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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

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 or send an email to ess@lausd.net

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

i|.4n-.- dc¢ lawsddnel

Enter your full LAUSD email address and password to
Log In
. (msn .net, mar i net)

3 Moot Home

Enter your LAUSD eail address and password, then click Sign in.
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Employee

Employee

My Paystubs Time Statement Personnel Profile My Benefits

View my paystubs Display time recorde... View my profile Display benefit plans
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Each tile indicates an application.
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To view your paystubs, click My Paystubs tile.
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4 Paystubs (148) Paystub

Search a &

Payroll Period: February 1, 2017 - February 28, 2017
02/28/2017

Regular payroll run

02/01/2017 - 02/28/2017

Pay Date: February 28, 2017

01/31/2017 Enployee Statement of Earnings - Payroll Help: (211)241-3570 o payroll 0 lausd.net Tax &
Regular payroll run naza EE 1D Payroll Peried Pay Date Payroll Payment PS-Aved FED / M / Evemptions = 03
DOE, JANE 9999999 02/01/17 To:02/28/17  03/03/17 Cext ur |cA ¢ M/ Exemptions = 03
01/01/2017 - 01/31/2017
Paynents Per End 5B P5.Grp PL PERNR  Cost Ctr  Rate Hours Gross | Leave HRS
Full Pay Iliness 43.20
12/30/2016 cumsz 2ax Salf pay Illness 5360
Rogular Time Pay  02/28/17 € 27 08 09999999 01276701 33.00
Regular payroll run Regular Time Pay  02/28/17 € 27 08 10000000 01276701 57.00
12/01/2016 - 12/31/2016 c-Basis salary 0z/28/17 ¢ 2 08 09999999 01276701 3,002.58
c-pasis Salary 0z/286117 € 27 08 10000000 01276701 2,098.67
Late Starter Spread 02/28/17 € 27 08 09999599 01276701 192.68
Late Starter Spread 02/28/17 € 27 08 10000000 01276701 134.67 | District Paid Bensfits
11/30/2016 Holtday Pay 2807 ¢ 1 on 09393999 1276701 300
Holiday Pay 02/28117 ¢ 7 08 10000000 01276701 3.00 Anthen EPO-Active ER 1,181.47
Regular payroll run Full pay I)lness 02/28/171 ¢ 1 08 09999999 01376701 s.00 Deltacare PMI (I) ER  27.24
Full pay Illness  02/28/17 ¢ 27 08 10000000 01276701 s.00 VER(K) ER 7.62
11/01/2016 - 11/30/2016 Taployéa” Nisle Lifa 118
District Paid STRS  682.91

10/31/2016

Regular payroll run

10/01/2016 - 10/31/2016

OpenasPDF (T

The screen is divided into two sections. Left side of the screen displays a list of pay dates. Right side of
the screen displays the paystub. Latest pay date is displayed on top. To view additional paystubs you can
scroll down the list and click more. To view a paystub, click pay date.

To view the entire paystub, click on Open as PDF button. It displays the paystub in new window.
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Employse Statement of Earnings - Payroll Help

EE ID Payroll Period

9939999 02/01/17 To:02/28/17

Pay Date
03/03/17 Cert oT

(213)241-2570 or payrollsupport@lausd.net

Payroll Fayment PS-Ares|

M / Exemptions = 03
M / Exemptions = 03

Payments

Per Ead

P3-Grp

BL PERNR

Cost Ctr

HRS

CURRENT PAY

Regular Time Pay
Regular Time Pay
C-Basis Salary
C-Basis Salary

Late Starter Spread
Late Starter Spread
Holiday Pay

Holiday Pay

Full pay Illness
Full pay Illness

You can save or print paystub.

