Employee Self
Service (ESS)




What Is ESS

The Employee Self Service Site gives you direct access to your personal 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 will continue to reside in the self-service site for the current
calendar year plus two historical years.
« W2 information will be available for five calendar years.

The Employee Self Service Site is a secure web site requiring authentication
during the initial registration process as well as a login and password validation
every time the site is accessed

-CECC ESS User Guide
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ESS URL

Registration
https://ess.smcoe.orq

« Once registration is done, the same URL can be
used to access the site from anywhere
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https://ess.smcoe.org/

Register — Select District

[8h Most Visited @ Getting Started

i
(L]

[,
SAMN MATED -
COUNTY Logln
OFFICE OF
EDUCATION

Welcome to the San Mateo County Employee Self Service Site

Enter your District, Login Mame and Password, then click Login to access the site.
District:
Administrators -

Login Mame: Password:

| Need a hint?

Eorgot your login/password?

If you dont have a passwaord, enter your District, then click Register to begin the registration process.

District:

Administrators -

—> | ([ Resier |

Meed assistance with the registration and login process? Click on one of the links below to watch a short instructional video.

Employee Self Service Registration Instructional Video - English
Employee Self Service Registration Instructional Video - Spanish

For further assistance with your account or registration, contact your payroll administrator.
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P==— Register — Select District

o

.
COUNTY Logln
OFFICE OF
EDUCATION

— im-h.
[CF SR ' .SANMATEO

Welcome to the San Mateo County Employee Self Service Site
Enter your District, Login Name and Password, then click Login to access the site.
District:

Administrators -

Login Name: Password:
MNeed a hint?

Forgot your login/password?

Ifyou dont have a password, enter your District, then click Register to begin the registration process.
District:

Administratars

Administrators

Bayshore Elementary 5. D.
Belmont Elementary 5. D.
Brisbane Elementary S. D.
Burlingame Elementary 5. D.
Cabrillo Unified 5. D.
Hillsborough Elementary S.0.
Jefferson Elementary S. D.
Jefferson Linion HS District

La Honda-Pescadero Unif. 5. D.
Las Lomitas Elementary 5. D. lour payroll administrator.
Menlo Park Elementary 5. D.
Millorae Elementary S. D.
Pacifica School District

Portola Valley Elementary 5.0,
Ravenswood Elementary 5. D.
Redwood City Elementary S. D.
5an Bruno Park Elementary S.D.
3an Carlos Elementary 5. D.
San Mateo Union HS District A

none ofthe links below to watch a short instructional video.

m
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P = Register — Click [Register]

o
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COUNTY Logln
OFFICE OF
EDUCATION

BN "".SANMATEO

Welcome to the San Mateo County Employee Self Service Site
Enter your District, Login Name and Password, then click Login to access the site.
District:

Administrators -

Login Name: Password:

Meed a hint?

Forgot vour login/password?

Ifyou dont have a password, enter your District, then click Register to begin the reqgistration process.
District:

Bayshore Elementary 5. D. -

| Register |

Meed assista

with the registration and login process? Click an one of the links below to watch a short instructional video.

Employee Self Service Registration Instructional Video - English
Employee Self Service Registration Instructional Video - Spanish

For further assistance with your account or registration, contact your payroll administrator.
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Step 1 — Verify ldentity

e
SAN MATEC .

' 'coum Register
OFFICE OF

EDUCATION

Register (Step 1 of 7)

To verify your identity, please enter the following information about yourself, then click Continue.

First Name: Masiha (Must match what is currently displayed on Warrant or EFT stub)
LastName: Rahman (Must match what is currently displayed on Warrant or EFT stub)
Social Security Mumber: 11111111 (Example: 123456739 (no hyphens))

Met Pay: 20.00] (From your most recent earnings statement)

Click [Continue]
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| Step 2 — Terms of Use

SAN MATEO
COUNTY
OF

ATION

Register

4/3/2020

Register (Step 2 of 7)

Terms Of Use:

Please read the following Terms of Use carefully:

Please read the Terms of Use carefully before accessing or using this Site.

This Employee Self Service Site Agreement ("Agreement™) is between You (either an individual or an entity), the End User, and the Office ofthe San

Mateo County Superintendent of Schools ("County Office”).

Read this Agreement carefully before using the Employee Self Service Site. By entering a valid email address and selecting the Continue button
while using the Employee Self Service Site, You agree to the conditions of this Agreement. If You do not agree to all of the terms and conditions of
this Agreement, You will not be able to continue with the registration process. YOUR USE OF THE EMPLOYEE SELF SERVICE SITE
ACKNOWLEDGES THAT YOU HAVE READ THIS AGREEMENT, UNDERSTAND IT, AND AGREE TO BE BOUND BY ITS TERMS AND CONDITIONS.

