{3 Accessing new Employee Self Service using a 49 '2
Business Applications Personal Computer or Laptop o, 1154
Supporting Education il | b

Updated: 12/3/2021

Introduction

Purpose of this document is to provide you a general guideline for using new employee self-service (ESS) portal.
With new ESS you will be able to view paystub, time statement, W2’s, enrolled benefit plans and personnel
profile.

System Requirements
Following is the supported configuration

Browser

Windows IE version 10.0.9
Chrome version 56
Firefox version 51
MAC Safari version 10.0.2

For Windows we recommend using Internet Explorer and for Mac we recommend using Safari.
For security reasons please log off and close all your browser windows when you are done.

Technical Assistance
Please contact the ITD-Helpdesk at (213) 241-5200.

Details

Type the following URL https://ESS.lausd.net in your browser to access new ESS, you will see a login
screen.
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Sign in with your organizational account

‘Jane.dnel@\ausd.net

Enter your full LAUSD email address and password te
Leg In.

e.g (msmith@lausd.net. mary.smith@lausd.net)

Enter your LAUSD eail address and passwor, then click Sign in.
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Employee  Upcoming
Launchpad
My Paystubs My Time Statement My W2 My Benefits My Profile My Tax My TB Compliance My Vacation
View my paystubs Display time recorde. Display benefit plans Update or change yo. Withholdings Balance

Display and change ... Display my vacation

al & £ & a ©

Upcoming
My Timesheet My Benefits N
Manage working time Enroliment

Manage my benefits ...

3 (&

Each tile indicates an application.
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My Paystubs

My Paystubs My Time Statement My W2 My Benefits My Profile My Tax My T8 Compliance My Vacation

View my paystubs Display time recorde Display benefit plans Update or change yo. Withholdings Balance

Display and change Display my vacation
$ =2 + =

al 5] £ ] & ©
—

Upcoming

My Timesheet My Benefits Iy

Enrolls it

Manage working time

To view your paystubs, click My Paystubs tile.
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4 0 My Paystubs v

Items (109) earch Paystub: QA SN = @
Pay Date Payroll Type Payroll Period or Offcycle Reason

Payroll Year: 2021

1012872021 Regular payrell run 10/01/2021 - 10/31/2021 4 =

0913072021 0910172021 - 09/30/2021 X &
0813112021 Regular payrell run 08i01/2021 - 08/31/2021 + =l
0713012021 Regular payroll run 07/01/2021 - 07/31/2021 b L 2
06/30/2021 06/01/2021 - 06/30/2021 + =
0512812021 Regular payroll run 05101/2021 - 05/31/2021 S 2
04302021 Regular payroll run 04/01/2021 - 04/30/2021 + =
0313172021 Regula 0310172021 - 03/31/2021 4 =)
021262021 Regular 02/01/2021 - 02/28/2021 L =]
01/29/2021 Regular payroll run 011012021 - 01/31/2021 £ =

The screen displays a list of pay dates. Latest pay date is displayed on top. To view additional paystubs
you can scroll down the list and click more. There are controls on each row to download PDF ( — ), or

print PDF ( = ) or view paystub ().
You can search for paystub by typing the pay date (mm/dd/yyyy) in search area.
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- Payell help: (213)241-2870 or Tax Exemptions

B 10 Payrol) perice ay Date Payr
9999999 02/0/17 Te:02/2017  03/03/2)

TED / ¥ / Sxesptioss = 03
ur [cA 7 W/ sxemprions = 03

33 FaGip 7L MR Cost Cis

Fate ees | eave W53

Tull Py Tiiness 0.2
Half Pay Tiiness s0.00
n 00 05929993 01274701 1.0
01276701 57.80

0993983
n 0 10000000 012

33467 [Gisteice Paia hametics

Anmaalized Status

Barsed Ane 3649630
raia Ast 37.400.08
Sitterence 70277

Paystub will be displayed as a pdf.
Downloading paystub or print paystub can be done from here too.

Click to go back to Paystub list page.

Click to go back to Launchpad.
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Time Statement

& C | & Secure https://ess.lausd.net

w
<@

Q & JANEDOE v
Employee

Employee

My Paystubs

Time Statement
View my paystubs

Personnel Profile
Display time recorde...

