
 

 

 Employee Self Service (ESS) User Guide 
 

       

 

 

This guide provides instructions on how to use the Employee Self Service (ESS) application, 

manage your profile, view payslips and tax forms, and leave balances. 

 

 
1. Logging into Employee Self Service 

 

New URL: 
                            https://connect-escneo-ess.ssdt-ohio.org/  

• If your Kiosk account was converted over to ESS, your existing Kiosk 

username will, by default, become your ESS username. Your ESS user 

account will contain the same access (roles) you had in Kiosk. Your Kiosk 

password will no longer work and you will be need to set up a new 

password in ESS using ‘Forgot Password’.  

 

 

Forgot Password 

If you are required to set up a new password for your newly converted ESS user account or have 

forgotten your existing ESS password (or your password has been reset by an ESS Administrator 

or ITC), please click on the ‘Forgot password’ link on the login page and it will step you through 

how to reset your ESS password. 

 

https://mcoecn.atlassian.net/wiki/spaces/ESSD/pages/edit-v2/209747969#Forgot-Password


 

 

 

 

 

 

 

Forgot Username 

If you have forgotten your ESS Username, click on the ‘Forgot Username’ link on the login 

page. An email will be sent to the email address provided if a username associated with this 

email address is found in ESS. 

 

 

• If you are new to the district and did not have a Kiosk account, you can self-register in ESS using 

'Register User' 

Register User 

If your district would prefer you self-register for your 

ESS user account, click on the ‘Register User’ link on 

the login page 

 

Register User 

If your district would prefer you self-register for your ESS 

user account, click on the ‘Register User’ link on the login 

page.  

 

https://mcoecn.atlassian.net/wiki/spaces/ESSD/pages/edit-v2/209747969#Register-User


 

 

 

 

• Username: Please enter your desired username. If externally authenticated, this should be provided to 

you by your AD administrator. 

• Employee Number: Please enter your USPS Employee Number (EMPID). This should be provided to 

you by your school administrator (i.e. treasurer’s office) 

• Email: Please enter your email address. This email must match one of your email addresses in your 

USPS employee record (primary, secondary or other) email address. If you are unsure of what email 

address to use, please contact your school administrator. NOTE: This email address will be used when 

emailing leave request/timesheet workflow approval notifications to you. 

• Is Externally Authenticated: Only check this box if your AD administrator has indicated you use an 

external authentication provider. 

• Click ‘Create User’ to proceed with creating an ESS user account. A pop-up notification will be 

displayed if successful. An email will be sent to the email address provided with instructions on how to 

change the temporary password to a permanent password. Copy the provided temporary password, click 

on the secure ‘ESS Application’ link, and paste the temporary password into ‘Old Password’. Enter a 

New Password using the security requirements listed and re-enter the new password in ‘Verify New 

Password’ and click ‘Change Password’ to reset your temporary password to a permanent one. 

 

NOTE: The user has exactly 30 minutes from the time the ‘ESS Reset Password’ email was 

sent to change it to a permanent password 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

2. Navigating the ESS Home Screen 

• The Home Screen provides a left-hand panel with options based on your role and district 

setup. It remains accessible regardless of where you are in ESS. 

 
 

 
 

• Employee Profile: Displays biographical data pulled from USPS.  

 

 

 
 

 

 

 

 

 



 

 

 

 

 

 

 

 

Position Details: View your contract information. For multiple positions, click on the arrow 

next to each position to view details.  

 

 
 

 

 
4. Viewing and Printing Documents 

• Pay slip: Query and download or view your pay slip in PDF format. 

• W2: Query and download or view your W2 in PDF format. 

 
 

5. Leave Management 

 

• Leave Information: View your accumulated and used leave, with tabs for Leave Balances, 

Absences, and Accumulations. 

 

 

 

 

 

 

 


