
A"endance	  Enterprise	  –	  Employee	  Self	  Services(ESS)	  Training	  

Logging	  In	  
1.  Go	  to	  the	  following	  link	  to	  access	  the	  login	  

page.	  
	  h4p://192.168.15.50/a4endance/ess.aew/	  

2.  Enter	  your	  Badge/ID.	  	  	  
3.  Enter	  your	  Pin.	  	  	  

Employees	  can	  use	  a	  variety	  of	  web	  browsers	  including	  Internet	  
Explorer	  9,	  Safari	  5.0,	  Chrome	  7.0,	  Opera	  10.63	  and	  Firefox	  3.6.	  	  
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SomeImes	  the	  headers	  do	  
not	  display	  fully.	  	  This	  is	  a	  
result	  in	  the	  internet	  
connecIon.	  	  Press	  the	  Refresh	  
bu4on	  to	  re-‐display.	  
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Benefits	  
	  Leave	  will	  now	  be	  calculated	  in	  hours	  (not	  
days).	  	  Each	  building	  will	  have	  their	  procedure	  
to	  follow	  when	  requesIng	  leave.	  

	  
For	  example	  -‐-‐	  	  CGHS	  –	  Submit	  via	  this	  applicaIon	  

and	  noIfy	  Mr	  McDiffe4	  also)	  
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Please	  refer	  to	  the	  USD	  417	  Teachers’	  AssociaIon	  NegoIated	  Agreement	  for	  leave	  
guidelines.	  
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Request	  a	  ParSal	  Day	  Off	  
When	  you	  want	  to	  take	  a	  parIal	  day	  off,	  
such	  our	  minumum	  of	  2	  hours	  but	  not	  
an	  enIre	  day,	  use	  the	  bu4on	  at	  the	  far	  
leb	  of	  Employee	  Self	  Service	  labeled	  
“Request	  ParIal	  Day”.	  

1.  Click	  Request	  ParIal	  Day	  Bu4on.	  The	  Enter	  
Time	  Off	  Request	  window	  is	  Displayed.	  

2.  Type	  or	  select	  the	  date	  of	  the	  request.	  	  
3.  Select	  the	  porIon	  of	  the	  shib	  you	  need	  off,	  

the	  beginning,	  end,	  or	  middle.	  
4.  Type	  the	  number	  of	  hours	  and	  minutes	  you	  

need	  to	  take	  off,	  using	  a	  colon	  between	  the	  
number	  of	  hours	  and	  number	  of	  minutes.	  	  	  
	  3	  ½	  hours	  would	  be	  entered	  3:30.	  

5.  Select	  the	  type	  of	  Ime	  off	  to	  use.	  
6.   REQUIRED:	  Type	  in	  the	  reason	  for	  the	  

leave	  	  
7.  Click	  OK.	  You	  can	  review	  your	  Ime	  off	  

request	  on	  the	  AcIvity	  page	  in	  the	  Time	  Off	  
Requests	  secIon.	  
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Request	  a	  Full	  Day	  Off	   When	  you	  want	  to	  take	  a	  full	  day	  
off,	  use	  the	  bu4on	  at	  the	  far	  leb	  
of	  Employee	  Self	  Service	  labeled	  
“Request	  Full	  Day”.	  
1.  Click	  Request	  Full	  Day	  Bu4on.	  The	  

Enter	  Time	  Off	  Request	  window	  is	  
Displayed.	  

2.  Type	  or	  select	  the	  date	  of	  the	  
request.	  	  

3.  Select	  the	  type	  of	  Ime	  off	  to	  use.	  
4.	  	  REQUIRED:	  Type	  in	  the	  reason	  for	  
leave.	  	  
5.	  	  Click	  OK.	  You	  can	  review	  your	  Ime	  
off	  request	  on	  the	  AcIvity	  page	  in	  the	  
Time	  Off	  Requests	  secIon.	  

5	  



A"endance	  Enterprise	  –	  Employee	  Self	  Services(ESS)	  Training	  

Request	  ConsecuSve	  Days	  Off	   When	  you	  want	  to	  take	  several	  days	  off,	  
use	  the	  bu4on	  at	  the	  far	  leb	  of	  
Employee	  Self	  Service	  labeled	  “Request	  
ConsecuIve	  Days”.	  
1.  Click	  Request	  ConsecuIve	  Days	  Bu4on.	  The	  

Enter	  Time	  Off	  Request	  window	  is	  
Displayed.	  

2.  Type	  or	  select	  the	  start	  date	  of	  the	  request.	  
3.  Type	  or	  select	  the	  end	  date	  of	  the	  request.	  	  	  
4.  Type	  the	  TOTAL	  number	  of	  hours	  and	  

minutes	  you	  need	  to	  take	  off,	  using	  a	  colon	  
between	  the	  number	  of	  hours	  and	  number	  
of	  minutes.	  

5.  Select	  the	  type	  of	  Ime	  off	  to	  use.	  
6.  Type	  any	  notes	  to	  accompany	  the	  leave	  

request.	  	  
7.  Click	  OK.	  You	  can	  review	  your	  Ime	  off	  

request	  on	  the	  AcIvity	  page	  in	  the	  Time	  Off	  
Requests	  secIon.	  

Amount	  of	  Time	  displayed	  when	  screen	  is	  
opened	  is	  the	  number	  of	  hours	  for	  a	  single	  
day.	  MulIple	  by	  number	  of	  days.	  

