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EMPLOYEE ONLINE INSTRUCTIONS 
 
GETTING STARTED: 
1.   Go t o t he Weber  School  Di st r i c t  Home Page www. wsd. net .   Fi r st ,  t he Appr opr i at e Use  
    Pol i cy ( AUP) ,  l ocat ed at  t he ver y bot t om of  t he page,  must  be r ead and s i gned at  t he  
    s t ar t  of  each school  year .   Next ,  go t o t he Qui ck Li nks at  t he bot t om of  t he page and 
    c l i ck on Empl oyee Onl i ne,  or  you can go di r ect l y t o t he empl oyee onl i ne l ogi n at       
    eo. wsd. net .   
2.   Logi n usi ng your  deskt op user name and passwor d,  your  “ dai l y  l ogi n” .  
3.   New Hi r es,  l oggi ng on f or  t he f i r st  t i me:  Your  user name i s  usual l y  t he f i r st  t wo      
    l et t er s of  your  f i r s t  name and your  l ast  name.   Cont act  t he hel pdesk at  452- 4444,  i f   
    you have t r oubl e wi t h your  user name.   Your  passwor d wi l l  be your  6- di gi t  Empl oyee No.  
4.   I f  you f or got  your  passwor d,  c l i ck on t he For got  Passwor d l i nk f or  hel p.   Then you    
    wi l l  need t o exi t  empl oyee onl i ne and t r y  agai n.  
5.   I f  you have exceeded t he number  of  at t empt s  t o s i gn on,  or  you ar e havi ng t r oubl e,  
    cal l  Human Resour ces/ Payr ol l ,  801- 476- 7886,  f or  hel p.   
 
 
NEW HI RES AND EMPLOYEES BECOMI NG ELI GI BLE FOR I NSURANCE:  
Locat ed i n t he bl ue sect i on on t he l ef t ,  go t o t he Per sonal  I nf or mat i on sect i on,  and 
updat e your  addr ess,  phone number s,  emai l  addr ess,  and emer gency cont act  i nf or mat i on.   
I nput  your  dependent s ( spouse and chi l dr en)  f or  i nsur ance pur poses.   You wi l l  need t o 
ent er  t hei r  Soci al  Secur i t y  number s.    
  
 
INSURANCE AND FLEXIBLE SPENDING: 
 
OPEN ENROLLMENT IS AUGUST OF EACH YEAR.  ENROLL ONLINE EACH YEAR FOR COVERAGE 
TO CONTINUE WITHOUT A BREAK.  THE INSURANCE YEAR IS FROM SEPTEMBER THROUGH 
AUGUST.   OPEN ENROLLMENT CLOSES AUGUST 31ST AT 5:00 P.M. 
 
NEW HI RES AND EMPLOYEES BECOMI NG ELI GI BLE FOR I NSURANCE WI TH A HI RE/ CHANGE DATE FROM 
AUGUST 1 THROUGH 31:  Cl i ck on 0pen Enrollment at  t he t op of  t he bl ue sect i on dur i ng t he 
August  Open Enr ol l ment .   I nsur ance cover age i nf or mat i on can be f ound her e.   Put  i n your  
desi r ed medi cal ,  dent al  and v i s i on cover age.   Don’ t  f or get  t o assi gn whi ch dependent s you 
wi sh t o cover .   Put  i n your  mont hl y el ect i on f or  medi cal  r ei mbur sement  and dependent  car e 
r ei mbur sement  f or  f l ex i bl e spendi ng.  Ther e i s a $2/ mont h f ee t o par t i c i pat e i n Fl exi bl e 
Spendi ng.   I f  ent er ed bef or e August  1st ,  i t  wi l l  not  be appr oved,  and you wi l l  have t o r e-
submi t  dur i ng t he mont h of  August .  
 
NEW HI RES AND EMPLOYEES BECOMI NG ELI GI BLE FOR I NSURANCE WI TH A HI RE/ CHANGE DATE SEPTEMBER 
1ST AND AFTER HAVE 30 DAYS AFTER YOUR HIRE/CHANGE DATE TO I NPUT YOUR DESI RED COVERAGE.   
Go t o Benef i t s i n t he bl ue sect i on on t he l ef t .   I nsur ance cover age i nf or mat i on can be 
f ound her e.   Put  i n your  desi r ed medi cal ,  dent al  and v i s i on cover age.   Don’ t  f or get  t o 
assi gn whi ch dependent s you wi sh t o cover .   Put  i n your  mont hl y el ect i on f or  medi cal  
r ei mbur sement  and dependent  car e r ei mbur sement  f or  f l ex i bl e spendi ng.   Ther e i s a $2/ mont h 
f ee t o par t i c i pat e i n Fl exi bl e Spendi ng 
 
 
ALSO AVAILABLE ON EMPLOYEE ONLINE: 
 
1. ELECTRONIC PAY CHECK:  Avai l abl e on t he 1st  of  each mont h.   Go t o Check St ub i n t he 
Pay Check sect i on.  You can see and pr i nt  pr evi ous check st ubs.   You can see your available 
leave on the bottom of your check stub.  You can do “ what  i f ” ,  i f  you wer e t o make a change.  
2. DIRECT DEPOSIT:  You can have your  deposi t  t o mor e t han one account .   One account  
needs t o be t he NET.  
3. TAX STATUS:  You can check what  you have c l ai med on your  W- 4.   Changes can be made 
onl i ne or  at  school  or  t he Di st r i c t  Of f i ce on a W4.  
4. ADDRESS CHANGE:  Can be made onl i ne or  at  school  or  at  t he Di st r i c t  Of f i ce on an 
addr ess Change For m.  

http://www.wsd.net/