My Benefits
View my profile Display benefit plans
a0
a8 2] 8] &3

To view your time statement, click Time Statement tile.
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e
| Q & w
<

Time Statement (36) Time Statement

03/01/2017 - 03/21/2017

WIFIED 50
) 4o,

Time Statement

02/01/2017 - 02/28/2017 From 02/01/2017 To 02/28/2017

Jane Doe

o i 123 Main St ) 5
01/01/2017 - 01/31/2017 Los Argeles CA 80017 1 e ek

03/21/2017 Page 1/ 3

12/01/2016 - 12/31/2016

‘Work Date |Personnel | Position Cost Centar Attendance / Absence Code / Approval
Number Wage Type Date
11/01/2016 - 11/30/2016 02/01/2017 [10000000 [TCHR, SPED,  |1813701 Regular Time Pay 021032017
RES SPST PRG |FROST MS
02/02/2017 [10000000 |TCHR, SPED,  [1813701 Regular Time Pay 021032017
RES SPSTPRG |FROST MS
10/01/2016 - 10/31/2016 02/03/2017 [10000000 |TCHR, SPED,  [1813701 Regular Time Pay 0210312017

RES SPST PRG |FROST MS

02/06/2017 |10000000 |TCHR, SP ED, 1813701 Regular Time Pay 021152017
RES SPST PRG |FROST MS

A an 02/07/2017 |10000000 |TCHR, SPED,  |1813701 Regular Time Pay 0201512017
09/01/2016 - 09/30/2016 RES SPST PRG |FROST NS

02/08/2017 (10000000 |TCHR, SP ED, 1813701 Regular Time Pay 031772017
RES SPSTPRG |FROST MS

02/08/2017 |09998998 |TCHR. SP ED. 1276701 Regqular Time Pay 031712017

The screen is divided into two sections. Left side of the screen displays a list of months. Right side of
the screen displays the time statement. Latest month is displayed on top. To view additional months you
can scroll down the list. Up to last 36 months of time statements can be viewed. To view a time
statement, click month.

You can save or print time statement.

Click ™ to go back to Launchpad.
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My W2

< C | @ Secure https://ess.lausd.net T %
@ Q & JANEDOE v
Employee

Employee

My Paystubs

Time Statement
View my paystubs

Personnel Profile
Display time recorde...

My Benefits
View my profile Display benefit plans

a8 £} Yy &3

To view your W2’s, click My W2 tile.
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ecure  https:// ess.lausd.nel : sap-language=|
&« C|as https:// | d.net 9108 | EN#ZHR_E.. ¥
n =
o @ Q & v
< W2s (5) W2s
2018 _
2015 ‘ L ] | [ ] | ‘
........................................................................................................... |
y 7 Social securty ips. 1Wages, ips, oiher compensaion | 2 Feceral income tax wihheld : o
2014 I romW-2 Wage and Tax 201k 9,999 1.045.19 |
! < Employer's name, adtress and 2 code 8 Rlocaled s 3 T So0al securty| e |
! LOS ANGELES UNIFIED SCHOOL DISTRICT '
| ACCOUNTING & DISBURSEMENTS DIVISION  [# SeGae Wl 310 Sedare G il i
2013 PAYROLL ADMINISTRATION BRANCH 8,048 116.72 !
P.O. BOX 513307, TERMINAL ANNEX benels n T '
LOS ANGELES, CA 90051-1307 O |
| @ Employes's name, sddress and 2P code Ty e Dy 14 Other iE) |
| 9990 Pl
2012 ! 9999999 usmmuwwl for rumber (M| 2% !
ANE DOE 95-6001908 E i
JANI [[aEmpioyer's socal securty rumcer | i
123 MAIN ST 'mgg,ggf;%gg“ 1 !
LOS ANGELES, GA 90000 [ |
| TSR ErpbpsmIDm T8 Salewages Tps @ | 17 Sl roone Tl mages, o € T T5cal s B Wloay e |
I 800-9074-9 . !
i
I

The screen is divided into two sections. Left side of the screen displays a list of years. Right side of the

screen displays the W2. The last 5 years of W2’s can be viewed. To view a W2, click on the year of
your interest.

You can save or print W2.

Click @ to go back to Launchpad.
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My Benefits

< C | @ Secure https:// ess.lausd.net ? %
@ Q & JANEDOE v
Employee

Employee

My Paystubs

Time Statement
View my paystubs

Personnel Profile
Display time recorde...

