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myView 

 
 
 
 

MyView employee log in information 
 

Internet settings 
You must have Internet Explorer version 5.5 SP1 or Netscape version 6.2 as your 
browser.  It is also important that web browsers be configured to check for a “new 
version” of web pages every time – not just once a day.  Browsers, by default, attempt 
to look for a local hard drive copy of a web page instead of going back to the server.  In 
order to force browsers to go to servers every time, they must be configured as follows: 
 
PC Internet Explorer: 
From the menu line, 

1. Select Tools 
2. Select Internet Options 
3. Choose the General tab, Temporary Internet Files 
4. Choose Settings 
5. Select “Every visit to the page” 
6. Click ok 

 
PC Netscape: 
From the menu line, 

1. Select Edit 
2. Select Preferences 
3. Select the “+” next to “Advanced” 
4. Select Cache 
5. Select “Every Time” under the option “Document in cache is compared to 

document on the network” 
6. Click ok 

 
Mac Internet Explorer or Netscape: 
From the menu line 

1. Select Edit 
2. Select Preferences 
3. Scroll down to select Advanced 
4. Make the Cache setting “Always” or “Every Time” 
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Using the access key to create your own login to myView 
 

To access myView, you will be given an encrypted access key token. Use this token the 
first time you log into myView. Once you have gained access to myView, you will be 
guided through simple steps that will allow you to create your own user name and 
password. 
 
Once you are registered with myView and have successfully created your login, you will 
not need your encrypted access key token for future access to myView. 
 
The district office will provide you with the URL link (web address) and your access key 
token.  It will look like this. 
 

0279 Osseo ISD# 279 

http://asp.ties.k12.mn.us/ http://d0279n03.ties.k12.mn.us/myView/apps/ess_login.asp
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Go to Osseo Area Schools website (http://www.district279.org) 
 
 

 
 
 
Click on myView 
 

 
 
 
 
 
 
 

Under Departments/Services 
click on Human Resources. 
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At bottom center of screen click on Log Into myView 
 

 
 
Click on myView under Employee Self Service to get to the log in 
screen.
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The first time you go to the login panel, do not try to fill in the login information!  Click on 
the “I haven’t registered yet” button. 
 

 
 
 
 
This will bring you to the screen where you use your access key token.  
 

 
 
 
 
Fill in Osseo’s four-digit district number (0279) and your access key, then click 
“Continue.”    Note – ACCESS KEY MUST BE ENTERED USING UPPERCASE 
AND LOWERCASE EXACTLY AS INDICATED ON YOUR ACCESS KEY TOKEN 
FORM.  
 
For further verification, you will be asked for the last four digits of your social security 
number.  Fill in the numbers and click “Continue.” 
 
 
 

 

The first time 
you go to the  
login screen, 
click here. 

Enter Access Key 
Token 



Rev. 11/30/2011 6 

 
 
 
You will be prompted to supply an email address when you register.  You do not need to 
supply an email address, but you will be prompted to do so each time you log in until 
you provide an email address 
 
 

.  
 
 
***** Once you’ve entered an email address, you will receive an email which you will need 
to open.  When the email is opened you will be prompted to verify the email address and 
that completes the verification process.  Your email address can be modified by you on 
the My Account page should you choose to change it at any time. 
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Define your user name and password 
 
The next screen asks you to define your user name (this will default to all capital 
letters if you use letters) and password (this is case sensitive). When creating your 
password you must follow the password rules as defined on the screen. 
 

 
 
 
Choose three questions and fill in the answers 
  
Choose three security questions to answer in case you forget your password later on.  If 
you forget your password, you will be prompted to answer these questions. Successfully 
answering the questions will allow you to log in and establish a new password.  If you 
forget your password these answers must be keyed in as originally entered. Because 
your answers are case sensitive, we suggest you write down the answers exactly as 
typed BEFORE YOU PRESS ENTER.   
 
When you have filled in all the information, click on the log in button.  You will then be 
successfully logged into myView. 
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What you will find in myView. 
 
Click on the bold, underlined words to find your current, detailed information. 
 

 
 
 
SAMPLE SCREENS  
 

 
 
 
 
 
 
 
 

1234.00 200.00 1032.67 

Click date  for  
check detail. Click here for detailed past 

payment information. 
Click here for 
all past 
payments 

1234.00           1234.00     

ABCDEFG 
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Click here for 
leave detail. 

Click here to return to 
leave summary. 
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1234 67891
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Logging out of myView 
 
 
To assure the security of your personal information, ALWAYS click on “Log Out” when 
you are finished using myView.  Logging out will disconnect you from the myView 
website. 
 
 

Your d/o/b Your Name 
Your address 
Your city 
State 
Zip  
Phone # 
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If you forget your password: 
 
If you forget your password, fill in your district number and user name and click on the 
“I forgot my password”  button. 
 

 
 
 
The next panel will ask you to answer your three personal questions.  (You established 
these the first time you logged in).  Answer the questions and click continue.  
Remember to answer the questions exactly like you entered them when you registered. 
(Answers are case sensitive.) 
 

 
 
 
 
 
 
 
 
 
 

0279 

0279 
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Create your new password and click  submit. 
 

 
 
 
You will be asked to log in using your newly established password. 
 

 
 
 
 
 
 
 
 
 

0279 
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When your password expires 
 
When your password is due to expire (the default is 365 days), click on “My Account.”  
(If your password expires before you have an opportunity to change it, on the login 
screen, click on “I forgot my password” and answer the questions to get to the screen 
for changing your password). 
 
 

 
 
Fill out the information required and click on submit. 
 

 

0279 


