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What Employees can do in ESS  
 
Employee Self Service allows AACPS employees to view general HR information about their jobs 
and employment.  Some common ESS features include: 
 

VIEW Leave Balance  

MODIFY Address  

MODIFY Emergency Contact Information   

VIEW Compensations  

MODIFY Direct Deposit 

VIEW Pay Stub  

VIEW Tax Forms 

VIEW Benefits 

 

Things to Remember about ESS  
 
 All  current employees will have access to Employee Self Service (ESS) 

 
 Employees who are separated from AACPS will not have access to ESS 
 
 New Employees can access ESS 2 weeks after their official start date 

 
 ESS can be accessed at https://ess.aacps.org 
 
 Employees will log into ESS with their current AACPS network username and password 
 
 ESS can be accessed from any device with internet access 

 
 Some pages in ESS may take 10-20 seconds to display.  Please be patient. 
 
 For questions related to specific employee information, users can contact 

 Human Resources at 410.222.5061 
 
 For questions related to application issues, users can call the  

Help Desk at 410.222.5135 
  

https://ess.aacps.org/
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Logging into ESS 
 

 AACPS Users can access ESS by going to https://ess.aacps.org 
 

 Employees should log in with their current AACPS network username and password 
 

 It is recommended that AACPS users add ESS to favorites or a shortcut on desktop for 
easy access 

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
  

Your AACPS Username 

Your AACPS Password 

ESS Home Page  

https://ess.aacps.org/
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Workspace Tabs 
 
The Workspace tabs are always presented vertically along the left-hand side of the page and 
are used to access specific features and information within the system. Each Workspace tab has 
specific Business Functions 
 
 
 
 

 

 
 
 
 
 
  

•Home

•Forms and Websites

•My Work in progress

•My Completed Work

•Announcements

•Broadcasts

•Alerts

My 
Desktop

•My Information

•My Time and Attendance

•My Benefits

•My Compensation

My 

Info
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My Desktop > Forms and Websites 
 
The Forms and Websites function provides you with additional information that is available 
either through custom forms attached by AACPS HRM administrator or by a URL site available 
by your HRM administrator.  
 

1. Select MY DESKTOP WORKSPACE tab 

2. Select  FORMS AND WEBSITES tab 

 Forms Grid is opened displaying available forms for download listed by Topic, 
Department, and Description 

 
 

 
My Desktop > Forms and Websites 
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My Desktop > Announcements 
 
The Announcements page provides you with information that HR wants to bring to your 
attention. 

1. Select the MY DESKTOP workspace tab 

2. Select ANNOUNCEMENTS.  The Announcements is displayed with a list of all 
announcements sorted by subject.  Details pertaining to each announcement are 
displayed in the lower section of the page.   

3. To view these details, click on the announcement in the grid. 

 

 
My Desktop > Announcements  

  

javascript:void(0);
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My Desktop > Broadcasts 
 
Broadcast messages notify users of system related information.  These messages appear at the 
bottom of the navigation panel or in a page of their own. Users will be notified via a “New 
Broadcast” message if there is a system broadcast message that needs to be viewed when they 
log into the system. 
 
 

My Desktop > Alerts 
 
Broadcast are messages to specific users. Alerts appear at the bottom of the navigation panel 
or in a page of their own. The word 'Alert' flashes in yellow next to the short description of the 
alert content.  After the initial flashing of the Alert, the alerts are stored on this page. 
 
 

My Desktop > My Work in Progress 
 
Work in Progress displays documents that have not been finalized for information that users 
can modify in ESS such as Address and Emergency Contact information. 
 

 
My Desktop > My Work in Progress  
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My Desktop > My Completed Work 
 
My Completed Work displays documents that have been submitted to HR such as Address and 
Emergency Contact information. 
 

 
Modified Emergency Contact Info  

 
My Desktop > My Completed Work  

 
 



  10 | P a g e  

My Info > My Information 
 
My Information displays details about an employee’s job, address, emergency contact 
information as well as taxes, garnishments and certifications. 
 

