Status SINGLE
SINGLE v
Marital Status If you are married but would like to withhold Exemptions 0

at the higher single rate, select "Single".

b

72.000000000

Additional Amount  72.0000000000

Exemptions
¥ Under penalties of perjury, |

declare that | have examined these
changes, and to the best of my
knowledge and belief, verify they are
correct and complete.

The process is complete when the following message is received:

Additional Amount ($)

0 Under penalties\gf perjury, | declare that | have examined these changes, and to
the best of my krjwledge and belief, verify they are correct and complete.

Continue Cancel

Cancel

Edit W-4

!Your W4 changes were submitted for approval. You should receive a confirmation email shortly.
You may wish to print this page for your records. Return to W-4



Changes are submitted to Payroll for approval. Upon approval by Payroll, Email notifications are sent. W-4
changes are posted bi-weekly, and it may take several days for the email confirmation to arrive.

Use the Paycheck Simulator link to estimate changes in take home pay when a deduction is changed. (Please

note that benefit deductions can only be changed during Benefit Open Enrollment or by a Qualifying Family
Status Change).
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Click the Direct Deposit link to view current direct deposit arrangement.

Click the Change link to update direct deposit information (Please note: A new bank account must be provided
when ending a previous direct deposit arrangement).
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Direct Deposit Accounts _

The primary account is used for funds that ara not disbursed to secondary percentage-based or amount.

based accounts Employse Seil Sevios

Prinvary scceunt Bensits

Bank Accownt type  Account nember  Preants  Percantage
GCartilications
Suncoast Schosts FCU Chacking 20000000001 No 0

Y10 Iaformation

Porcaatnge based acconnty

You v o pecosmage bisad acoounts 1o diract depoait w2

wa

Amount Dassd eccounts Paychock Simulatce
You have ne armosrm-based accoants dar diract depost

[ hack hox to fnskze sequest Changes are not immediste. Click Resoarces Enk i fhe upper right comer for the achadae of R
sFactive datos of dirart daposit changes. Empioyaes are rasponsbla for e accuracy of account nfermation entared .

Submit changes Toos DA

Click the Change Link

Select the correct Bank name and the routing number found on check or pay card instructions. Please note:
many banks utilize more than one routing number (See JP Morgan below). Incorrect selection of a routing
number can delay deposit of pay.

Enter new account information and click OK.



Edit DIRECT DEPOSIT 100% NET

Bank name [Suncoast Schools FCU - 263182817 v

Account type Checking v

Account number |00000000001 |

Percentage | 100 |
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JP Morgan Chase - 520101023

18 Ghase - 237064152
Cradit Urion - 244077555
[KeyBank Kational - 307070267
Lafayese Bark - 074501008

After clicking OK, the system returns you to the Direct Deposit Accounts page. To complete the change or
addition of a bank, Check the box next to the statement and click Submit Changes.

[V Check box to finalize request. Changes are not immediate. Click Resources link in the upper right corner for the schedule of
effective dates of direct deposit changes. Employees are responsible for the accuracy of account information entered.

Submit changes

Payroll posts direct deposit changes according to the schedule posted under the Resources link at the top right
of the page.

Click the Personal Information link to review personal information on file with the District.
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Personal Information

Address [ E ‘€| change )
S’

Home Address

Mailing Addrass 1

E-mail

Aligrnate E-mail

semployeei@inicmnatprovider com

123 MAIN STREET,
LAND &' LAKES, FL 34538

123 MAIN STREET
LAND O LAKES, FL 34538

semployee@pasco k12 fluz

Teluphone Add Talophana N
Type Number Uniistact

PRIMARY 721.774-2000 No
HOME PHONE RIGRATION 7277942000 No Chango | DRtete
Dopendents Add Depuedant
No Dependeal infarmation to dizplay.

Emergency Coatacts Add Emergency Contact
Neme Relationship Teleptione Comments

SPOUSE EMPLOYEE SPOUSE

127-774-2000 813-734-2000 wm
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Click the Change link next to Address/E-mail to update home address, mailing address or add an alternate email

address
Edit Address / E-Mail
Home Address
Addrass fea | (123 MAIN STREET
Aodrass s 2
Oy LAND ' LAKES
Suw VFT. J
2ip 3463
Mall Address 1 st
Addegs lee | 11;‘ klﬁl!\l STHEET
Adiass les 2
Ciy [Lano o' LAKES
Suk [FC
2Zip [sae38

After information has been updated, click Update at the bottom of the page.

E-Mail

E-Mail Address semployee@pasco.k12.fl.us

Alternste E-Mail

Address |semployee@htemelprovider,oom

Telephone and Emergency contact information can be changed by clicking the Change link on the right side of

the display. Enter phone number using dashes i.e. 813-794-2000.

Click the Time Off link to review detailed leave information.
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Click the hours under Taken to view detailed dates of leave usage. Click the year drop down to view other years
(please note, only leave used after 9/13/2013 will be shown in Employee Self Service). Click Return to previous
view to go back to the leave summary page.

Time Off Calendar

Qtum to previous view

Yea

TCH EL K5: SICK Time

January 2014 February 2014 March 2014

S M TWTF S S M TWT F S S M TWTF S

1.2 3 4 1 1

56 7 8 9101 2 3 45 6 7 8 2 3 4 5 6 7 8

12 13 14 15 16 17 18 9 10 11 12 13 14 15 9 10 11 12 13 14 15

19 20 21 22 23 24 25 16 17 18 19 20 21 22 16 17 18 19 20 21 22

26 27 28 29 30 31 23 24 25 26 27 28 23 24 25 26 27 28 29
30 31

Thank you for using Employee Self Service. Please completely close your internet browser to exit Employee Self
Service.



