EMPLOYEE OFFENCE DECLARATION

All employees, on a yearly basis, have to make an Offence Declaration.

The Office Declaration timeline for entry is between | June 6, 2011 and July 8, 2011

In order to access the Offence Declaration screen, you must log on to the iSYS Employee
Self Service (ESS) portal as follows:

1-From your Internet browser, type or cut-and-paste the following link:
https://esspay.hdsb.ca

You will be directed to the following page.

2- Enter your Employee ID and PIN and then click on ‘Login’
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Please login to identify vourself

Use vour Employee ID and Personal Identification Number (PIN) with no spaces or dashes
|
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Welcome to ESS - Employee Self Service - Online Pay Stubs
First time users need to login using their birth date.
The birth date needs to be in the format YYYYMMDD. For example Jul 1, 1967 would be entered as 19670701

If you have trouble logging in please contact Information Centre
Phone: 1-888-432-4372, 905-333-4372 - Email: informationcentre(@hdsb.ca - Chatt: informationcentre
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https://esspay.hdsb.ca/

Once you have logged in successfully, you will be directed to the following page.
From the Menu on the left side, click on the ‘Declaration” menu.
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You will be directed to the ‘Declaration” screen.
Scroll down to the bottom of the page.
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The following options are available.

‘No Convictions’ and ‘Enter Convictions’
For the ‘I HAVE NO CONVICTIONS?’ selection, click on the ‘No Convictions’ Button.
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The following Dialogue Box will appear. Click ‘Ok’.
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You will be directed to the following screen, which confirms that you have declared no
convictions. You can logout of the ESS.

s Internet Explorer
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For the ‘I HAVE CONVICTIONS’ selection, click on the ‘Enter Convictions’ Button.
The following Dialogue Box will appear. Click ‘Ok’.
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You will be directed to the following screen. Complete the following fields in the
Conviction Detail Area.

Conviction Date: Click on the empty field and enter the date. If the offence was May 12,
2011, enter May 12, 2011. You can also pick the date from the date-picker icon right of
the empty field (see screen shot on next page)

Location: Enter City/Town/Region

Conviction: Enter a brief summary

Note: You can edit your entry by simply deleting the text in the text boxes and re-typing
the details.
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You can click on the date-picker to select the Date.
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Once all convictions have been entered, click on the ‘Confirm Convictions’ button.
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The following Dialogue box will appear. Please note, once you click on the ‘OK’ button
you cannot remove any convictions that you have entered.

Click ‘OK’
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You will be directed to the following screen, which confirms that you have declared
convictions.

You can click on the ‘List Convictions’ link to review the convictions you have
entered.
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The following screen will appear listing your convictions.
You can now logout of ESS.
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