1. Log into ESS 

2. Click on MY INFO Tab on the left side of the screen 

3. Click on MY INFORMATION Tab in the top row 

4. Click on tab from the second row for the information you wish to view 

 

 
My Info > My Information > Jobs 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

My Info > My Information > Personal Information 
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My Info > My Information > Address 

My Info > My Information > Address 

Continued - My Info > My Information > Emergency Contact 

My Info > My Information > Emergency Contact 
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My Info > My Information > Tax Withholdings/Allowances 

My Info > My Information > Tax Withholdings/Allowances 
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My Info > My Information > Garnishments 
 

 
My Info > My Information > Garnishments 
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My Info > My Information > Tax Levies 
 

 
My Info > My Information > Tax Levies 

 

My Info > My Information > Licenses and Certifications 
 

 
My Info > My Information > Licenses and Certifications 
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My Info > Time and Attendance > Time and Attendance > Leave Balances 
 
Employees can view current LEAVE BALANCES in ESS including Leave Activity by Date and 
Monthly Leave Accrual and Usage. 
 

1. Log into ESS 

2. Click on MY INFO Tab on the left side of the screen.  

3. Click on MY TIME AND ATTENDANCE Tab in the top row.  

4. Click on LEAVE BALANCES Tab from the second row to view current leave balances in 
hours. 

A grid listing the different types of leave categories available and their current balance, 
appears at the top of the page 

If you want to change the MONTH, click on the SEARCH button 

 

 
My Info > Time and Attendance > Leave Balances  
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My Info > Time and Attendance > Leave Activity by Date 
 

1. Click on LEAVE ACTIVITY BY DATE to view leave sorted by date 
You can also SEARCH by Event Date, Original Leave Type (Entered) and Category 

 

 
My Info > Time and Attendance > Leave Activity by Date 
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My Info > Time and Attendance > Monthly Leave and Accrual 
 

1. Click on MONTHLY LEAVE AND ACCRUAL to view each leave category by month.  Select 
Leave Category to view leave balance by month. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

My Info > Time and Attendance > Monthly Leave Accrual/Usage 
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My Info > Time and Attendance > Leave Bank 
 
Leave Bank is available for enrollment to Unit 1, 2, 3, and 4 employees.  Leave Bank enables the 
employee to donate their sick leave to another employee in need who may not have any sick 
leave left.  Employees can also view current LEAVE BANK ENROLLMENT in ESS. 
 

1. Log into ESS 

2. Click on MY INFO Tab on the left side of the screen 

3. Click on MY TIME AND ATTENDANCE Tab in the top row 

4. Click on LEAVE BANK ENROLLMENT Tab from the second row 

 

 
My Info > My Time and Attendance > Leave Bank Enrollment 
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My Info > My Benefits > Dependents 
 
Employees can view details pertaining to dependents, dependent benefits, and employee 
benefits and deductions recorded in the system. Past, present and future benefit enrollments 
can also be viewed. 
 

1. Log into ESS 

2. Click on MY INFO Tab on the left side of the screen 

3. Click on MY INFORMATION tab from the top row 

4. Click on MY BENEFITS Tab from the second row 

5. Select from DEPENDENTS, DEPENDENT BENEFITS, And EMPLOYEE BENEFITS 
AND DEDUCTIONS Tab from the second row to view detail information 

 

 
My Info > My Benefits > Dependents 
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My Info > My Benefits > Dependent Benefits 
 

 
My Info > My Benefits > Dependent Benefits 

 
 

My Info > My Benefits > Employee Benefits and Deductions 
 

 
My Info > My Benefits > Employee Benefits and Deductions 
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My Info > My Benefits > Past/Current Enrollments 
 

 
My Info > My Benefits > Past Enrollments 

 

 
My Info > My Benefits > Current Enrollments 
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My Info > My Benefits > Future Enrollments 
 

 
My Info > My Benefits > Future Enrollments 
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My Info > My Compensation 
 