02/28/17
02/28/17
02/28/17
02/28/17
0z2/28/17
0z2/28/17
0z/28/17
02/28/17
02/28/17
0z/28/17

09999999
10000000
09999999
10000000
09999999
10000000
09959939
10000000
02995999
10000000

01276701
01276701
01276701
01276701
01276701
01276701
01276701
01276701
01276701
01276701

3,002.58
2,098.87
192.68

Full Pay Illness
Half Pay Illness

134.67

Digtrict Paid Benefits

Anthem EPO-Active ER 1,181.
DeltaCare PMI (I] ER  27.
VSE(E] ER 7.
Employes Basic Life 1.
District Paid STRS

Annualized Status

Earned Asmt 36,696,
Paid st 37,400,
Difference 703,
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15/17|

®

¥ REFRESH
&/

01/05/2017
Regular payroll run
12/01/2016 - 12/31/2016

Payroll Period: December 1, 2016 - December 31, 2016

Pay Date: January 5, 2017

Paystub

Q | £JAl

Employee Statement of Earnings -

Payroll Help: (313)341-2570 ox

yrollsupportflausd.net

Tax Exemptions

1 pericd

Mame. EE ID
55959559 1

16 To:12/31/

1 Payment P3-Ares

ur

FED /. M / Exemptions =

CA M7

Exemptions = 0

Per End 5B PS-Grp PL PERNR

Cost

Gross

Leave HES

12/31/1% ¢

12731046 ©
12/31/16 ©

12/31/1% ©

Pay

1273116 ©

Holiday Pay

You can search for paystub by typing the pay date (mm/dd/yyyy) in search area.

Click @ to go back to Launchpad.
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Employee

Employee

My Paystubs Time Statement Personnel Profile My Benefits

View my paystubs Display time recorde... View my profile Display benefit plans
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To view your time statement, click Time Statement tile.
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Time Statement (36) Time Statement

03/01/2017 - 03/21/2017

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

Jane Doe
123 Main St
Los Angeles CA 90017

01/01/2017 - 01/31/2017

03/21/2017 Page 1/ 3

12/01/2016 - 12/31/2016

Work Date [Personnel |Position Cost Canter 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 SPSTPRG |FROST MS

02/02/2017 |10000000 |TCHR, SP ED, 1813701 Regular Time Pay 02/03/2017
RES SPST PRG |FROST MS

10/01/2016 - 10/31/2016 02/03/2017 (10000000 |TCHR, SP ED, 1813701 Regular Time Pay 02/03/2017
RES SPST PRG |FROST MS

02/06/2017 (10000000 |TCHR, SP ED, 1813701 Regular Time Pay 021572017
RES 8PST PRG |FROST MS
02/07/2017 (10000000 |TCHR, SP ED, 1813701 Regular Time Pay 021572017
RES SPSTPRG |FROST MS
02/08/2017 |10000000 |TCHR, SP ED, 1813701 Regular Time Pay 031772017
RES SPSTPRG |FROST MS

09/01/2016 - 09/30/2016

02/08/2017 109998889 [TCHR. SP ED. 1276701 Reaular 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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Employee

Employee

My Paystubs Time Statement Personnel Profile My Benefits

View my paystubs Display time recorde... View my profile Display benefit plans
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To view your W2’s, click My W2 tile.
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ecure  https:// ess.lausd.ne E sap-language=
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< W2s (5) W2s
2018 _
2015 ‘ L ] | [ ] | ‘
........................................................................................................... |
y 7 Social securty ips. 1'Wages, ips, oiher compensaion | 2 Fegeral income tax wihheld : o
2014 | romW-2 Wage and Tax Statement 2015 9,999 1,045.19 |
| cEmployers name, address and 2 code B Rocaed s 3 T S00a se0urty tx wihed |
! LOS ANGELES UNIFIED SCHOOL DISTRICT !
| ACCOUNTING & DISBURSEMENTS DIVISION  [# Sk woges 395 Bl ox il !
2013 PAYROLL ADMINISTRATION BRANCH 8,048 116.72
P.O. BOX 513307, TERMINAL ANNEX benels n o
LOS ANGELES, CA 90051-1307 P
| @ Employes's name, sddress and 2P code Ty e Dy 12 0ther iE) |
| 9990 Pl
2012 ! 9999999 usmmuwwl ﬂirumheﬁ;\m 2% !
ANE DOE 95-6001908 E i
JANE [[aEmpioyer's socal securty rumcer | i
123 MAIN ST 'mgg,ggf;%gg“ 1 !
LOS ANGELES, GA 80000 [ |
| TSR EnpbpssamlDm T8 Salewages 1ps @ | 17 Sl roone B Loca wages i T Loca e Aoty rare |
I 800-5074-9 !
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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Employee

