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ESS Walkthrough: Employee Navigation

Step 1: Log into BEST Portal with the BEST Authentication Step 2: Click on the Employee Self Service tile.

credentials by clicking on Log In to Production.

Business Enhancement System Transformation (BEST) Portal

@ sermmcon

Sorving Students » Supporting Communiies + Laading Educators

# i - @
Home Admin Remote Access Log in to Production

Welcome to BEST Authentication !

These are the applications that you are entitled to

® Employee
[- Self-Service (ESS)]

Step 3: There will be three (3) tabs available for employees to
view. This includes Home, Compensation, and Performance.

CGl Advantage ess ‘

A Home H % Compensation ) 'E@Performance
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ESS Walkthrough: Employee Navigation

Step 4: The Home tab allows employees to view their personal and employment information as part of the ESS Required Functionality. There
is one (1) widget: Welcome.

Step 4a: In the Welcome widget, employees will click on View Profile. The Employee Profile will open to the Profile tab. This shows the
employee’s Personal information.

CaGl Advantage ESS (m re————
— A Home % Compensation Eﬂ Performance

Employee Profile @
Select a link below to view your personal information or to make u P I Inf fi Assi £ Inf i A
ESS access levels, and the ability to update your profile on, is based on y SEELELINES HETEL S e
policy. Employee ID: 0000042802 Employment Status: ACTIVE EMPLYMNT
3 View Profile | O Update Emergency Contact Employee Name: MARIANNE L LAU Home District/Agency: ALHAMBRA USD
Social Security Number: *****7592 Home School Elementary Educ
Location/Dept:
’,‘\deate Address ' Process Name Change Birth Date: 03/13/1970 Position Description: TEACHER
a . Place Of Birth: Supervisor Name:
Gender: F Title: TEACHER
Quick Links Marital Status: Sub-Title: TEACHER
Conviction: No Employment Type: Permanent
Disability: Pay Location: NORTHRUP ELEM
View Issued Checks/Advices Citizenship Status: C Work Location: NORTHRUP ELEM
Ethnicity: ASIAN Seniority Date: 09/07/1994
Country of Residence: Seniority Number:
Work Cycle: TCHR CALA
Probation Start Date:
Probation End Date: v
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ESS Walkthrough: Employee Navigation

Step 4: The Home tab allows employees to view their personal and employment information as part of the ESS Required Functionality. There
is one (1) widget: Welcome.

Step 4b: In the Welcome widget, employees will click on View Profile. Click on the Position tab. This shows the employee’s current and past
Position information for that district.

@ Home % Compensation @ Perfarmance

CGl Advantage ess [

Welcome!

Select a link below to view your personal information or to make updates to your profile. Please note: your
ESS access levels, and the ability to update your profile information, is based on your district's permission
policy.
a View Profile O Update Emergency Contact
Employee Profile @
{':'gpdate Address _' Process Name Change ‘>
Profile pSItio Contact Education Veteran Information Training Work History
Quick Links iti
District/Agency SChO?I Position Number Pos'.ltlo:.)n_ P_ercent gal Title From Date To Date
Location/Dept Description Time
) ) ALHAMBRA USD Elementary Educ 0000067938 TEACHER 1.0000 TEACHER 08/01/2025 12/31/9999
View Issued Checks/Advices
ALHAMBRAUSD Elementary Educ 0000067938 TEACHER 1.0000 TEACHER 05/01/2025 07/31/2025
ALHAMBRAUSD Elementary Educ 0000067938 TEACHER 1.0000 TEACHER 07/01/2024 04/30/2025
ALHAMBRA USD Elementary Educ 0000067938 TEACHER 1.0000 TEACHER 07/01/2023 06/30/2024
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ESS Walkthrough: Employee Navigation

Step 4: The Home tab allows employees to view their personal and employment information as part of the ESS Required Functionality. There

is one (1) widget: Welcome.

Step 4c: In the Welcome widget, employees will click on View Profile. Click on the Contact tab. This shows the employee’s Emergency Contact

information.

CGl Advantage ess '

A Home ” % Compensation dﬂperformance

Employee Profile

Education

Veteran Information Training Work History

Select a link below to view your personal information or to make updates to your - —
ESS access levels, and the ability to update your profile information, is based on Profile Position > m
policy.

