”é MARIN COUNTY
b OFFIGE OF EDUGATION

building the future.. one student at a time

EMPLOYEE SELF SERVICE PORTAL (ESS)

Marin County Office of Education has implemented an online employee self-service portal. This web-based
portal is a new resource that enables all employees to access their employee information directly from a
secured website.

The following information is available on the secure website:

e Personnel Information
o0 Address, Phone Number, Hire Date
0 Position(s) and Salary Schedule Placement
o0 Credentials on file, including expiration date
0 Name Change History

e Your Leave Balances and Activity

e Your Payroll Information
o PDF Pay Stubs
0o PDFW2Forms

Each employee will need to self-register on the site to use the portal. Please see the following pages for
instructions on how to self-register.

You can find a link on MCOE’s website under For “Marin COE Staff”, “ESS Employee Self Service Portal.” Or,
you can use the following link: https://ess.marinschooldistricts.org:29295

For trouble with creating or accessing your ESS account contact QSS support:

Email: gsssupport@marinschools.org

Phone: 415.499.5899 or 415.499.5848
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1. Select Marin County Office of Education (91) as your employing district. If you see the screen from
step 2 then verify your district is set to (91) before proceeding to step 3.

Marin County Schools =3

Welcome to the Global Home Page for the Marin Schools’ Employee Self-Service YESS) portal!

Useful links:

Please select your employing district from the list belpw, then
register or log-in.

login (f you have a user
ic)

register (i you're a 1st . .
f.'mge user) s Bolinas-Stinson (05)

. Dixie (11)
*  Kentfied (17)
* Laguna Joint (19)

* Lagunitas (21)
. Larkspur-Corte Madera (23)
. Lincoln {25)

o I - Marin County Office of Education (91) I
- Mill valley (29)
. MNicasio (31)
. Reed (35)
* Ross (37)
* Ross Valley (89)
* San Rafael Elementary (45)
* San Rafael High (74)
* Sausalito - Marin City (47)
. Shoreline (64)
*  Tamalpais (76)

Welcome !

Useful r

links:

T T & Welcome to the Marin County Office of Education
have a user Employee Self Service (ESS) Portal

icl) h

register (ir
you're a 1sf

_time ussr) | You now have the ability to:
Marin COE
Home = View your personnel information — name, address, and credentials!

= View and print your most recent and prior payroll stubs?
«  View and print your W25 from 2011 to the most recent year?

NEW USERS: =3

+ Please click on "Register”
« You will need to have your Employee 1D Number, which can be found in the top left hand corner of your last
paystub

ALREADY REGISTERED?

= Click on “log in™

« Select User type "Staff”

+ Enter your account information

« Click on “log in™

= View the "my info” drop down menu in the upper left of the screen

If wou are having problems logging into ESS, please contact Support at {415)491-6640 / support@marinschools.org.

3. Inthe upper left corner under “Useful links” (in the grey sidebar), click on register:

register (if you're a 1st
time user)
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4. You will be required to indicate specific information:
e Enter the last four digits of your SSN and your employee number. If you don’t know your employee
number, it can be found on your current paystub.

Marin Schools Payroll System, Payroll Revolving Fund Statement
District Name [MARIN COUNTY SCHOOL SERVICE FD District #91 Pay Location | 0001
Employee Name || John Doe Check Date |10/31/2018
Employee ID]| 101528 | Vacation Balance | _ 10.00 HOU
SSN | X000~ X - XXX Sick Leave Balance| 286.80 HOU
Employee Earnings Detail
Pay Type Unit # of Units Rate
NORMAL PAY Monthly 1.00

0 If you need assistance with your employee number please contact Personnel at 415.499.5854
and they will be happy to assist.
e Complete the remaining questions.

Staff Registration Form

" indicates required fields Employee number can be

obtained from your paystub

District: *

Marin County School Service Fd (91)

1970

Last 4-digits of SSN: ~ Birth date: * |January v |1 ¥

Employee number:

2

Email addresses:
Fill out both work and home
email, at least 1 is required and
both is recommended.

Work email:

Home email: |

Choose a login name and password:

#

Login name: choose a login/user-id name (5- 30 characters)  help —
Password: " (8- 40 gharacters)  help —
Confirm password: ~

Challenge question: * |Inwhat city were you barn? v

Your answer: *

Register — Click here to register
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5. After you complete the registration screen, you will return to the Welcome Page. Now, select

“Login” in the “Useful links” grey sidebar:

created.

Login for ESS

login (if you have a user
id)

IUser type: Staff - I

-
User name: |

Password:

| Login |

Leave user type as

Enter the login information you just

Al users must be registered PW Staff

] Forgol user names?

2 Forgol password?

Forgot login? Click
here

[(new staff user ]

— register as staff (district employee)

_-?)

——
6. To view your personal info click on ml in the upper left corner. You can request to update the
following fields: Home address, phone number, phone type and home email. To change your

information click on the change button.

Marin County Office of Education |

Req iests »

ESS

ersion: 18.1.7

Ly gy .
| Logout |

N [search]

Grerias | S ] e i

I Change |

First name:

Preferred name:
Middle initial:
Last name:
Gender:

Street:

City:

State:

Zip code:

Home phone:

Home email:
Birth date:
Other phone:

Employee number:

District:

Primary work loc:
Work email:

Employee type:

Bargaining unit:

Report code:

Hire date:

Orig hire date:

Longevity base date:

TB expiration date:

-9 expiration date:
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7. You'll be presented with a “Personal Info Request” screen where you update your information.
Personal Info Request B8

Personal information changes requested by this form might not
take effect immediately. Please contact your HR Depariment if
you would like to know the exact effective date.

Dif Emp #: 91 /108400
Name: | Kevin l
Request Status: MNew

Street: [1234 Marin St |
City: | San Rafael |

State: |California |
ZIP Code: [94903 |

Phone: (415 [|123-4567 |= cCell Home (non-cell)
Home Email: |kevin@gmail.com |
By submitting this form, | authorize my employer to mak =

personal information changes | have entered above._ |
acknowledge that these changes might not take effect
immediately.

Fill out your information, select phone type
and click on create. Your request will be

el submitted to Personnel for approval. Once it's
approved your information will be updated.

| Create

. Help+Vid . . .
Thereis a button on the right hand side of screen to guide you through your portal. If you have a
guestion regarding your information or see that there may be an error, please contact:

Personnel (415.499.5854) pertaining to:
e Your Personnel Information
e Address, Phone Number, Hire Date
e Position(s) and Salary Schedule Placement
e Credentials on file, including expiration date

Payroll Department (415.499.5824) pertaining to:
e Your Leave Balances and Activity
e Your Payroll Information
e PDF Pay Stubs
e PDF W2 Forms

Marin County Office of Education is very excited to launch this tool for our employees. We hope that it will
continue to keep you informed of your status and updates that may occur during employment.

Thank you,
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