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eSS Clocking In & Out 
 

You can clock in and out through eSELFSERVE.COM, per your company’s specifications. You can also view 

your time card and schedule time off with the Time Card and Time Off tabs. They function the same as the 

tabs in Employee Mode. 

 

1. After logging into eSELFSERVE.COM, choose Time Clock mode. 

• To view your time card or request time off, use the tabs at the top. 

2. Select your department from the drop-down menu. Check the correct income type, if applicable. 

Enter any comments into the box before you clock in or out. 

3. Choose Clock In/Clock Out/Start Break. 

4. Don’t forget to log out! 

 

NOTE:   Not all of these options may be available to you, depending on your company’s settings. 
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eSS Managing Your Account Settings 
 

Click your profile in the top right corner of the page to manage your Account Settings. 

 

To log out of eSELFSERVE.COM, click the Logout button. Remembering to log out is important for security 

purposes, as it prevents unauthorized access to your account. 

 

Choose Edit Profile to update your account settings. 

 

You can edit your User ID, change your password, add a personal email, and update your email preferences.  
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eSS Requesting & Recalling Time Off 
 

The Time Off tab displays your scheduled days off, accrual balances and requested time off history. To 

schedule time off, choose  request time off. 

 

The Request Time Off wizard will open and guide you through the process. All submissions will be reviewed 

and approved or denied by your manager. They will appear in your Time Off Request History as Pending 

Approval, Approved, or Denied. 
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You may cancel Pending Approval and Approved time off requests. Approved time off requests must be 

scheduled for a future time in order to be cancelled. Select the request you would like to cancel and choose 

Cancel Time Off Request. Cancelled Pending Approval requests will be removed immediately; cancelled 

Approved requests must be confirmed by a manager. 

 

NOTE:   You cannot cancel a time off request for a time card that is locked. 
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eSS eSigning Time Cards 
 

When the pay period has ended you will be required to electronically sign (eSign) your time card through 

eSELFSERVE.COM. 

• Log in to your eSELFSERVE.COM account and select the Time Card requires signature alert under 

the To-Do section on the Home page. 

 

You will see a summary of your hours. 

 

NOTE:   If your time is inaccurate, let your manager know before you eSign your time card. 

 

Select the checkbox and enter the last four digits of your SSN and your eSELFSERVE.COM password into the 

respective boxes. Choose Sign to complete your eSignature. 
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eSS Updating Personal Information 
 

The Info tab displays your personal and contact information, tax withholdings, emergency contacts, and 

direct deposit information. 

 

1. Edit your address, phone numbers, and email by clicking the  icon. 

2. Edit your tax information by clicking the  icon. 

3. Choose how you would like to receive your direct deposit voucher. 

4. Add emergency contacts by clicking  add emergency contact. 

5. View your direct deposit account information. 

 

All updates will be subject to HR approval. 

 

NOTE:   
Based on your company’s settings, you may not be able to view all the information presented 

here or edit your information, add emergency contacts, or select a paper voucher. 
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eSS Viewing Pay Information 
 

The Pay tab will take you where you can view the following: 

 

• Current pay vouchers/stubs 

o Available to employees on check date (approximately 2:00 AM CST) 

• Past pay stubs 

• Compensation totals 

• Tax forms (such as W-2s) 

 

The Payroll List displays all of the pay items in the current year. To view additional items, select a different 

year. 
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