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The Employee Self Service gives you direct access to your payroll data via the web. You can
review, print, or save your latest pay stub or annual W-2 tax form at your convenience from
work or at home. Pay information is available for the current calendar year plus two
historical years. W2 information is available for five calendar years. For districts currently
using the Employee Leave Tracking System, real-time Leave Activity is also available in detail
or summary. For districts using the County process for the 1095-C submission, the 1095-C
Tax form is also available.

The Employee Self Service is a secure web site which requires authentication during the
initial registration process as well as a user name and password every time the site is
accessed.

An enhancement has been made to provide the user with a method of resetting their
password by clicking on the ‘Forgot your password link’ on the login page. The process will
verify the user account and security questions, and then allow the user to save a new
Password and password Hint (optional). The user can then use their new password to log
into ESS. Security questions must be setup during registration or in the Preferences page
prior to utilizing this feature.

Each paystub is listed by the issue date; the W2
information is listed by the “year”. Click one of
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* Employee Self Service Reglslralion instructional Video - English
Employee Sell Servica Registration Instruckional Video - Spanish

Internal: https://essreg.smcoe.org
External: https://ess.smcoe.org




ACCESSING THE EMPLOYEE SELF SERVICE

To access the Employee Self Service, enter the
following URL in the web address of the Internet
Browser:

Internal: hitps://essreg.smcoe.org
External: https://ess.smcoe.org
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REGISTRATION PROCESS

“First time” users must go through the registration
process. Start by selecting the “District” you work in
and click on [Register].

Complete the Registration form and select [Continue].

Note: All fields must pass the authentication process to
rontinue. “Net Pay” was selected as the optimum
‘tecurity question for your protection against identity
theft.
If you don't have & password, enter your Districl, then click Register ta begin the reaistration process.
District
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IL|lgls!ar (Step 1 0f 8)
'\!n varity your idenilty, please enter the following Infarmiation abaul yourself, than dlick Continua

bt rame: John {Tiust mateh what Is currenily displsyed on Warrant ar EFT Si}
L bt Hama: Smith (Lust match what Is displayed on Warrant oi EFT Stun)

111223323
[3.500.00

'.|Jm:d Security HMumber (Examiple: 122456789 (na hyphens))

et Pay: {Fram jeur mast recent earnings statement}
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i'Proceed with the registration process by entering an
l'email address as your signature on the “Terms of Use *

Haage.
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Stanature:

Iihave resd, understand, and agree to abide by the Terms of Use.
ftmerynur emall zddress fo Indlcate your censent: r

1Enter your emall 2ddress ta canfirm: \

[T continue

Once the email address

has been entered you

will receive a ol
confirmation email, Yol

activation link.
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This is an autometed message acknowledging your successful reglstration inio +he Employee Self Service Site. This is the enly notification you wilt recelve. You have nat been added toany

email lists.

When you click on the
activation link, you will
be taken to the

administrator.

we will nat be able to respond to any emalls sent in raply ta this email as the message was automaticelly generates, For assistance with yous account or registration, contact your Payrall

Ta finalize the reglstration process, click on the fink below. T you ara unable to click on the link, copy & paste [t Into your browser's address bax. This wil activate your Employee Self Service

“Register” page where
you will create your /

me

site account and vill open a web browser windaw for you to begin the login process.

te.aspxPUseriD=74964 EMAC=ZBtnHXSTVGHG2 LS| DZrGstnAaﬂmﬂid&h=5[|:G‘D:iSSBD:\mnT‘PZ?Z!HFSDFEIKKR%B‘Q

login name, password,
password hint, and set
up security questions.

Register (Step 5 of 7)

Blease choose & Login Name and Password, then click Conlinua,

Passviard Pollcy:
« Password must be at least 4 characlers long

LOGIN PROCESS

Once you have registered, you will access the site using
the same URL and select “District” and enter Login Name
and Password and click on [Login].

« Password cannat be the firel, tast of login name or the word ‘passwvord'

+ Password must centaln at least 1 letter
« Passviord will expire In 180 days

+ Password must not have baen used In Ihe [as1 400 days

If you don't have a passwvord, enter your District, then click Regleter lo begin the reglsirallon process.

District
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Login Name: UE!T ]
Passward: T
Retype Password: ::]
Passwerd Hink:
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Register (Step 7 of 7)

Sacurity Questions;

The Home Page displays the Menu items available for
selection. Note: “Benefits” is a future option.

Flease selact securlty questions and provide answers for them. Thesa questions wil be
wsed 1o verify your idenlily in case of a forgattan password.
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Register (Finalizing)

Thankyou. You have reached the end of the registration process.
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