Employee

My Paystubs Time Statement Personnel Profile My Benefits

View my paystubs Display time recorde... View my profile Display benefit plans
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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

B (E [ EaEs B Benefits enrollment is based on eligibility requirements, such as, work assignment and pay status, and is subject to change.

Dental Plan

N
DeltaCare USA DHMO g ( C‘O \
H ; -

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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14 Benefits (5) Benefit
Search Q
0312172017 I Medical Plan EE + Family
), Anthem Blue Cross EPO
Medical Plan Participation Period: 01/01/2017 - 12/31/9999

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

Dental Plan -
Y . N
DeltaCare USA DHMO 11 )
Vision Plan
vsP I & Anthem Blue Cross EPO I

LIFE INSURANCE (1)

Basic Life Ins.
EE Basic Life

SAVINGS

Retirement Sav
STRS Retirement

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 Auanng e @) O
Welcome to Anthem

Insurance is complicated, we know. So if you're looking 3 X

for simple terms and straightforward answers about 4 w
N

: i = &
\ = ‘E F 348113

Go back to the previous screen by closing this window.

& & Q & o

4 Benefits (5) Benefit

Search Q. &

¢ + :

0302412017 | I Medical Plan EE + Family

AT Anthem Biue Cross EPO

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

inck il Benefits enroliment is based on efigibility req s, such as, work and pay status, and is subject to change

Dental Plan .

DeilaCare USA DHMO (1 61

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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< Cc 0 ! 8 Secure | htips://ess.lausd.net/ j}! H
an Q| & JaneDoe ~

Employee

Employee

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

2 &8

My Tax My TB Compliance
‘Withholdings
Display and change -

G &

To view your profile, click My Profile tile.
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C 1Y | & Secure | hitps;//esslausd.net h*d

e
(A thi Q &5 Jane Doe v
<

Address Address

~
o 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:

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 Y | & Secure | httpsy//esslausd.net/ ¥
w < Q& JaneDoe ~
4 Address Address
{5 REFRESH
TG TS Permanent Address
I1234 Main St I
Emergency Contact Information o
+ —

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
N 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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4 Address Permanent Address
‘']
[ REFRESH
I [il Any changes will be effective from 08/25/2017 l
Permanent Address
1234 Main St l [il Home Phone or Cell Phone are required. l
Street
Emergency Contact Information H234 Main St
+ *City:
Los Angeles
Additional Emergency Contact Information *State:
California ~
+ *Postal Code / Country:
90001 S
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 Y | @ Secure | htips://ess.lausd.net/ +r

n

e
ﬁﬁ\ ' Q &E Jane Doe
4 Address Address

]

REFRESH

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. 90001 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
& Cc 0O ! @ Secure | htips://ess.lausd.net/ 1}! H
an 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...

a8 =] &3

My Tax My TB Compliance
‘Withholdings
Display and change -

] &

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 { | & Secure | httpsi//esslausd.net/ w
'@h\ thi Q &E Jane Doe
< Tax Withholdings Tax Withholding