Employees can view their pay information including Pay Summary and Deduction Summary by 
accessing MY COMPENSATIONS from MY INFO Tab in ESS 
 

1. Log into ESS 

2. Click on MY INFO Tab on the left side of the screen 

3. Click on MY COMPENSATION Tab in the top row 

4. Once selected JOBS view will automatically display 

5. Click on PAY SUMMARY or DEDUCTION SUMMARY, ISSUES CHECKS AND 
ADVICES  from tab in second row 

 

 
My Info > My Compensations  
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My Info > My Compensation > Pay Summary 
 

 
My Info > My Compensation > Pay Summary 

 
 

My Info > My Compensation > Deduction Summary 
 

 
My Info > My Compensation > Deduction Summary 
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My Info > My Compensation > Issued/Checks/Advices 
View and Print Pay Stub 
 
Employees can view and print their pay stubs by accessing ISSUED CHECKS/ADVICES in ESS.  
Employees can view and print pay stubs as far back as 2002.  Direct Deposit Wizard is also 
available. 
 

1. Log into ESS 

2. Click on MY INFO Tab on the left side of the screen 

3. Click on MY COMPENSATION tab in the top row 

4. Click on ISSUED CHECKS/ADVICES tab from the second row.  
The grid at the top of the page displays a list of issued checks.  The lower 
portion of the page displays two sections used to detail information about a 
specified check. Also, for each of these sections, a link appears below the Issued 
Checks/Advices tab at the top of the page. 

5. Select the CHECK DATE line from the grid at the top (There should be a paper 
clip to the left of each check issued line) 

6. Click on ATTACHMENT button lower right of top grid 

7. From ATTACHMENTS Screen click on DOWNLOAD Link 

8. The PDF file will display.  You can Save and or Print the PDF file 

 

 
My Info > My Compensation > Issued Checks/Advices 
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My Info > My Compensation > Issued/Checks/Advices 
View and Print Pay Stub 
 

 
My Info > My Compensation > Issued Checks/Advices > Download 
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My Info > My Compensations > Direct Deposit Wizard 
 
Only 1 PRIMARY ACCOUNT can be designated for Direct Deposit using the wizard.  
 

1. Log into ESS 

2. Click on MY INFO Tab on the left side of the screen 

3. Click on MY COMPENSATION tab in the top row 

4. Click on ISSUED CHECKS/ADVICES tab from the second row. 

5. Click on the Direct Deposit Wizard to Create or Modify your Direct Deposit 

6. ALL Fields must be completed including, NICKNAME 

7. Click CONFIRM ACCOUNTS 

 

 

 
My Info > My Compensation > Issued Checks/Advices > Direct Deposit Wizard 
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My Info > My Compensations > View Tax Forms 

Employee tax forms may also be downloaded and/or printed from the My Compensation 
business function tab.  To download a tax form attachment perform the following steps: 

My Info > My Compensation > My Compensation > View Tax Forms 

1. Log into ESS

2. Click on MY INFO Tab on the left side of the screen

3. Click on MY COMPENSATION tab in the top row

4. Click on VIEW TAX FORMS tab from the second row.

5. After accessing the appropriate employee tax form, select the Attachments 
button.   The ATTACHMENTS page is displayed.

6. Select DOWNLOAD.   Your browser's File Download window appears. 
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My Info > My Compensations > View Tax Forms 
 

 

7. If you are using Microsoft's Internet Explorer, you need to select OPEN this file from 
its current location and then OK once before the options on the File download 
window will function correctly. The File Download window displays again. 

8. Select either OPEN THIS FILE from its current location or SAVE this file to disk. 

9. Select OK.  Either the attachment will open in its native software tool or you will be 
prompted to indicate a location in which to save the attachment. 

10. To print the tax form, open the downloaded attachment in Adobe Acrobat Reader, 
and select the Print button.  A hard copy of the tax form is printed on the default 
printer specified by the user. 

11. From Attachments screen click on RETURN TO MYCOMP to return back to Employee 
Tax Form. 
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