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	Date Created
	1/5/2022

	Version
	1.0

	System
	Employee Self-Service

	[bookmark: _Hlk92351727]Description
	Validate the address stored in Employee Self-Service (ESS) is your correct primary email address.


	Navigation

	https//sharp.sok.ks.gov/sokhrprdess/signon.html

	[bookmark: _Hlk87965373][bookmark: _Hlk87968847][bookmark: _Hlk88038460]1.
	Enter your Employee ID and Password.  Select Sign In.

If you do not remember your password, click on the Forgot Your Password? link.
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	[bookmark: _Hlk90018527]2.
	Is the address listed in this box correct?  
Yes?  Stop.  Nothing further to do.

No?  Click on the tile.
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	Enter the correct Email Address








Save
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	END OF PROCESS
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Sewl After signing in you can:
ign In
9 View UpdatelRequest
asssas-eune « Personal Data « General Profile
« Training Summary Information
« Leave Balances « Direct Deposit Form
« Paycheck Information « W4 Fed Tax Information
J— « Total Compensation « K4 State Tax Information
« W-2/W-2c Forms. « Time Sheet
« W-2 Reissue

Problems signing in?
Call the Help Desk at 296-1900 (Topeka) or toll-free 1-866-999-3001 (outside Topeka).
Help Desk hours are from 8:00 a.m. to 4:30 p.m. Monday through Friday.
Select Forgot Your

Password? if you have
forgotten your password
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Welcome to Employee Self-Service
o log out of Employee Self Service, ciick the three vertcal dots (Actions Lis) n the upper right
hand comer, next to the home button. Then ciick Sign Out. Don' ciick the X to log out

‘Are you using the correct link to reach the login page for Employee Self Service (ESS)? The
correct link s ipsiisharp S0k ke Govisokhiprdessisignon il f you are using a link that confains
an underscore [(), or what appears fo be a space, exampl: ... sokhrprdLess/signon hml..”], that
is an incorect lnk that wil redirect you fo the proper website, but we plan o remove the rediect
Soon and once it is removed, your link will be broken and you il receive an eor. So please be
swe  vou  ae  usima  the  comect  FSS Gk now:

My Time

©

Team Time

View Leave Balances W4, K4 & Direct Deposit Forms

o

My System Profile

\$SHORDAND SECRET QUESTION 8 ANSWER

View Paycheck
Pay Date 0110712022
Net Pay $1,740.08
Taxes $47333
Deductions $286.59
Total Gross. $2,500.00

W-2: Consent, Reissue, Forms. Total Compensation Statement

w2

2020 W-2 Form Available (Electronic) 2020 Total Compensation Statement
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General Profile Information

General Profile Information

Password

Change password
Maintain Secret Question & Answer used for “Forgot Password"
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