My Benefits
View my profile Display benefit plans

8t =] 2l £

To view benefit plans you are enrolled in, click My Benefits tile.
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14 Benefits (5) Benefit

Search a O

g N .
032112017 I Medical Plan EE + Family

HEALTH (3) Anthem Blue Cross EPO

Medical Plan Participation Period: 01/01/2017 - 12/31/9999

Ltz (e @ 270 Benefils enroliment is based on eligibility requirements, such as, work assignment and pay slatus, and is subject to change.

Dental Plan

Y
DeltaCare USA DHMO . (&)
: . -

Vision Plan

VSP Payroll Frequency: Monthly
Employer Cost: 1,181.47 USD

LIFE INSURANCE (1)

Basic Life Ins. Dependent Coverage

EE Basic Life John Smith (Spouse)

SAVINGS
Joe Smith (Child)

Retirement Sav
STRS Retirement

The screen is divided into two sections. Left side of the screen displays a list of plans. Right side of the screen
displays the plan details. You can view plan details of your health, life insurance, savings and flexible spending
accounts. The scroll bar on the left allows you to see all of your enrolled plans. To view plan details, click on the
plan.

The cost for your coverage is shown. You can also view dependents enrolled in your plan.
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o @
4 Benefits (5)

Search

03/21/2017

HEALTH (3)

Medical Plan
Anthem Blue Cross EPO

Dental Plan
DeltaCare USA DHMO

Vision Plan
vsp
LIFE INSURANCE (1)

Basic Life Ins.
EE Basic Life

SAVINGS

Retirement Sav
STRS Retirement

Benefit

Medical Plan EE + Family

Anthem Blue Cross EPO
Participation Period: 01/01/2017 - 12/31/9999

Benefits enroliment is based on eligibility requirements, such as, work assignment and pay status, and is subject to change.

I & Anthem Blue Cross EPO I

L

To access provider website, you can click e and click the link displayed. A new window opens for the

provider website.
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= Menu Anthem

BlueCross

s @ O O
Welcome to Anthem

Insurance is complicated, we know. So if you're looking ¥

for simple terms and straightforward answers about w
—

Go back to the previous screen by closing

tis window.
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& o Q & v

4 Benefits (5) Benefit

jeol
5
J

Search

0372112017

HEALTH (3)

Medical Plan EE + Family

B ¢y
-

Anthem Blue Cross EPO

Medical Plan Participation Period: 01/01/2017 - 12/31/9999

LI EERESERY Benefits enroliment is based on eligibility requirements, such as, work assignment and pay status, and is subject to change

Dental Plan ) :
o Y
DeltaCare USA DHMO ( l e
Vision Plan
vsP & Anthem Blue Cross EPO

LIFE INSURANCE (1)

Basic Life Ins.
EE Basic Life

SAVINGS

Retirement Sav
STRS Retirement

Click @ to go back to Launchpad.
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My Profile
&« C 1) | & Secure | https://ess.lausd.net/ |
&

Q &3 Jane Doe
Employee
Employee

My Paystubs My Time Statement My Benefits My Profile
View my paystubs Display time recorde. Display benefit plans Update or change yo

at =] e

My Tax My TB Compliance
Withholdings
Display and change

6 a

To view your profile, click My Profile tile.
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e
(A thi Q &5 Jane Doe v
<

Address Address
—~
S REFRESH
Permanent Address Permanent Address
123 Main St

Emergency Contact Information o

+

Additional Emergency Contact Information

I [l Any changes will be effective from 08/18/2017

+
Street: 123 Main St
Doctor's Information City: Los Angeles
State: California
+ Postal Code / Country: 90017 US
Cell Phone
Home Phone: (123)123-1234
Work Phone:

. B

The screen is divided into two sections. Left side of the screen displays overview of my profile which includes
Permanent Address, Emergency Contact Information, Additional Emergency Contact Information and Doctor’s
Information and the right side of the screen displays in detail. To view permanent address in detail section click
Permanent Address, similarly click respective record to view in detail section.
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< C ) | & Secure | https//esslausd.net pe
w < Q& JaneDoe
< Address Address
73 REFRESH
Permanent Address Permanent Address
|1234 Main St I
Emergency Contact Information e
+ —

