
Vernon Board of Education

ESS - Employee Self Service:

Log In

Accessing Payroll Information



Employee Self Service (ESS)
• Employees can view all information appearing on a 

paystub including:

▫ Pay (gross & net)

▫ Deductions

▫ Taxes

▫ Yearly totals, W2 and W4 information.

▫ Leave time accruals

▫ Leave time requests*

▫ Time and Attendance* 

*Teachers will use AESOP to view information on leave balances, accruals, and time off requests.



Basic Pay Information



Employee Self Service (ESS)

• To access the ESS portal go to: 

https://ess.vernon-ct.gov/

https://ess.vernon-ct.gov/


Login

• On the top right, click “Log In” 



Login Process- School Staff

• Username for School Staff is:

▫ Last Name First Initial (no spaces)

• Password: 

▫ The first time you login, use the last four digits of your social security number. You will then be

asked to create a new password.

▫ Your new password must be 10 characters long and contain: 2 upper case letters, 2 special

characters, and 2 numbers.



Login Process – Central Office Staff

• Username for Central Office Staff is:   

▫ First Initial Last Name (no spaces)

• Password: 

▫ On your first login, use the last four digits of your social security number. You will then be asked to

create a new password.

▫ The new password must be 10 characters long and contain: 2 upper case letters, 2 special

characters, and 2 numbers.



Welcome To ESS
• The first screen will look similar to the one below 

• For a quick view of your recent pay click “Show paycheck amounts”



Welcome: Paystub Details
• Click on “Details” to view your paystub
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Pay and Tax Information
• To view additional pay information, including W-2’s, click on 

“Pay/Tax Information” 
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• The Pay/Tax screen shows the pay statement for each pay period.

▫ Information is viewable retroactively to the 2014 fiscal year.

Pay/Tax Information

Sample, Joe L



YTD Information
• Year to Date Information is available as shown below:



W-2
• Select this option to view available W-2 information 



Multiple Jobs? 
• Employees with multiple jobs can view information relating to each 

position.

• Click the “person” icon on the right side of the screen to view the ESS 

information for each job. 
Sample, Joe L



• The “Resources” icon will provide you with important links and 

documents

Sample, Joe L

Resources



To Request Assistance

• Go to the home page

• Click on “Contact”



• To log out click on the “person” icon in the upper right corner and 

select “Log Out”

Sample, Joe L

Log Out



Emergency Contact Information
• To update your Emergency Contacts, go to “Personal Information”  

• Choose the action you wish to perform (add, edit, delete) 

Note:  Please review your Emergency Contact regularly to ensure it is up to date.



Questions?

▫ humanresourcesBOE@vernon-ct.gov


