PeopleSoft Employee Self Service Guide for New Hires
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Individuals returning to DCPS or individuals with common names (whose name matches with another employee of
DC Government) will receive an email to their new dc.gov email account within 7-10 business days of their hire
date with instructions to register for a PeopleSoft account, which will produce a username and password. Once
this information has been received, select the "ESS PeopleSoft Sign Up™ icon.

Once you select the “ESS PeopleSoft SignUp” icon, you will be brought to the registration page. Complete fields as
circled below and select “Submit” (see image below)



To navigate the other components of your account, including benefits enrollment, direct deposit information,
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Lastly, select “Self Service” within the Navigator list, which will then show a list of categories within your
account to select:
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Updating Personal Information

To update your personal information, including address change, email contact information, and emergency
contact information, select the “Personal Information” icon within the Navigator list.
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You can change all of your personal information through ESS except for Name Change and Marital Status.
To change this information, provide proof of the requested status change to Employee Services via
dcps.pschangerequest@k12.dc.gov.

Updating Direct Deposit

While “In Network” (at a DCPS work location)

To navigate to your direct deposit screen within your account, select the “Payroll and Compensation”
icon within the Navigator list. Next, select “Direct Deposit.”
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Once you've selected the “Direct Deposit” icon, you will see your main Direct Deposit dashboard. To add a
new account, click “Add Account.” You will then see a screen where you will input your account
information. See image below:
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1. Type in the Routing Number
of your banking institution.

2. Type in the Account Number
of your banking institution
and select the account type
(checking orsavings).

3. Select your Deposit Type.
Amount: Select a specific
amount to be
deposited.
Balance: Used when
selecting more
than one account.
Percent: Select a specific
percent to be
deposited
4. Type in the Deposit Order-
the order in which you want
funds deposited into your
accounts.

5. Click Submit to save your information.
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Submitting State Tax Information

To navigate to your State Tax screen within your account, select the “Payroll and Compensation” icon within
the Navigator list. Next, select “State Tax Information.”

First, select the jurisdiction where you live and click submit.

You will then see the State Tax elections page. Complete all fields as indicated and select “Submit” when you
have finalized your elections.
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Note: You should
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Completing Benefits Enrollment

To complete your benefits enroliment, please use the separate “Benefits Life Event” Guide.
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