Ty

S 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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&« C ) | & Secure

https://ess-qa.lausd.net/go#ZHR_Employee-maintainV

NA4Set/20170719/CA

Review W4/DE4 information

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

= Fmployment
ED Development e

Depariment 2 govieled pe
Statenf Califar

EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE
Topee or T o Tl Flarre

Vo o Senay Mo
Hinme sdeess tsamber and St e Rl Kore) it g Alloseances
DI SISt b o AAARKI ) it s o o e

iy, Siate, il ZIF Cul O miassiei iann inenmen

O HeAOF HOU
warakalding: Allrasaces, W
o Db, Wtk B
e A I vt i U Sl rmia

. adetenl smort af sate meme s 1n be wirheld cach pey perind (f rpiager anmeest, serkshot €
o

orif ander ervalty of arriey fhat | am ot sublec o $alinia wifhalding. |mect e condifars s

Servicee Sewden Ciod| Relied ALL a5 arerdend by Une Miliiry Spruses Resideny Act bz b O
Under the penalties of perjury: | centify that the number of withhalding ailowances claimed an this certificate does not exceed the
autnber to which § am entitied or, if ciaiming exemption from withholding. that .un entitled to claim the exempt status,

sippansr
el Marsos aned Ak

Cliumia Ermplosyes Auasant N

¢itershes oy pertion af faks pape 13 nar copleer and keep the senaindes for yeur e

YOUR CALIFORNIA PERSONAL INCOME TAX MAY BE UNDERWITHHELLY IF YOU DO NOT FILETHIS DE 4 FORM,

IF YO RELY ON THE FEDERAL FORM H-§ FOR YOUR CALIFORNIA WITHHOLDING ALLOWANCES, YOUR CALIFORNIA STATE
PIRSONAT INCOME TAX MAY B LNDIRWITHIEL ANG YOU MAY OWE MONIY AT THE CNI OF THE YIAR.

PURPOST: T c D14, i o Cabifoenia Personal lncome
Tax (PIT) withhol
[

mpute. L this i et
d from more than ane so
HCLDING: Ainy

anciior DE 1 takes elfiect, compare the siaie incom L withheld

Reviewed

Click Reviewed to move forward or Cancel to move back.

Page 24 of 30




L

1= Accessing new Employee Self Service using a

Business Applications Personal Computer or Laptop
Supporting Education

. VNS
& .
% or g D\!"b

Updated: 10/24/2017

< C 1Y | & Secure | hitpsy//esslausd.net/ h*¢
@y d Q. & JaneDoe -
< Tax Withholdings California Tax Withholding
Ty
2 REFRESH

californi [i] Any changes will be effective in the paycheck received after 08/22/2017

alifornia

Married

04

Personal Data
Federal
First Name: Jane

Married Middle Name:
03 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.

7]
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C Y | @ Secure | https://ess.lausd.net/ o

6

& ¥ i Q &5 Jane Doe ~
( Tax Withholdings Tax Withholding

C REFRESH

California 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

< Cc 0 ! 8 Secure | htips://ess.lausd.net/ j}! H
an Q. | & JaneDoe ~

Employee

Employee

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

2 &8

My Tax My TB Compliance
‘Withholdings
Display and change -

G &

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

n

e
o . Q &F Jane Doe v
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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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My Paystubs Time Statement Personnel Profile My Benefits
View my paysiubs Display time recorde. . View my profile Dispiay benefit plans
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Log-out from the application by clicking = and click Log-Off.
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Frequently Asked Questions
1. Isthis application secured?

0 VYes, itis secured and only you can view your own information.
2. Canlsave password on my browser?
0 Your browser may allow you to save password. However, for security reasons we do not
recommend saving passwords.
3. What if | forget my password?
0 Call help desk at (213) 241-5200.
4. Canlview/obtain W2's older than 5 years?
0 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. Canladd or remove dependents?

0 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 1 have any questions regarding my health benefits coverage, who may | contact?

0 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?
0 You can contact payroll support services at (213) 241-2570 or email payrollsupport@Ilausd.net

9. What if I only see ?
0 Itindicates that the browser you are using is not supported. Please use one of the
recommended browsers.
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