
 
 
Go to :    
 
https://mol.irvingisd.net/mss 
 
 

 
 
Your username is:  
 

• First initial of your First name (your legal first name) 
• Last name (the name on your paycheck – including hyphens) 
• Employee # (don’t include leading 0’s) 
 
For Example-  
 
   John Robert Smith  employee 0215 
 Username   =    jsmith215 
 

Your password is:  
 

• Last four digits of your social 
 
      Once logged in, you will be immediately prompted to      
 change your password  
 
 The new password must be at least 6 characters long 

 
 



 
  
Once in the system, click on 
    Employee Self Service 
 
 
 
 
 

 
 
 
You will see messages on the next 
screen, please read them.   
 
 
Next click on Benefits 
 
 
 
 
 
 
 
 
 
You will see your elections for the current plan year.  Next click on Open 
Enrollment.   
 

 



 
Next you will see your current elections alongside the choices available for the 
new year.  Click on Make New Election to either sign up or decline each benefit 
option.    
 

 
 
 
Once in each benefit section, you will see all of the options available to you.  
Scroll down to see the rest of the options if they do not all fit on the screen.   
  

 
 
 
 
 
 
 



 
 
Click the radio button to select the option 
you want to enroll in.   
 
  
 
 
In the drop down box, it will 
automatically give you a list of  
dependents to choose from if you elect 
anything other than employee only.    
 
 
Once you see the person or persons you 
want to add to the coverage, just click on 
Add Coverage 
 
 
If you don’t see the name of the person you need to add you can select Add 
New 
 
You will get a box that looks like this for your dependents, check or enter the 
information for them and hit OK.   
 

 
 
Once you get all of your dependents added, click Continue.   
 

 
 
 
 
 
 



 
Note: After you sign up for Health Insurance, you will automatically be asked to 
list a beneficiary.   You can choose one from the drop down menu or you can 
add a new one.  You can elect more than one person.  The percentage of 
benefit cannot be more than 100% split among all the beneficiaries you list.    
 

 
 

 
Once you are done with a benefit, it will take you back to the election screens.  
Move on to the next benefit.   
 
Some of the benefits will require you to enter an amount of coverage.   
 
   
 
 
 
 
 
 
 
 
 
 
 
Some of the benefits will require you to complete an application (if it is a new 
benefit for you).  You can download it by clicking on the links.  You can continue 
without printing the application but Don’t forget to print it out later and turn it in.  
We cannot process your elections until we have all required paperwork.   
 
 
You can also decline any of the benefits by clicking I Decline.   You will need to 
elect or decline all of the benefit options.   
 
 
 
 
 
 
 
 
 



 
On the Dental Benefit, if you elect one of the DHMO options, you will need to 
enter a Provider ID number.  You can find one in the CompBenefit/Humana 
Dental books or by going online. 
 
   

 
 
Go through and enroll or decline in every benefit.  Then hit the Continue button.   
 

 
 
You will then see a summary of your elections.  If everything looks correct, hit 
Submit Choices.   
 

 
 



 
You are done!   If you didn’t download your needed application earlier, you will 
see it listed on this page.   
 

 
 
 
 
 
 
Note: If you see any error messages while going through the enrollment process, 
just hit Ok in the box or hit the back button.  You may have to re-enroll whatever 
information you had just selected.  Hopefully you won’t see an error message 
but it can happen.   