Signature:

Enter your email address to indicate your consent:

Enter your email address to confirm:

| have read, understand, and agree to abide by the Terms of Lise.

YourEmail@anywhere.com

YourEmail@anywhere.com

Click [Continue




Step 3 — Check Emall

OFFICE OF
EDUICATIONM

SAM MATEQ -
' .coum Register

Register (Step 3 of 7)

Thank you.

For added security, an email has been sentto the email account previously provided. To complete the
registration process, click on the link provided in the email. This will open a new browser window for you to
continue the registration process or "Opt Out™ of the system.

Click [Close] and
check emaill for registration link
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§f M Account Activation Link

o

Google

Gmail - - C More ~

Q Py 2 Soci

Inbox (154)

SMCOE Employee Self Serv. Account Activation Instructions - This 15
Important

Account Activation Instructions Inbox  x

= B
SMCOE Employee Self Service <DolMotReply@smcoe.org= 10:03 AM (2 minutes ago) - -
W tome [~

This is an automated message acknowledging your successful registration into the Employee Self Senice Site. This is the only notification you will receive. You have not been added to any email lists.
We will not be able to respond to any emails sent in reply to this email as the message was automatically generated. For assistance with your account or registration, contact your Payroll administrator.
To finalize the registration process, click on the link below. If you are unable to click on the link, copy & paste it into your browser's address box. This will activate your Employes Self Senice Site account and will open a web browser

window for you to begin the login process.

https-//essreg smcoe org/activate aspx?UserlD=86418 &MAC=Eg3mTAh4W3ZMIVz25 GWEyk00sQ%3d&h='W"Y koM 1lotlU7e1%2f58 dkFMN4ovl Ouk%3d

Click Link
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Register — Login, Password,
and Password Hint

S vTrmoL Taeiiuus mgmg e srews s

SAN MATEQ *
'.coumv_ Register
OFFICE OF

EDUCATION

Register (Step § of 7)
FPlease choose a Login Mame and Password, then click Continue.

Password Policy:

« Password must be at least & characters long

+ Password cannot be the first, Iast or login name or the word "password’
+ Password must contain at least 1 letter

+ Password must contain at least 1 uppercase letter

+ Password must contain at least 1 lowercase letter

+ Password must contain at least 1 numeral

« Password will expire in 180 days

« Password must not have been usedin the last 400 days

Login Mame: nrahman
Passwaord:

Retype Password:

Password Hint (optional):

Click [Continue]
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Register — Step 6
(You may see this question)

OFFICE OF
EDUCATION

T
2AM MATEDQ *
I '_coum Register

Register (Step 6 of 7)

Flease help us reduce our use of paper. By checking the box below, you will be indicating
that you do not want to receive a paper earnings statement and that you will get it from
the Employes Self Service Site.

l# Please DO NOT send me a paper Earnings (EFT) Staternent.

Click [Continue]
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Security Questions

1 .

SAM MATED
COUNTY
OFFICE OF
EDUCATION

Register

Register (Step 7 of 7)

Security Questions:

Please select security questions and provide answers for them. These guestions will be
used to verify your identity in case of a forgotten password.

Question 1: Select a Question -
Answer 1:
Question 2: Select a Question -
Answer 2
Question 3 Select a Question -
Answer 3

Click [Continue]
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Register - Finalizing

QOFFICE OF
EDUICATION

o
SAN MATED -
' . cowry -~ Register

Register (Finalizing)

Thank you. You have reached the end of the registration process.

Click [Finish]
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Login — Select your Distric

D L(]gin

OFFICE OF
EDUCATION

Welcome to the San Mateo County Employee Self Service Site
Enter your District, Login Mame and Password, then click Login to access the site.
District:

Bayshore Elementary S. D.

Login Mame: Passwaord:

:iwl]..z: d

Meed a hint?

Forgot your login/password?

Ifyou don't have a password, enter your District, then click Register to begin the registration process.
District:

Bayshore Elementary 5. D. -

Meed assistance with the registration and login process? Click on one of the links below to watch a short instructional video.

