Procedures for Using ESS

1. Obtain your user ID and password by signing into your kronos.
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2. Enter your username and password (If you have never signed into kronos through the computer get with your supervisor so they may get you access)
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3. To the right of the screen click on My Reports
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4. Click on View Reports
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5. Your user ID is your employee number usually six digits you will find this to the right of your name
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6. Once you have obtained your user ID in SharePoints click on Employee Self Service (ESS) link
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7. Click Log In
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8. Enter your User ID (employee ID) and password (if this is the first time using this link your password will be the last 4 digits of your SSN or if you have applied for a job recently the password will be the same) and click log in
[image: ]















HOW TO LOCATE AND PRINT YOUR CHECK STUB
1. Once you are logged into to ESS to the right of the screen click Pay/Tax Information
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2. You will see all check stubs for the year selected to retrieve a check stub click deatails
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3. This will bring you to a screen of Check Details click View Paycheck Image
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4. You will be able to view your check stub to print your check stub click on the printer to the top of the page
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5. Click Print
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HOW TO VIEW/PRINT YOUR W-2
1. In Pay/Tax Information click on W-2 
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2. Select year you want to view (reminder the system only has 2019 forward if you need past 2019 contact payroll) click View W-2 Image
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3. Click and View the document needed 
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4. To Print click the printer at the top of the screen
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5. Click Print
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HOW TO VIEW/PRINT AND CHANGE A W-4

1. Click on Pay/Tax Information
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2. Click on W-4
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3. At the bottom of the screen click edit
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4. Make changes as needed to Federal and type your name when completed
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5. Make changes as needed to State and type your name when completed
[image: ]Kate Smith

6. Click Submit NOTE: BY CLICKING SUBMIT YOU ARE REQUESTING PAYROLL TO CHANGE YOUR DEDUCTIONS PAYROLL MUST APPROVE THE CHANGES BEFORE YOU CAN VIEW CHANGES.
[bookmark: _GoBack][image: ]
image5.png
SCHEDULE

Time Period: Current Pay Period
Dates: 1112772021 - 12/10/2021

Printed: 121062021

Name: ORTIZ, STEPHANIE C _ID: 108503
Primary Account(s). 10/1612021 -forever01001/120134/T - INFORMATION TECHATT - ITT DIVISION/108621/-

.




image6.png
Starting Points

Internal Services

+ Office 365 E-Mail #

+ Outlook E-Mail Instructions
+ Kronos Time Entry %

+ Kronos Fire Telestaff %

+ Kronos Police Telestaff %

+ Kronos Support

« Employee Self Service (ESS) #
+ Munis

« Tyler University %

+ Vendor Self Service Portal %
+ EnerGov Prod #




image7.png
+

Log In

Munis Self Service





image8.png
Login

Username
123456

password

Forgot your username?

Forgot your password?




image9.png
Employee Self Service
Benefits

Pay/Tax Information
Personal Information
Substitute Teaching
Time Off

Time Entry

Employment Opportunities




image10.png
Check Date Pay Period Status Gross Pay Net Pay

12/3/2021 11/13/2021 - 11/26/2021 Cleared 5209018 $149825  Details




image11.png
Check Detail

ORTIZ, STEPHANIE

Overview View paycheck image





image12.png
BeEBEQ ®O 1| KNOAR T




image13.png
Printen Microsoft XPS Document Writer
Copiesi [ 12

Pages to Print
@Al
» More Options

Current Pages

Page Sizing & Handing (D
Size Poster

OFit

O Shiink oversized pages O Custom Scale:

[ Choose paper source by PDF page size

Orientation:

® Auto O Portrait

Comments & Forms
Document and Markups

Page Setup...

——

@® Actual size

[100 %

OLandscape

Properties | | Advanced

[print in grayscale (black and white)

[ save ink/toner

Document: 8:5x 11.0in

85x11 Inches

Booklet

Page1of 1

Print

Cancel




image14.png
Employee Self Service
Benefits
Pay/Tax Information
YTD Information
w-2
W-4.
Personal Information
Substitute Teaching
Time Off
Time Entry

Employment Opportunities




image15.png
W-2 Information

Year 2020-0[v]

STEPHANIE ORTIZ View W-2 image




image16.png
Vour request has returned multiple documents.
Select the document from the list below.

108503 paf
108502.pf




image17.png




image18.png
Prnter| Microsoft XPS Document Writer || Properties || Advanced
copies:[I 1= [Printin grayscale (black and white) (] Save ink/toner
Pagesto Pr Document: 8.5 110in
@an OCument  OPages  [1-2 | 85x 11 Inches

> More Options

Page Sizing & Handiing (D

Size Poster Muttiple Booket
OFit @® Actual size

OShrink oversized pages O CustomScale:  [100 %

[ Choose paper source by PDF page size

Orentation:
@Awo OPorrst O Landscape

Comments & Forms

Document and Markups v

Page Setup..

Page10f2

Print Cancel




image19.png
Employee Self Service
Benefits

Pay/Tax Information
Personal Information
Substitute Teaching
Time Off

Time Entry

Employment Opportunities




image20.png
Employee Self Service
Benefits
Pay/Tax Information
YTD Information
w-2
W-4.
Personal Information
Substitute Teaching
Time Off
Time Entry

Employment Opportunities




image21.png
NEW MEXICO

Marital status

HEAD OF HOUSEHOLD
W4 - Step 2

Unchecked

Dependents Amount

$0.00

‘Other Income
$0.00
Deductions
$0.00
Additional amount

$0.0000
Edit




image22.png
FEDERAL
“This form is used to change your federal tax withholdings.

Please indicate your tax fillng marital status.

Single or Married but withhold the higher rate[v/

Number of exemptions that you are claiming
0

‘Any additional amount you wish to be withheld
0.00

By typing your name you are affirming that the information is being submitted by you and is correct.




image23.png
NEW MEXICO
“This form is used to change your New Mexico State tax withholdings.

Please identify your tax filing marital status -

Number of Exemptions
10

‘Additional Amount
0.00

By typing your name you are affirming that the information is being submitted by you and is correct.




image24.png
[“Suomic | canol |




image1.png
Starting Points

Internal Services

+ Office 365 E-Mail #

+ Outlook E-Mail Instructions
+ Kronos Time Entry %

+ Kronos Fire Telestaff %

+ Kronos Police Telestaff %

+ Kronos Support

« Employee Self Service (ESS) #
+ Munis

« Tyler University %

+ Vendor Self Service Portal %
« EnerGov Prod #




image2.png
UKG

Workforce Central® vesiona1s

User Name

Password




image3.png
®

estamp

henge My Password

My Timecard

My Audits

My Calender

My Reports

My Inbox

FixMissed Punch

Request FML- Miltary




image4.png
& My Information MyReports Q| X

My Reports ~

REPORTS Name: ORTIZ, STEPHANIE C

[ U——

AVAILABLE REPORTS

Time Detal

Time Period [Current Pay Period v

Wy Accrual Balances and Projections





