ESP Portal Cheat Sheet:

Go to https://htsd.erplinq.com/ESP/login.aspx and sign in.

Sign In to Employee Service Portal

Forgot your username?
Forgot your password?
Create an account

Attention: this application is supported in the following browsers:
Windows Internet Explorer® 11

Microsoft® Edge®

Mozila® Firefox® 62

Google® Chrome® 69

Safari® 6 - MAC only.

Functionality cannot be guaranteed if you are using an unsupported browser.

Need Help?
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Your home page will come up. Click on “Leaves” to put in for a sick,
personal, family illness, etc. day.

Your “Leave Summary” will come up and it shows you all your information.
The calendar on the bottom half will show any days you have taken.

Click on “Request Leave Changes”

Proxy Leave Request{| Request Leave Changes

Leave Details | Leave Summary

“Leave Requests” will come up. Click on “New Request”. Fill in your
information. Once you put in your “leave type” the “duration in hours” will
open up. If you only need to take a /2 day, you would put “.5” in there
otherwise you would put a 1. On the right side you will see “email me only



on the final step...” That is the default.

You can change that if you wish. Hit

“SUBMIT?” on the bottom far right of screen. You are done.
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Leave Request

*Enter Leave Dates and then select a Leave Type

Start Date: End Date:
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Leave Type:
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Comments:

© E-mail me only on the final step of the approval process.
" Do not e-mail me about this request.

" E-mail me each step of the approval process.

If you need to attach a document for jury duty, professional development,

doctor’s note, etc. under “Request Attac

hments” at the bottom right of page

you would click on “add”. Attach documents and hit Save.

Request Attachments

There are no records to display.

Add Attachment
Docum
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Document name:
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** You will need to put your day into AESOP as well to secure a sub if
one is needed.



