Employee Online Portal Overview & FAQs

The Employee Online Portal is a convenient, self-service, secure browser-based portal that is integrated
with the Escape Online Financial System that allows employees to access important personnel and payroll
information.

Any place, any time, any device, at your desk or on the go, employees may login into the portal to get their
personnel, payroll, and leave balance information they need.

The portal is available athttps://eportal.escape.sbceo.org
See attached FAQs for information regarding initial registration.

ESLAPE

Dashboard: After logging in, the first section you see
provides an “at-a-glance” view of details of your last
paycheck, calendar with current pay dates and quick view
of your leave balances. (Note: verify that the most recent
leave is reflected by viewing My Benefits page.)

From the Dashboard, access My Payroll, My Information,
My Benefits, and My Team. See below for more
information about these items.

My Payroll: View and print pay stubs, W2s, 1095s;
Paycheck Calculator for ‘what-if’ tax and deduction
changes.

07/01/20-07/31/20
07/31/2020

PAYCHECK CALCULATOR

Last Pay Period: Summary information such as your last -
pay stub date, earnings, tax withholding, miscellaneous W S
deductions withheld, federal and state withholding
information.

Recent Paychecks

DOWNLOAD

Recent Paychecks: Detailed history of pay date,
including gross and net pay, with one-click download of
PDF for copies of most current and prior paychecks.

W-2 & 1095 Statements: One-click download of your
most current and prior statements.

Paycheck Calculator: The Paycheck Calculator
will allow you to see the effects on net pay for pay
changes, tax withholding changes, and deduction
changes.**

**This will provide general guidance and estimates.
Although this information will be close, it should not be
relied upon to calculate EXACT tax and net pay.



https://eportal.escape.sbceo.org/%23/login

My Information: View your demographics and current
and past assignmentinformation. Tof
Employee: Current address, phone number(s), email,

hire date, and Escape employee ID number. g s

Phone Numbers

Emergency Contact

Assignments: Detailed list of all current and past Emais
assignments, along with location, from/through dates, ik T il
FTE, job category and job classification. e L oo s S P [ S s

Cuent 567 Paid 07/01/2020  06/30/2021

Credentials, Education, and Requirements: P s e e wman
This information is not available at this time. S W

n;m Records: 8 0),
My Benefits: View benefits and leave information.

Leave Balances Summary: Current fiscal year leave
balance with details on usage and adjustment for sick Scsecion -
and vacation leave types. st v o

8eg Balance: 0 Adjust: 0
Accr Dock/Pait 0
End Balance: 157

Sick Leave (SL) Hours Available: 167.5
Pers Necessity. 73
Pers Compelling: 37

Dock/Paid: 0
End Balance: 167.5

Leave Activity: Detailed history of leave activity,
including leave type, duration, units and/or hours,
transaction type (grant, adjustment, or usage), and if

Leave Summary Activity

Unfiltered o Unfiltered

- Leave From Day Through Day Amount Unit Type Dock/Paid
the usage resulted in docked pay. e i | s
Pers Compelling 07/17/2020 Friday 07/17/2020 Friday -3.0000 Hours Usage No
Pers Necessity ~ 07/17/2020  Friday 07/17/2020  Friday 3.0000 Hours Usage No
. M H Sick Leave (SL)  07/17/2020 Friday 07/17/2020 Friday -3.0000 Hours Usage No
Health & Welfare: Current and past benefits. This LIS —————

section shows your current medical and dental benefits, ot 18 Q::45.>

along with dependent names. Voluntary insurances will
appear on your pay stub but are not displayed on this

page.

Past Health and Welfare Benefits

From Theough Plan Level
10/01/2015 09/30/2016 Delta Incentive
10/01/2015 09/30/2016 Delta Incentive:
07/01/2014 09/30/2015 Defta Incentive

07/01/2014 09/30/2015 8C 100%/80% C&R
Total Records: 4
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My Team: Supervisors have access to view their

team’s information, including employee name, contact
information, email, assignments, job location, upcoming
leave and leave balances. If a team member also
supervises employees, click on the Employee’s Team icon
to view their staff information, including leave balances.

Note: The evaluation features are not currently activated
in Escape.

am > Direct Reports

S e IR s omscrton | ocation

2

Total Records: 5

jork Phone Work Email

Santa Barbara County Education Office:
PO Bux 6307
sSanta sarbara, CA 93100-030/

P, (805) 9644711
F. (805) 964-3041

Documentation: Please note, this feature is not currently
available.

Date Received  Action Date

Action Taken
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Santa Barbara, CA 93160-6307

P (805) 9644711
F. (805) 964-3041




FAQs

How do I login to the Employee Online Portal?
Please visit https://eportal.escape.sbceo.org

How do | register as a new user?
Login using https://eportal.escape.sbceo.org and click Create New User, complete form and click the
Register button.

What information do | need to register as a new user?
You will be required to provide your LUSD email address, first and last name, date of birth, phone
number currently listed in Escape, and the last 4 digits of your social security number.

What is my LUSD email address?
Individuals assigned a LUSD email address typically use the “last name” (.) “first name” (example:
lastname.firsthame@Ilusd.org).

What if | forgot my Employee Online Portal password?
Please use the “Forgot your password?” link located on the “Please Sign-in” login screen.

What happens if | attempt to login too many times and get locked out?

If you receive a “Locked Out” message, check your email for the account registered with the Portal
(usually work email). You should receive an email from noreplyescape@sbceo.org that will indicate when
you can try accessing the employee portal again. We recommend you reset your password at that time.

| get the following error when | try to register “Information given does not match any records on
file.” What should | do?

Your employee information must match the Human Resources records. To verify your employee record on
file, please contact Human Resources or Payroll.

What if | submitted my registration, but never received a confirmation code?

Please check your junk and clutter folders for an email from NoReply Escape <noreply@sbceo.org>.
If you are still unable to locate the authorization code email, please contact Information Technology
Services at (805) 964-4711 ext. 5250.

Is my information secure?
Yes. The SBCEO Information Technology Services department, in partnership with Escape Technology,
has implemented multiple layers of security to ensure that your data is safe and secure.

Can | access the employee portal from my home computer or cell phone?
Yes. The employee portal can be accessed from anywhere you have an internet connection.

Is there a mobile app available?
No. There is no app available at this time, however, the portal is mobile-friendly and can be viewed from
your smartphone or tablet.

My demographic information is incorrect or out of date. How do | update it?

Your employee information must match LUSD’s records. Update your demographic information by
contacting Human Resources.
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