Employee Self Service Registration Instructional Video - English

Employee Self Service Registration Instructional Video - Spanish

For further assistance with your account or registration, contact your payroll administrator.
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im Home

= SAN MATED
counry  Home
OFFICE OF
EDUCATION

e

=

Main Men

Horme

- * More News. .
Earnings
Benefits s
Recent Earning Statements
Taxes =~ |
Leave Balances = June 30 2017
Freferences - MEI.}' 31| 2017
Change Password * April 28, 2017
User Guide |
* March 31, 2017
Logaout

* February 28, 2017

Recent Tax Documents

2016 W-2

Instructional Videos

* Employee Self Senice Registration Instructional Video - English

* Employee Self Service Registration Instructional Video - Spanish

Instructional videos on Home page
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Earnings

g — SAN MATED .
.coum Earnings
OFFICE OF

Earning Siatement

15508 Date: |January 09, 20015 v
BanaTls AN MATEQ COUNTY OFFICE OF EDUCATION LEAVE AND EARNINGS STATEMENT WIARRANT NO,
- EMPLOYEE NAME SCHOOLDISTRICT /PAY LOGATION N 00510751
Tazes Lohn Smith #0~54N MATED COUNTY SUFT. SCHOOLS FED STATE Il::iil:ainL1:| FEREID END
—_— ) 11-ADMINI STEATION 5 105 1ljetjoops] [
Leave Balances TERE TARRIREE EWBLEVER CEBLETEHE
Prefarences SGE [ ved TYPE | BALERY RATE | umis DESCRIPTION TYPE AT
ERdl) BOC » 400 |[FEDERAL TAX TAX |
CHENGE Passwird 18p0 Py PO FE e |
g_— : | | |WORKERS COMP A ke
User Cuide 1 |
Logout ! |
H !
[ |
1 1
i 1
1 |
i
i
H |
1 i
| TOTAL EMPLOYER ke
TOfAL GUOES TAXABLE BROSE BEOUSTIONS NET Pay
L AL Bt 1) il LE00
*  BAETAX OFOUCT
SR TS | GAFETERIA | [ RETBG N | Jans : L | =m ur
SROES TAX SHELTER | Tax GROSS L DECE | FEDTAX STATETAR | KET &8 Fiiaa lEtlll:ﬁﬁEl 1 HET FaT
LEf0 | 1800l | |1
Lt Audibhe”
Open | (Requires Adobe Reader) Reader
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Taxes

AN MATED
cowry - Taxes
OFFICE OF
EDUCATION
Hame
——— TaxForm |W2 e
Earnings
Benefits Tax Year. |2015 h
|Ta}{es ;;fg?;: |
- i Erpbivves’s sooled seoidity mmambe fBale, gourais, el W IF3 mboaile
Leave Bi@lces L EEX-XX-9408 l OMB Ko, 15450008 FAET! Lae m s, et
b Emprore sEicaien nar EIN) T W ag0s, (e, O CORTE-iaian ¥ Toderal moome o wered 1
FPreferences 94-g002468 | 1800 .00
Cnange Pagswion o Emploper’s rame, sddress. and ZIP code A Bocisl securty wages 4 Bocil security tax withhaid
User Guide 5AN MATEC COUNTY 5UPT. SCHOOLS Q.00 Q.00
W 101 TWIN DOLPHIN DEIVE 5 Modcars wages and Tips & Modcara T waniaid
oot REDWOOD CITY, CR S4065-1064 0.00 0.oo
T Social seourty bps B Mlocoked Bps
a.00 a.00
d Cortral numiber B Advanca EIC parmment 10 Depensdent cars banolils
I 0.00 0.00
& EApnpas’s PrEt nave and it Laat nanme Buff. |11 MonsqualSad plames 10 Dot ARG Be e 12
Q.00 £
Bk R o= |
14 daner D E!ﬂr. |L
"
t Erplores’s addiess and ZIP code i
156 Sl Empgrm'r..-:l:w D NLETIEH 16 Sata wiges, 108, #ic 17 Stase NComes tax 18 Loca WIS, S AT 19 Looel Incoems T 20 Locaity rans
Ca | v 18.00 0.00 0.00 0.00
l
Wage and Tax Departinent ot 1o Trestiry—Intemnal Fesncs Sanden
rum W=2 statement 2015
Copy B=To Be Filad With Employes’s FEDERAL Tax Retum,
This. information is being Fanishad 1o the Interna Revsnue Service.
(Raquires Adobs Raader) "“""F"‘;l%’!ﬁ'.
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Preferences

comry ~ Preferences
OFFICE OF
EDUCATION

Preferences
Haome _ _
Earnings Email Address: YourEmail@Anywhere.com
Benefits Confirm Email Address: YourEmail@Anywhere.com
Taxes
Leave Balances Security Questions:
|F'references I Pl lect ity i from the list and id that onl
ease select security questions from the list and provide answers that only you
Change Password K " 4 i i at ] P denti v
User Guide would know. These questions will be used to verify your identity.
Logout Question 1: What country or city would you like to travel to? -
Answer 1: Travel
Question 2 What is the name of your favorite movie? -
Answer 2 Movie
Question 3: What was the model of your first car? -
Answer 3 Car
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Change Passwor

