EMPLOYEE SELF SERVE

For Auxiliary Employees

If you want to see your check history, accruals, benefits, or want to update your address - use the IISD website and

MUNIS (Payroll & Time Off). Here’s how you find it......
Go to www.irvingisd.net

Click on Departments, and then click on Human Resources
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Once on the Human Resources page - click on the Employee Self Serve link under Staff Only. Read the instructions for
logging in, then click where it says “Click here to access Employee Self Service”
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Employee Self Serve

For district employees with an Irving ISD email address and Active Directory

account:
e D ¥ Student Teachers & Observers
User Name: Your district Active Directory account credentials
And Password: (This is the same username and password that you use to sign-in to  » Salary Schedules

your computer, email, and the staff page of irvingisd.net) ~ Separation of Employment

» Substitute Resources
For district employees that do NOT have an Irving ISD email address or Active
Directory account:
User Name: First Name Initial + Last Name + Employee Number
Sample:

Jason Smith, Employee # 0984 will have
User Name: JSMITHI84 (Note that you leave out leading zeros.)

Compensation & Benefits
» Compensation & Benefits
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Password: If this is the FIRST time you have logffed in, your password will be the last 4
digits of your SSN. If you have logged in before yglr password is the ane YOU created » TalenteD
This will remain the same from year to year. Pleafle be sure that your password is ~ Apply for a Job
something you will remember.

Password Hint / Password Reset: If you atfempt to login with the correct user name
but wrong password, you can click to receive aff email with your password hint, If you sti
do not remember the password, the email willfalso contain a link to directly access the

page to reset your password Staff Only
» Employee Handbook 2015-2016
» Employee Self Serve
Click here to access Employes Self Service
b Professional Development
>

TalentED

Your user name log in will be: (first initial+ last name+ employee number) Example - jsmith1234

Your password log in will be: (last four digits of your social security number for the first login) The first time
you log in, the system will automatically direct you to change the password and supply a hint for future use. If
you forget or misplace your log in information, you may contact the HELP desk (extension 5260) or email

techsupport@irvingisd.net

Employee Self Serve (MUNIS) (HR, Pay, Stubs, Time Off) options:
e Viewing/updating personal information. (Address, telephone, emergency contacts)

View Pay/Tax information. (Checks, W-2, W-4)

[ ]
e View accruals. (Accruals/sick days/exemplary attendance/vacation/comp time)
o View Benefit information. (List of benefits you have chosen)

Under Personal Information/Employee Profile/Demographic Information, you must choose your Privacy Settings.

1. Address Public 4. Address/Phone Public 7. All Public
2. Phone Public 5. Address/Family Public 8. All Private
3. Family Public 6. Phone/Family Public

“All Public” is default setting; other settings require manual change by employee. Open record requests and public information is

shared in accordance with privacy setting.
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