
Employee Self Service



District ESS Links



Login/Forgot Password

Employees logging in for the first time will 

click Forgot password. They will use their 

username and be prompted to change their 

password.



Register User

New employees may create their username 

and password themselves by clicking on 

Register User.  They will need their 

username, employee number, and email 

address.



Employee Self Service - Home



Employee Profile



Position Details



View/Print Payslip



View/Print W2



Adding Users
Select Users

Click Create once on the grid



User Profile

• Option to set default start and stop time 

• Option to set to dark mode

• Option to put in default phone number



Groups/Group Chains 
(Workflows)
Group – Groups are made up of users within the ESS System who are 
responsible for approving and/or receiving notification of a leave request 
or Timesheet. Once a group is created, it can be added to a Group Chain

Group Chain – A group chain defines the leave or timesheet approval 
workflow by linking selected (approver)

Groups with specified employees, groups, departments, etc. that are 
included in the workflow.



Export to USPS
Leave Requests > Export Leave Requests

Select Start/End Dates

Click Export Leave Requests

Two Options to export

• CSV-File you will load into USPS (Same process as Kiosk)

  OR

• Direct to USPS – This sends it automatically to USPS and you 

     will not need to import absence days



Thank you

Email: fiscal.support@noacsc.org

419-228-7417

mailto:fiscal.support@noacsc.org
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