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' 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
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Employee Self Service

.....

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

Welcome to Employee Self Service!
Employee Self Service

Northwest Ohio Area Computer
Service Center

Home

Employee Profile

Position Details

View/Print Payslip




= Employee Profile

Profile Contact Info

Identification Information

Employee Mumber

ANON1616

Name
First Name

Ronald
Legal First Name
Ronald

Other Information
Gender

Male

Ethnicity

Information has not been recollected

Qualifications

Middle Name

John

Legal Middle Name

John

Marital Status

Single

Employee Profile

State Certification 1D

OH&746207

Last Mame

Burch

Legal Last Name

Burch

Spouse First Name

Melody

0sDI District Code

2606

Create New Data Change Request

Suffix

Legal Suffix

Date of Birth

8/26/1950

Sub Days



Position Details

= Position Details

* 1 - Secretary

rd
» 2 - ;/'.'er
'
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e
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»
~ 1 - Secretary

Building Code

Department Code
301 - 301 650 - 650
Supervisor Name Supervisor Email
Micole Joyce

joyce@example.org
Position Hire Date

Pasition Start Date
02/22/1967 i
Leave Eligibility Sick Persona Vacation
Status Type Pay Per Period Contract Amo..  Wark Days Pay Unit Pay Rate Retire Hours Hours in Day Start Date Swop Date
Active LEGACY 1819.08 47296.00 183 DAlLY 25845 0.00 7.00

2020-08-17



View/Print Payslip

Pay Date ~ Check Mumber ~

Filter Filter

2021-12-24 1001185

o 2021-12-10 1001066

A 2021-11-26 1000969

2021-11-12 1000303



View/Print W2

View/Print W2
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Adding Users

Select Users

Click Create once on the grid

User
Select Employes
Allison, Angela Stacy - }\NONZ]Z‘_*

First Name +

Angela

Last Name =

Allison

Email =
allisoni@example.com

Enabrled

Two Factor Authentication

Account Ex

Last Legin

Roles =

User X

e Mame

Suffix M.

Usemame «

Adllison

Locked

External Authentication

Password Expir

ated

5/2/2024

10:18 AM

@ cancel

w




' User Profile

Default Leave Request Phone Number

v Dark Mode
Opt Out of Leave Request Emails?
Opt Out of Timesheet Emails?

Set Default Leave Start Time Set Default Leave Stop Time

08 v 00 04 v 00

Profile

Sign out

AF  Aundrea Fricke Vv

Reset Password

* 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

Export Leave Request

I Two Options to export

© csvrile

Direct to USPS e CSV-File you will load into USPS (Same process as Kiosk)
OR
@ cancel * 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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