
Employee Self Service 
 

   
1. Open a browser.  To login the first time type in the following 

              URL:   https://spartan.springbranchisd.com/MSS/     
 Add this to your favorites.   
 

2. You will see the screen below. 
 
 

 
 
3. Click on Log In 

 
4. You will then see the log-in screen below 

 

 
 

5. Your User Name will be  
 

Your last name followed by your first initial followed by the 
last 4 digits of your social security number. 
 
For example:  smithj9999 
 

 Your Password is the last 4 digits of your social security number 
 
  For example:  9999 
 
      
 
 
 
 
 



 
6. You will be prompted to change your password for future logins.  

The minimum password length is four alpha or numeric 
characters. 

 

 
  

7. Once you have filled out the above screen, click on Update.   
You will see the following screen confirming you have changed 
your password.  Click on Continue. 
 

  
 

 
 If you misplace/forget your password, contact Human Resources  
 for a reset. 
 
 
 
 
 



8. You will then see the screen below: 

 
 

9. Click on Employee Self Serve. 
 

10. You will see the screen below: 
 

 
 

11. To view your check, click on Pay/Tax Information.  You will see 
the screen below: 

 

 
12. To view the check details, click View Details. 

 
 
 
 



 
13. You will see the screen below: 

 

 
 

14. If you want to see your Year-To-Date information, click on  YTD 
Information and you’ll see the screen on the next page 

 



 
 

15. If you want to see time off or balances, click on Time off.  The 
following screen will be shown. 

 

 
 
 

16. To log off, click on Log Off in the upper right corner.   
 

 
 


