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eSELFSERVE.COM Guide Update 
 
 

Welcome to the new look of eSELFSERVE.COM! 
 

 
 

Most of the eSELFSERVE.COM site that you are familiar with has not changed. There have been a few 

improvements, which are explained below. 

 

Note: The options available in eSELFSERVE.COM depend on your company’s settings. Not all options shown may 

be available to your particular company. 

 

Switching between eSELFSERVE and the Time Clock 
If you report your time through eSELFSERVE.COM, either through the Time Clock or a Timesheet, you can switch 

modes using the icons in the upper-left corner of the screen: 

 

 
 

Click on the clock icon to switch to the Time Clock mode. To return to the standard eSELFSERVE mode, simply 

click on the employee icon. 
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Account Settings and Logging Out 
To access your account settings, and to logout, click on your name in the upper-right corner of the screen: 

 

 
 

After clicking the link, you will see your Account Settings menu: 

 

 
 
From this screen, you are able to edit your Profile, including your email address, password, and option to receive 

email notifications. You are also able to log out of eSELFSERVE.COM by clicking the Logout button. 

 

Time Off Requests 
For your convenience, your Accrual Balances have been removed from the Pay tab and are now displayed as 

part of the Time Off tab for reference when submitting Time Off Requests: 
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If your company does not use Time Off Requests, the Accrual Balances will appear in their own Accruals tab 

instead: 

 

 