— Employee Contact Information
LB view Profile u
| Update Emergency Contact
- o Home Address: 11325 Random Hills Rd
ARCADIA CA 91006
. us
N y
= Update Address _' Process Name Change Email Address:
Quick Links Home Phone: 111-111-1111
Mobile Phone:
View Issued Checks/Advices
Work Phone:

Work Phone Extension:

Emergency Contact Information

First Emergency Contact: JOHNNIE LAU

Relationship: SPOUSE
Primary Contact:

Primary Phone Number: 111-111-1111

Contact Home Address: 11325 Random Hills Rd
ARCADIA CA 91006
us

Second Emergency Contact:
Relationship:
Primary Contact:

Primary Phone Number:
Contact Home Address:
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ESS Walkthrough: Employee Navigation
Step 5 The Compensation tab allows employees
to view their compensation information as part of

the ESS Required Functionality. There are four (4)

. . This section allows you to view and download your paystubs. Disposition information states the status of your check with the bank.
widgets: Issued Checks/Advices, Pay and ’ e T !
Deduction Summary, Electronic W-2, and Tax Enter a Year: [Submit
Inform ation Appointment ID Check Date Type of Check Gross Pay Amount Icr):‘z:)lul:l):ductions Net Pay Amount Disposition Disposition Date Download -
12/30/2025 Regular 15517.84 7830.16 7687.68 Cleared Payment  12/23/2025
11/25/2025 Regular 15027.93 7732.67 7295.26 Cleared Payment  11/19/2025 §
10/31/2025 Regular 14899.00 7677.97 7221.03 Cleared Payment  10/27/2025 §
. H 09/30/2025 Regular 14976.36 7709.12 7267.24 Cleared Payment  09/24/2025 §
Step 5a: Employees will refer to the Issued
: . . . T 08/29/2025 Regular 14899.00 7676.31 722269 Cleared Payment  08/25/2025 §
Checks/Advices widget to view their paystubs for 120 20 S 1xa s i Bt | ctranrannn v
A %
that SpeCIfIC payCheCk : Payment Summary Information
Click on each row for to view the Payment Payroll Number : G2 MONTHLY Gross Pay Amount : 15517.84
Summary Information. Emp|oyees will see the Title : TEACHER Total Deductions Amount : 7830.16
Gross Pay Amount, Net Pay Amount, Total NetPay Amount : 7087.68
. . . FICA Wage : 15517.84
Deductions Amount, etc. for each line item. For Fringe Benstis : 6751 1
further Pay, Deduction, and Fringe Details,
employees can click on View Pay and Deduction » Pay And Deduction Details )
Detai -
LA-A L 111 —_—-- On this screen, you can view detailed pay, deduction and fringe information from your paystub.
There is also a Download button that will BC Aol  Oeduction Details BiRdsloials
download the payStUb Via PDF f||e Appointment Pay Pay Event Event Date Input Dollar Entity
ID Category Type Amount Amount Adjustment
*Note: If there are multiple years in I—!CM, REGULAR  REGULAR 15315025 14300 1seo0 o
employees can enter the Year and click on onoEuTe |6 ANT
Smelt. | EPP EPP JJ 12/31/2025 2,980.00 2980.00 0
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ESS Walkthrough: Employee Navigation

Pay and Deduction Summary k4

Step 5b The Compensation tab a”OWS View pay and deduction summary information here. Choose a line in the grid below to view different years or search to refine your selection.
employees to view their compensation

information as part of the ESS Required Search

FunCt|Onal|ty. I.i'il | | i |d Deduction Summary

Employees will refer to the Pay and Deduction Vear TxEntty D Paype  TUSTPSY  pay catogory Annul o a2 o - a
Summary widget to view the Pay Summary or

Deduction Summary. 2025 75713 Pay Type No gERT XTRA 865 8.65 0.00 0.00 0.00

The Pay Summary tab provides details on the 2025 75713 Pay Type No 'EC;EGEV'TY 26,803.80 7,159.80 4,744.00 5,960.00 8,940.00

'!:Ota| pay details based on the pay Cat_egpry and 2026 75713 Pay Type No ?EEULAR 12270508  36,525.75 26,867.24 23,451.59 35,860.50

is shown annua”y or by quarter. By clicking a 2025 75713 Pay Type No SICK PAY 1,919.61 631.07 0.00 644.27 644.27

line item in the Year column, this will provide
the total annual and quarter amount for that

i View pay and deduction summary information here. Choose a line in the grid below to view different years or search to refine your selection.

pertlnent year.
The Deduction Summary tab provides details search
on the total deduction details based on the Pay Summary
deduction category and is shown annually or by . a
quarter. Employees will also see the annual cap e TXEYD  Criggory  Amoumt ! « * « cate90n S Ao
amount for any app|icab|e deductions. 2025 75713 32:’15 CLASS  16,036.65 5,057.65 3,240.16 3,080.73 4,656.11 (Sztigsm 0.0000

2025 75713 nggTS CLASS  59,882.93 9,424.54 6,037.75 5,740.68 8,679.96 g[f:% cer 00000

2025 75713 403 REGULAR  2,000.00 600.00 400.00 400.00 600.00 DCOMPREG40 23500.00

2025 75713 E;”E SHIELD 5 508.43 6,082.14 4,054.76 4,054.76 6,316.77 0.0000

2025 75713 STATE . 973017 3,106.55 1,987.40 1,828.02 2,817.20 0.0000 v
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ESS Walkthrough: Employee Navigation

Step 5¢: The Compensation tab allows Electronic W-2

employees to view their compensation

information as part of the ESS Required Would you like to go paperless and receive your W-2 form electronically?If yes, check the
Functionality. box below and click submit. You can uncheck the box at any time and click submit to

) . . change your paperless option.
Employees will refer to the Electronic W-2 widget

to opt into receiving their W-2 forms Paperless:
electronically. To do so, they would need to use
the consent check box and then Submit. Once the

Effective Date:

selection has been made, you will see the (]I consent to receive my W-2 & W-2C Tax Forms electronically via Employee Self-Service.