Additional Emergency Contact Information

I [il Any changes will be effective from 08/25/2017

+
Street: 1234 Main St
Doctor's Information City: Los Angeles
State: California
+ Postal Code / Country: 90001 US
Cell Phone:
Home Phone: (213)213-2132
Work Phone:

To change the address click Edit.
If the relavant address is not in the system click + to create address.
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&« c Q @ Secure | https://ess.lausd.net/ pe
i =
& 3 Q & Jane Doe
4 Address Permanent Address
]
T REFRESH
P t Add I [i Any changes will be effective from 08/25/2017 l
ermanen ress
1234 Main St I [il Home Phone or Cell Phone are required. l
. *Street
Emergency Coniact Information H234 Main St
=+ *City:
Los Angeles
Additional Emergency Contact Information *State:
California ~

+ *Postal Code / Country:

90001

7]

Doctor's Information
Cell Phone:

+

Home Phone:
(213)213-2132

Work Phone:

Notice the effective date of this modification in the message section on top and if there is no related message
then changes are effective immediately.

Modify the information as needed.

Click Save.
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C {7} | @ Secure | htipsy/esslausd.net/ 4

e
[a) « Q L5 Jane Doe
4 Address Address

=

Permanent Address Permanent Address

1234 Main St

Valid from 08/25/2017 o

123 Main St

Emergency Contact Information
Street: 123 Main St

+ City: Los Angeles
State: California
Additional Emergency Contact Information Postal Code / Country- 80001 US
Cell Phone:
+ Home Phone: (213)213-2132
Work Phone:

Doctor's Information

+

Select the latest record to verify your changes.

Click ™ to go back to Launchpad.
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My Tax Withholdings
&« C 1) | & Secure | https://ess.lausd.net/ ﬁ"l H
&

Q= & JaneDoe v~
Employee
Employee

My Paystubs My Time Statement My Benefits My Profile

View my paystubs Display time recorde. Display benefit plans Update or change yo

a$ & 3

My Tax My TB Compliance
Withholdings
Display and change

6l a

To view your tax withholdings, click My Tax Withholdings tile.
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< C Y | & Secure | https://esslausd.net, R
&S this Q &5 Jane Doe
< Tax Withholdings Tax Withholding

S REFRESH

R — California

Married

04

Federal

Married
03

[il Any changes will be effective in the paycheck received after 08/22/2017

Tax Authority: CA
No. of Exemplions: 04
Additional Withholding: 4.00 USD
Filing Status: Married
Tax Exempt Indicator: Not Exempt

The screen is divided into two sections. Left side of the screen displays overview of tax withholdings which
include California withholdings and Federal withholdings and right side of the screen displays the withholding

information in detail section. To view California withholdings click under California and to view Federal
withholdings click under Federal.
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& C Y} | @ Secure | httpsy//esslausd.net R
“ 3 Q L5 Jane Doe
4 Tax Withholdings Tax Withholding

]

&3 REFRESH

California California

Married

04

Federal

Married

03

[il Any changes will be effective in the paycheck received after 08/22/2017

Tax Authority: CA
No. of Exemptions: 04
Additional Withholding: 4.00 USD
Filing Status: Married
Tax Exempt Indicator: Not Exempt

To change the withholding click Edit.

Review W4/DE4 information window is displayed. Review the displayed PDF.
If the record is not in the system click + to create.
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Review W4/DE4 information

Please review the provided PDF document from CA regarding your DE4 before continuing

. Employment
Development
Department

EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE

Topme o T Vour Tl M

Hintee Adtess (s umiber and st e Rl
P P A e s
e, il ZIP Eunde O niastions innr incomes
OO b OF HOLES
1. e of allsne RN Allenianees, Widkshret A

- e Db lons, Workstod B
il A+ D) sl Usie e Calloevia
Sl o
an
mal Amana o 7te acme s in be bl cach pey aeod o7 empayer s, koo o

¥ perly o perfuy hat | ara pet sl sl skl |t e candiians
e Servivs Wb Civil Relief AuL sz anverded by Ure Miliury Sposses Revidenrer Refied A =

Uidler the penalties of perjury. I CErtify that the nuntber of Withiolding allowances claimed on s Cetificate does not excesd the
unnber to vhich § am entitled or. if claiming evemption from withboldig. that | am entitled 1o clainy the exemnpt status.

