[bookmark: _GoBack]Electronic Payroll Statement Self Service Process

As a cost-saving measure and in order to promote paperless and “green” practices for Barstow Community College, employees who receive their pay warrant through electronic fund transfer (EFT) are encouraged to sign up to receive an electronic version of their monthly pay statement as soon as possible.  Only employees who have automatic payroll deposits into banking accounts can sign up for the paperless option.  Effective July 1, 2014, you will no longer receive a paper copy of your EFT pay stub.  After that date your EFT pay stub will only be provided to you on the BEST NET Employee Self Service web site. 

Following is a step-by-step set of instructions for the Self Service process.

Go to the following BEST NET Employee Self Service web site: 
https://employeeselfservice.sbcss.k12.ca.us/login.aspx

From the district drop-down menu, select Barstow Community College.  Below is a sample for the San Bernardino County Superintendent of Schools.  Click on the Register button at the bottom of the page.
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To register in Step 1, you will need your first and last names as they appear on your most recent pay warrant, as well as your Social Security number and net pay from your most recent pay stub.  This information can be obtained from your current pay stub or your bank account.  If those two options aren’t available then you may contact payroll at 
760-252-2411, extensions 7316 or 7360. 




Enter this information and then, hit the Continue button.
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In Step 2, you will be asked to enter your e-mail address and agree to the Terms of Use, after which an e-mail notification will be sent to your e-mail address for Step 3.  In that e-mail is a link to the Employee Self Service site.  Click on the link in the e-mail.

Step 4 of the registration process will open providing the ability to “Opt Out” of the site. DO NOT CHECK THE OPT OUT BOX.  Hit the Continue button at the bottom of the page.
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During Step 5 of the registration process, follow the on-screen password policy and create a login name and password.  Hit the Continue button at the bottom of the page.[image: Screen Shot 2012-01-25 at 2.27.52 PM.png]
In Step 6, you will be asked to indicate that you do not want to receive a paper earnings statement.  Check the box to discontinue receiving the paper statement then hit the Continue button.  This step will be eliminated after July 1, 2014.  The Payroll Self Service process is complete.  
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The site is a secure and an efficient method to access payroll information.  Payroll information resides on the Self Service site for the current calendar year plus two historical years.

For further assistance, please contact Payroll at 760-252-2411, extension 7316 or 7360.
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Register (Step 5 of 6)
Please choose a Login Name and Password, then click Continue.

Password Poiicy:

« Password must be at least 4 characters long

« Password cannot be the first last or login name of the word ‘password'
« Password must contain at least 1 letier

« Password wil expire in 180 days

« Password must not have been used in the last 400 days

Login Name:
Password:

Retype Password:

Continue
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Welcome to the BEST NET Employee Self Service Site

Enter your District, Login Name and Password, then cick Login to access the ste.
District:

[ San Bemardino County Superintendent of Schools .

Login Name: Password:

| Eorqot your login/password?

[ Logn |

1f you don't have a password, enter your Distrct, then cick Register to begin the registration process.
District:
[ San Bemardino County Superintendent of Schools .

Register

For assistance with your account or registration, contact your payroll administrator.




image2.png
Register

Register (Step 1 of 6)

o verfy your identiy, lease enter the following information about yourself then click Continue.

First Name: (Must match what is currently displayed on Warrant or EFT stub)
Last Name: (Must match what is currently displayed on Warrant or EFT stub)
‘Social Securty Number: (Example: 123456789 (no hyphens))

Net Pay: (From your most recent earmings statement)

Continue
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Register (Step 4 of 6)

‘When you complete your registration, payroll information wil be made available to
You over the internet. The web site s secure and requires authentication.

However, you may choose to “Opt Out" o ths service and have your confidential data
removed from the website.

‘Once you "Opt Out" of the system, you must contact your Payroll Administrator o
reactivate your registration.

Opt Out - 1 do not wish 1o use the Employee Self Service Site.

Continue




