Employee Self Service

With the upcoming retirement of Kiosk, there has been an update to the
procedure to enter leaves.

You will now log into this link to request time off: https://camp-ess.access-k12.org
IPDP will remain in Kiosk at this time.

Once you have clicked on the link, https://camp-ess.access-k12.org
log in using the same username (everything before the @) and password used to
access your email.

Everytime your email password changes, the password for ESS will also change
automatically

Employee Self Service
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rebel Email alias (everything before the @)
Password -
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The layout of the new ESS website is very similar to Kiosk so you should have no
issues navigating.

To enter a new leave request, you will click on
Leave Request>Create Leave Request


https://camp-ess.access-k12.org/
https://camp-ess.access-k12.org/
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1. Leave Type can be chosen in the drop down

2. Reason for Leave will need typed in, if required

3. Start and End of Leave may be typed or chosen from the calendar

4. The time can be chosen in the drop down on the hour,

quarter and half hours must be typed

5. Total Time Requested can also be chosen

Create Leave Request

Position «
1 - FISCAL SUPPORT

2.Resson

Reason for Leave

3- Start of Leave » 4

7/17/2024 & 12:00 AM

5 Total Time Requested -

Has a minimum value of 0.35

Cmamannts
eave Requests
Comments pertaining to this leave request

T Leave Type -

~

3. End of Leave -

(O] 7/17/2024

Phone Number

©

Substitute Comments

4

time may be typed in 15 min

1 any possible Substitute(s) you would like to have called. Also, enter any