Note:	  	  The	  system	  will	  not	  skip	  Saturday	  and	  Sunday.	  	  	  
So,	  two	  weeks	  would	  have	  to	  be	  entered	  as	  two	  entries.	  
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Results	  Of	  Requested	  Time	  Off	  
You	  can	  see	  in	  the	  Time	  Off	  Requests	  the	  3	  requests	  we	  have	  made.	  	  
You	  can	  also	  see	  the	  recent	  acIvity	  secIon	  has	  been	  updated.	  
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Removing	  a	  Leave	  Request	  
that	  is	  NOT	  Approved	  

If	  your	  supervisor	  has	  
NOT	  approved	  or	  
denied	  a	  request	  for	  
Ime	  off	  you	  have	  
made,	  you	  can	  delete	  
the	  request.	  
In	  this	  example	  the	  
daughters	  surgery	  was	  
cancelled	  and	  the	  
supervisor	  had	  not	  
approved.	  
	  1.  Click	  Remove	  Request	  

next	  to	  a	  Ime	  off	  request	  
in	  the	  Time	  Off	  Request	  
secIon	  of	  the	  AcIvity	  
tab.	  

2.  Select	  the	  check	  box	  to	  
confirm	  removal	  of	  the	  
Leave	  Request.	  	  
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Cancel	  a	  Leave	  Request	  that	  is	  Approved	  
If	  your	  supervisor	  has	  approved	  a	  request	  for	  Ime	  off	  you	  have	  made,	  you	  can	  
request	  your	  supervisor	  to	  approve	  the	  a	  cancel	  request.	  
	   In	  this	  example	  the	  

supervisor	  as	  approved	  the	  
family	  vacaIon	  in	  June.	  	  
Something	  has	  come	  up	  and	  
you	  now	  want	  to	  cancel	  it.	  
	  
1.  Click	  Cancel	  Request	  next	  

to	  a	  Ime	  off	  request	  in	  
the	  Time	  Off	  Request	  
secIon	  of	  the	  AcIvity	  
tab.	  

2.  Select	  the	  check	  box	  to	  
Cancel	  Previously	  
Approved	  Leave	  request.	  

Remember	  this	  
cancellaIon	  must	  be	  
approved	  by	  the	  your	  
supervisor!	  
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Cancel	  a	  Leave	  Request	  that	  is	  Approved(ConSnue)	  
You	  will	  sIll	  see	  the	  Time	  Off	  Request	  in	  the	  list	  on	  the	  AcIvity	  Screen.	  	  It	  
will	  also	  sIll	  show	  as	  Pending	  Ime	  off	  on	  the	  Benefits	  tab	  unIl	  your	  
supervisor	  approves	  the	  cancellaIon.	  	  	  
Once	  the	  supervisor	  approves	  the	  cancellaIon	  it	  will	  be	  removed	  from	  
these	  screens.	  
	  

The	  supervisor	  has	  the	  
opIon	  to	  denied	  the	  
cancellaIon	  and	  can	  
require	  you	  to	  sIll	  
take	  the	  vacaIon.	  
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Benefits	  Tab	  
The	  Benefits	  tab	  lists	  benefit	  history	  for	  each	  benefit	  
available	  to	  you.	  
Each	  Benefit	  that	  is	  available	  has	  its	  own	  tab	  labeled	  with	  the	  
Benefit	  name.	  	  Click	  on	  that	  tab	  to	  look	  at	  the	  Benefit	  
history.	  

Remember	  only	  
approved	  Ime	  off	  
will	  be	  deducted	  
and	  shown.	  
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Leave	  History	  Tab	  
The	  Leave	  History	  Tab	  shows	  you	  a	  history	  of	  the	  
request	  you	  have	  submi4ed	  and	  the	  history	  of	  each	  
request.	  
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Messaging	  
Employee	  messaging	  is	  a	  private	  message	  board	  
between	  an	  employee	  and	  a	  supervisor.	  They	  leave	  
each	  other	  messages,	  which	  can	  be	  read	  at	  any	  
Ime.	  Supervisors	  can	  also	  email	  messages	  to	  
employees.	  	  These	  messages	  should	  deal	  with	  
a4endance	  and	  leave	  only	  
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Leave	  a	  Message	  
When	  you	  want	  to	  leave	  your	  supervisor	  a	  message,	  use	  the	  
bu4on	  at	  the	  far	  leb	  of	  Employee	  Self	  Service	  labeled	  “Leave	  a	  
Message”.	  
	  

1.  Click	  Leave	  a	  Message	  Bu4on.	  The	  Leave	  a	  
Message	  window	  is	  Displayed.	  

2.  Select	  the	  Message	  Status.	  	  
3.  Type	  in	  Subject	  
4.  Type	  in	  detail	  message.	  
5.  Click	  OK.	  You	  can	  review	  your	  message	  on	  

the	  Messages	  Tab.	  
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Messages	  Tab	  
The	  Messages	  Tab	  shows	  
you	  a	  history	  of	  all	  the	  
messages	  sent	  and	  received.	  

You	  can	  see	  here	  that	  
the	  supervisor	  replied	  
back	  to	  Doug	  at	  10:15.	  
	  
The	  employee	  will	  also	  
be	  noIfied	  on	  the	  
AcIvity	  tab	  when	  they	  
login	  that	  there	  is	  a	  
message	  waiIng.	  
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Logging	  Off	  
Click	  the	  Log	  Off	  on	  the	  top	  of	  the	  screen	  beside	  
you	  name.	  
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