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OFFICE OF BUSINESS SERVICES
PAYROLL DEPARTMENT

To: All District Staff
From: Business Services — Payroll Department
Subject: Employee Self Service (ESS)

We are pleased to announce the launch of Employee Self Service (ESS), a web-based program that provides employees
with access to view their own payroll information. In addition, ESS offers the ability to print copies of past W2/ACA
forms used for tax filing purposes.

A work e-mail address is required in order to register and access ESS, along with your District Employee Reference
Number. If you are a current employee of the district, please review your most current physical check stub. The
Employee Reference Number is located on the top, middle section of the check stub.
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ESS Registration Steps:

1. Access the following link: https://ess.kern.org/81

E] W Mall - Trina Laeno - Outlook X 3; ESS - General Home Page X +

C O B https//ess.kern.org
@ CCHS Senior Pano Cl.. (@) What School District ... € siscconnect @ Getting Started i DataMotion Secureh... @}

Employee Self Service 2
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Useful links:

login if you have 2
= DELANO JOINT UNION HIGH SCHOOL DISTRICT
register (if you're a 1si| 1720 Norwalk Street, Delano, California  (661) 725-4000

time user)

Reset Password

Welcome to the Delano Joint Union High School District
Employee Self Service Website

This site allows you to access the following information at your convenience:

Payroll Information (Payroll History, W-2's)

Personnel Information (Address, Contact Information, Hire Date, Employee Reference
Number/Employee Number)

+ Leave Balances and Activity

+ Credential Information

For questions or concerns, please use the following contact information:

Payroll Specialist — Certificated Payroll Specialist — Classified
Trina Lacno Maria Lentz
tlaeno(@djuhsd.org mbasquez@djuhsd.org
(661)720-4105 (661)720-4115
Email Access Human Resources
Help Desk - Desktop Support Jeanne Bumatay
HelpDesk(@djuhsd.org jbumatay(@djuhsd.org
(661)7204741 (661)720-4103
Leaves [ Absences
Judith Prieto
jpricto@djuhsd.org
(661)720-4102
ESS User Acconnt Inquires

Teamworlk - Together We Achieve the Extraordinary

2. Click “Register” on the left-hand side of the ESS homepage

Useful links:

login (if youw have a
wser id)

register [If pow're 2 1si
time w=er]

Reset Password
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3. Enter your work e-mail address and click “Start Registration”

v 3§ ESS- Staff Pre-registration Forr X+
< c m 2% ess.kern.org/users/new?register=staff

Ca diuhsd.org bookmarks mﬂ Mail - chernandez@... g Office Supplies: Offi O, Central Valley Office... q) maakemn.org & SDFS

Qss

@? Employee Self Service

Staff Pre-registration Form

Enter your work email address, click the registration button and an email will be sent to you
with instructions on how to complete registration

* indicates required fields

Work email: = | ]
Please enter your work email address. Do not use your personal email.

| Start registration | Cancel

Notes:

* [fyou have previously logged-in as a Staff user then go to the ESS login page , select "Staff" as the user-type, and enter your ESS user
* District employees able to login to QCC (the HR and Finance system) do not need to register. Go fo the ESS login page , select "QCC" ¢

4. You will receive an email from hrsweb admin@gss.com which will provide you with instructions on completing

your registration.

Confirmation for new ESS user

@ hrsweb_admin@qss.com ® | ) Reply | € ReplyAll | —> Forward | | i | |+

To @ Wed 4/17/2024 11:35 AM
CAUTION: This email originated from outside your organization. Exercise caution when opening attachments or clicking links, especially from unknown
senders,

You requested to register with ESS on Wed, Apr 17, 2024 at 11:35am.
If you did not make this request please save this email and contact your Support or Help desk.

To complete ESS registration click the link below and follow the instructions:

https://ess.kern.orgfusers/new?complete reg=Y&email=-chernandez%40djuhsd.org&reg di no=81

If you have any questions or problems please contact your ESS support center.

Thank You
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5. You will need the last 4 digits of your Social Security Number as well as your Employee Reference Number to
complete your registration.

: @ O # Ess-SaffRegistationforn X

] (5 https://ess.kern.org/users/new’

Staff Registration Form

The final step of ESS registration is to complefe the form below.

* indicates required fields

District: * [Delano Joint Unien Hs Dist (1) v|

Lastd-digits of SSN: * || Birth date: * [January _v|[1_v|[1870v]
Employee number: * \:I

Work email: * _@d}uhsd org |

Choose a login name and password:

Login name: # ‘ choose a login/user-id name | (3- 30 charasters]  h

[
1

Password: = | (8- 40 characters)

[
[

Confirm password: ~ \ |

Challenge question: * [Whatis the last name of your best friend in high school? v

B

Your answer:

| Complete registration | Cancel

Notes:

» [fyou have previously logged-in as a Staff user then go to the ESS login page , select "Staff" as the user-type, and eriter your ESS user name and password
» District employees able to login to QCC (the HR and Finance system) do not need fo register. Go fo the ESS login page , sefect "QCC" as the user-type, and enter your QCC user name and QCC password.

6. Once you have completed the registration process, you will be able to access your payroll information. If you
have any questions regarding any of the information displayed, please refer to the contact information provided
on the ESS welcome homepage.




