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LEARNING FOR Al.I. 

Home 

WINCHESTER PUBLIC S CHOOLS 

C/ick2Gov Employee Self Service 

Home 

Welcome to Winchester Public Schools 

Click2Gov Employee Self Service. 

From this site you will be able to view and 

update personal data with the SunGard 

Click2Gov =mployee Self Service application. 

Once you log in you will be able to update 
employee information, edit emergency contact 

information, review accrual balances, make 

check inquiries, and review W2 information. 

Create New User 

• eMail Address: 

,. Confim1 eMail Address: 

,. Pass'NOrd: 
~ _________ • c onfirm Password: 

* First Name: 

• Last Name: 

· Address 1: 

Address 2: 

• City: 

• State: 

• Zip Code: 

At least one phone must be entered 

Home Phone: 

Work Phone: 

Work Ext: 

Cell Phone: 

Security Questions 

• 1. Question: 

Answer: 

• 2. Question: 

Answer: 

• 3. Question: 

Answer. 

Add Another Question 

Create New UEer I Login 

eate New User I Login 

7 

~ EMM:ti1M 

The City of Winchester and WPS are proud to announce that Click2Gov Employee Self Service is available. 
This online program will allow you to see your direct deposit slips, review your W2 information, view your 
employee and emergency contact information, review annual, sick and personal leave balances and inquire 
previous payroll checks. 

In order to access this program, you will need to set up an account.  You will need to know your hire date, 
which is printed at the top of your paystub.  Instructions are: 

1. Go to the Click2Gov home page and click on the Create New User link. 

2. This will take you to the Create New User 
screen. Enter your WPS email address and 
create a password for your account. Your 
password must: 
* Be at least 6 characters in length. 
* Contain an upper-case letter. 
* Contain a lower-case letter. 
* Contain a number. 

You must enter both your email address 
and password twice for confirmation. 

Continue through the form, filling out each 
field with your information. Note that 
fields with a red asterisk (*) are required. 

When you are finished, click on the Create 
New User button. 

https://click2gov.winchesterva.gov/Click2GovESSSCH/index.html
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Hom~ 

Home 

Home 

Create New User 

• = Required 

Your user has been created. A confirmation email has been sent to the eMail 
Address specified containing a link to enable your user. 

F.nt1bl~ Ernflil 

'to1.u ema11 nas Deen enat,1ea. ·tou rna)I now use rt to 100m. 

User Login 

· = R t:1.1ui t:tl 

Create New User I Login 

/ 
cr.~ate New user LO·Jln 

Create 'lew Us~r I Looin 

In order to log hto the S}Stem, you will need to enter yoJr user 10 or primary email address tnd yoJr password. Please enter 
them i1 below tnd click on the "Logon· t,utton. 

• eM1il Addrc,33: 

• Pn,word : 

Reset PasSL•1o·d 

E~ l My P1ume I Lo•; uIT 

Registration Acknowledge1nent 

I acknowledge that this 9/ stem is for the sole use of em, l()Jees of and made avalat,le at lhe sole dis;retion of City of Winchester 
ana I ar1nn that I nave proper perm1sS1on to maKe-use ,r mis system Decause I tm an emp1,yee :>t or ha\le Deen given :Specmc 
penn1ssion rrom c cy orw1ncnester :o access a1a use tn1ssystem. 

If lhe above stat?ment is true, please did: the check boo: and press •c or,tinJe• olhen.vse, pres~ •c a , ce-r . 

C I Agree 

M3'ffiii:f!M 

3. You will receive a confirmation screen notifying you that your user account has been created. You will also 
receive an email containing a link to enable your account. 

4.   Go to your email, click on the link provided, and fill in the requested information. Once you’ve submitted 
your information, you will receive a confirmation that your email has been enabled (see below). Click on 
the Login link to go to the User Login page. 

NOTE: If at any point, you are prompted to Remember Your Password, click NEVER. 

5.   On the User Login page, 
enter your email and 
password then click the 
Logon button to go to 
the Registration 
Acknowledgement page. 

6.   On the Registration 
Acknowledgement page, 
read the acknowledgement 
statement, check the I 
Agree box then click the 
Continue button. 



 
 

   
     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    
  

  
 
 
 

Home 

Home 

Hom e 

Employei! Info 

Emergency Info 

Dependent Info 

Accrual Info 

Current Info 

Check Inquiry 

W2 Inquiry 

Federal W4 

Edit My Profile I Logoff 

Employee Self Registration - Regist ration 

• = Required 

Registration Information 

Please enter all required information. Any pay related information needed, can only be found on your most recent pay stub. 

• SSN: 

• Hire Date: 

Employee Self Registration - Success 

You have successfully registe1ed with the system as an employee 

In order to access employee specific features and functions, click lhe link below. 

1 nankyou. 

-
Edit My Profile I Logoff 

..._ .,. Home 

WINCHESTER PUBLIC SCHOOLS 

Welcome to Winchester Public Schools 

Click2Gov Employee Self Service. 

From this site you will be able to view and 

update personal data with the SunGard 
Click2Gov Employee Self Service application. 

Once you log in you will be able to update 
employee information, edit emergency contact 
information, review accrual balances, make 
check inquiries, and review W2 information. 

Edit My Profile I Logoff 

0 

7.   On the Employee Self Registration page, enter your social security number and hire date. Your hire date 
can be found on the top of your direct deposit slip. When you are finished, click on the Finish button. 

8. You will receive a 
confirmation page 
indicating that you have 
successfully registered. 
To access the features, 
click on the Home link. 

9. You are now at the Click2Gov Employee Self Service home page. From here you can update, edit, or 
review your information. 