Sigrate.

ol Marsie arsd A Hutnia Ermplesy e AL N

[ [Ty e ——
o prine of ks wor anel eeps fhe sewainrr fne yea e
YOUR CALIFORNIA PERSONAL INCOME TAX MAY BE UNDERWITHHELLY IF YOU DO NOT FILETHIS DE 4 FORM,

IFVOU RELY ON THE FEDERAL FORM W-s FOR YOUR CALIFORNIA WITHHOLDING ALLOWANCES, YOUR CALIFORNIA STATE
PIUSCINAT INCOME TAX MAY B LNDINWITHIELI ANG YOU MAY GWE MONEY AT THE CNI CF THE YIAR.

PURPOS
andliar DE 1 1akes efisct, cormpare the

Reviewed

Click Reviewed to move forward or Cancel to move back.
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&« C Y | & Secure | https://esslausd.net/ ¥
n =
o . Q = &F JaneDoe v
< Tax Withholdings California Tax Withholding
7~  REFRESH
i [i] Any changes will be effective in the paycheck received afer 08/22/2017

Calif

alirornia

Married

04

Personal Data
Federal .
First Name: Jane

Married Middle Name:
0'3 Last Name: Doe

Initials

Address Details

Street: 123 Main St
City: Los Angeles
State: CA
Postal Code: 90017

Update Tax Withholdings

Tax Authority: CA
No. of Exemptions:
04

Additional Withholding

4.00
I
Notice the effective date of this modification in the message on top.

Modify the information as needed, go through the declaration and select it.
Click Save.

@
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& C {Y | @ Secure | hitpsy/ess.lausd.net/ r
ﬁh\ -"' Q &; Jane Doe
< Tax Withholdings Tax Withholding

]

{3 REFRESH

R California

Married

04

Valid from 08/22/2017

Married
05
Tax Authority. CA
Federal No. of Exemptions: 05
Additional Withholding: 4.00 USD
Married Filing Status: Married
03

Tax Exempt Indicator: Not Exempt

Select the latest record to verify your changes.

Click ™ to go back to Launchpad.
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My TB Notifications
&« C () | & Secure | https://ess.lausd.net/ T}V‘ :
'}"\ Q &5 Jane Doe v

Employee

Employee

My Paystubs My Time Statement My Benefits My Profile
View my paystubs Display time recorde. Display benefit plans Update or change yo

8¢ Eﬂ? & R

My Tax My TB Compliance
Withholdings
Display and change

Gl &

To view your TB notifications, click My TB Notifications tile.
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C 1Y | & Secure https://ess.lausd.net/ o

<
'@h\ L Q &; Jane Doe ~
<

Next TB Compliance Update is due: 08/22/2020

TB Compliance

TB notification is displayed.

Click @ to go back to Launchpad.
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Conclusion

Log-out from the application by clicking = and click Sign Out.
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Frequently Asked Questions
1. Isthis application secured?
o Yes, it is secured and only you can view your own information.
2. Canlsave password on my browser?
o Your browser may allow you to save password. However, for security reasons we do not
recommend saving passwords.
3. What if | forget my password?
o Call help desk at (213) 241-5200.
4. Can |l view/obtain W2's older than 5 years?
o No, please contact the Employee Service Center at (213) 241-6670.
5. Can | make changes to my health benefit plan(s)?

o You may only view your current plan enrollment(s). IRS rules do not allow plan participants to
make election changes except during the Annual Benefits Enrollment period. However, the IRS
does permit a participant to make a change in the middle of the year when certain major life
events take place. Please contact Benefits Administration at (213) 241-4262 or visit their
website at http://benefits.lausd.net for more information.

6. Can|ladd or remove dependents?

o You may only view your currently enrolled dependents. To remove or add eligible dependents
from your health benefit coverage, complete the “Change of Dependent Status” form and
submit to Benefits Administration. The form can be found on their website at
http://benefits.lausd.net.

7. If I have any questions regarding my health benefits coverage, who may | contact?

o You may call Benefits Administration at (213) 241-4262 or send an email to benefits@lausd.net.

You may also visit their website at http://benefits.lausd.net for more information.

8. What if | have questions related to paystub?
o You can contact payroll support services at (213) 241-2570 or email payrollsupport@lausd.net

9. Whatiflonly see ?
o Itindicates that the browser you are using is not supported. Please use one of the
recommended browsers.
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