North County Joint Union School District Sl
View Your Payroll Information via ESS (Employee Self Serwce)

1. Open an Internet browser and type in: ess.sbcoe.org The ESS screen will appear.
» NOTE: to proceed, you must already be registered in ESS.

2. Check the top menu bar to make sure the District number is correct. North County Joint USD =7

3. Click on LOGIN in the top menu bar or left panel employee finder » | absence |

4. Enter your ESS User Name and Password and click LOGIN or hit the Enter key.

5. TO VIEW PAYROLL INFORMATION: Click on MY INFO, and select PAYROLL and PAY HISTORY.

» Items that are highlighted in blue are hyperlinks and will show more information when selected.
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7. Select a YES item under Image to view Pay Stub (if you have direct deposit)
a. The pay stub will open as a PDF in a new screen. You can then PRINT it or SAVE it locally.
b. To print, select the printer icon.
c. To save the PDF copy of the pay stub, select the SAVE icon.

» Make sure you save it to a safe place — either your own computer or to your flash drive.
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d. When finished with that screen, CLOSE the screen with the
small X in the right corner (not the big red X).
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8. When you are finished with all of the information, LOGOUT of the ESS system | User: urname »

(top right corner). _Logout |
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