O VEILIL W LIILLA N LRI LU L

o SAN MATED
' -couww Change Password

OFFICE OF
EDUCATION

Main Menu Change Password (* = Required field)
Haorne _
Earnings Password Policy:
Benefits « Password must be at least 8 characters long
Taues + Password cannot be the first, last or login name or the word ‘password’
Leave Balances » Password must contain at least 1 letter
Freferences + Password must contain at least 1 uppercase letter
| Change Passward | + Password must contain at least 1 lowercase letter
zer Guide + Password must contain at least 1 numeral
Logout * Password will expire in 180 days
+ Password must not have been used in the last 400 days
Old Password: | *
Mew Password: *
Retype Password: *
Password Hint (optional):
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OFFICE OF
EDUCATION

-
SAM MATEDQ
' .coum Home

Horme

- * More News...
Earnings
Benafits ;

Recent Earning Statements

Taxes e
Leave Balknces = June 30,2017
Prefarences * May 31, 2017

Ehanie.Pdasswnrd * April 28, 2017
ser Guide
* March 31, 2017

Logaout ﬁ
* February 28, 2017
Recent Tax Documents

= 2016 W-2

Instructional Videos

* Employee Self Senvice Registration Instructional Video - English

* Employee Self Senice Registration Instructional Video - Spanish
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Forgot Login/Password

OFFL
EDUCATION

SAN MATEQ -
COUNTY Logln
_E OF

Welcome to the San Mateo County Employee Self Service Site

Enter your District, Login Mame and Password, then click Login to access the site.

District:
Bayshore Elementary 5. D. -
Login Name: Password;

MNeed a hint?

Forgot vour login/passwaord? ”ﬁ
s
e

Ifyou dont have a password, enter your District, then click Register to begin the registration process.
District:

Bayshore Elementary 5. D. -

Meed assistance with the registration and login process? Click on one of the links below to watch a short instructional video.

Employee Self Service Registration Instructional Video - English
Employee Self Service Registration Instructional Video - Spanish

For further assistance with your account or registration, contact your payroll administrator.
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got Login/Password

SA N MATEC

Forgot Login/Password

Identity Verification

Login Name: |

First Mame: (Must match what is currently displayed on Warrant or EFT stub)
Last Mame: (Must match what is currently displayed on Warrant or EFT stub)

S5N: (Example: 123456789 (no hyphens))

Continue Cancel

OFFICE OF
DUCATION

SAM MATEQ .
I .coumv Forgot Login/Password

Security Questions

(2) SSN: | (Example: 123456789 (no hyphens))

Please provide an answer to the security question (case sensitive):
What country or city would you like to travel to?

Answer.

Continue] [ Cancel ] [ Change Security Question
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S

§ M Forgot Login/Password

FFICE OF
EDUCATION

= 2 SAN MATEO .
' -coum Forgot Login/Password

Change Password (* = Required fiskd)

Password Policy:

« Password must be atleast 8 characters long

= Password cannot be the first, last or login name or the word ‘password’
* Password must contain at least 1 letter

* Password must contain at least 1 uppercase letter

« Password must contain at least 1 lowercase letter

» Password must contain at least 1 numeral

+ Passwaord will expire in 180 days

» Password must not have been used in the last 400 days

Mew Password: | *
Retype Password: *

Password Hint (optional):

[ Save ][ Cancel ]

Fri 6/9/2017 11:11 AM
SE SMCOE Employee Self Service <DoNotReply@smcoe.org>

Employee Self Service - Password Reset

To John Smith

This is an automated message notifying you that your Employee Self Service account password has been changed. If you reset your password, you may ignore this message.
If you did not reset your password, contact your Payroll administrator immediately.

Please do not respond to this email. We will not be able to respond to any emails sent in reply to this email as the message was automatically generated.
For further assistance with your account or registration, contact your Payroll administrator.
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{ ™ Email Notifications

[ — =

SE SMCOE Employee Self Service <DoNotReply@smcoe.org>
Your Earnings Statement has been added

To John Smith N

Your Earning Statement from Burlingame Elementary S.D. for the period ending
06/30/2017 has been added. Please review the changes at htips://ess.smcoe.orqg.

SE SMCOE Employee Se f Service <DoN :'\T:-if“-;':-|'-,--_.].i smcoe.org>
Your Form W2 has been added

o John Smith

Your 2015 W2 Form processed by San Mateo County Office of Education has been added to the
Employee Self Service site and is ready to view at hiips://ess.smcoe.org.

Your Employee Self Service password will expire in approximately 14 days. Please loginto the Employee Self Service website to change your
password as soon as possible by clicking on the link below. You can change your password at any time by clicking on the Change Password link

located on the Main Menu.

https://essreg.smcoe.org/
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Questions?
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