Paperless field populate with YES, and no further | understand that after consenting to receive my Form W-2 electronically via ESS, | will

action is needed. not receive a paper copy of the W-2 unless | opt-out of the Paperless Form W-2. Note:
This consent will be effective for the current tax year and all future periods until you a)

Just a reminder that this option means withdraw your consent or b) you are no longer employed.

employees can download their W-2 forms from m

ESS. This does not mean their W-2 forms will be

emailed to the employee.

*Note: If an employee would like to go back to
paper W-2 forms, they can unselect the consent
check box and then Submit. This will update their
preference.

Los Angeles County
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ESS Walkthrough: Employee Navigation

Step 5d: The Compensation tab allows employees to
view their compensation information as part of the ESS
Required Functionality.

Employees will refer to the Tax Information widget to view
their W-4 form and information*.

If employees have opted into receiving electronic W-2
forms through the Electronic W-2 widget, this is the
widget where the W-2 form will be available for download
via PDF file.

*Note: These forms are available based on calendar year.

Los Angeles County
Office of Education

Tax Information N~ |

View your tax forms and request duplicate copies from this widget. Additionally, you can
view your Tax Withholdings/Allowances.

Create Federal W-4 View Tax Withholdings/Allowances

View and Request Duplicate Tax Forms

To view your W-2 Forms here, you must Opt-In to receive the electronic version. Use the
Electronic W-2 widget on this page to make that election.

Tax Year Tax Form Federal Tax ID View

| would like a duplicate copy of the highlighted Tax Form. Please use this functionality if you are
unable to print the attached PDF Tax Form on your own. A confirmation email will be sent to your
email address upon successful receipt of the duplicate request.




ESS Walkthrough: Employee Navigation

Step 5e: The Compensation tab allows employees to
view their compensation information as part of the ESS
Required Functionality. In this section, you can view information pertaining to tax levies and

. . . garnishments that are being deducted from your paycheck. For more details,
Employees will refer to the Tax Levies and Garnishments click on the View icon to see additional information.

widget to view any tax levies and garnishment
information, if applicable. If there is not information for
the employee, this widget will be blank. Deduction Type Amount Due($) Amount Paid($) View

Tax Levies and Garnishments

Los Angeles County
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ESS Walkthrough: Employee Navigation

Step 6: The Performance tab allows
employees to view their Competency
Profile and Licenses/Certifications.

Information in this tab will be determined e ——
e the Lot and G oetalls are
stored in the Learning and Career

CGl Advantage Ess |

# Home || @ Compensation | EESTESERGHEERGE

Development (LCD) Activity Folder in HCM. Wiew your employee competency profile here. Please note that, as per your district policy, you do not have
There are two (2) widgets: Competency access to update your competency profile using ESS.
Profile and Licenses/Certifications. _ _

Competency Competency Level From To View Modify
Step 6a: In the Competency Profile widget, HISP OR LATING 07101 2024 12/31/9999 4 V4
employees will see their competencies, for FINGERPRINTING BOTH DOJ & FEI 07101 2024 12/31/9999 a V4
example Ethnicity/Race, Fingerprinting, TB 18 TEST SKIN 07/01,2024 12/31/9939 A P

Test, etc.*

Add Competency

*Note: Employees do not have the option
to modify these details.

Los Angeles County
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ESS Walkthrough: Employee Navigation

Step 6: The Performance tab allows
employees to view their Competency
Profile and Licenses/Certifications.
Information in this tab will be determined
by each district based on what details are
stored in the Learning and Career

Development (LCD) Activity Folder in HCM.

There are two (2) widgets: Competency
Profile and Licenses/Certifications.

Step 6b: In the Licenses/Certifications
widget, employees will see their licenses
and certifications, for example CA
Teaching Credentials.*

*Note: Employees do not have the option
to modify these details.

Los Angeles County
Office of Education

Licenses/Certifications

Accessibility | Contact | & Help | My Jobs | » Hello, ESS EMP | @l Logout

/-

Wiew your licenses and certifications here. Please note that, as peryour district policy, you do not have
access to update your license and cerifications using ESS.

License License
ICertification /Certification
Type Humber

CLR CLAD i

CERT 45678

Add License/Certification

lssue

i 2 H =
Country lesue State From To Expired? View Modify
United States _ .
of America California QB0 2012 12031 899 Kl _/5?

FY

-




Questions

Please Contact Your District's ESS Support Coordinator
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