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3 Accessing Employee Self Service 
 

 

Getting to Attendance on Demand’s Employee Self Service 
Type your company’s assigned URI into your internet browser profile:   

You will enter your unique employee ID and Pin to access the system. 

 

Employee Self Service  
Below is an example of what you will see when logged into Employee Self Service.   

 

 



4 Changing Your Pin Number 
 

 

Changing your Pin # 
Click on the Change Pin link. 

 
 

Type in the new pin number in twice. 

 

 



5 Activity Tab  
 

 

Activity Tab 
The Activity Tab is the default landing page.  This page is where you will be able to see all the activity you perform in the 
system. 

 
 

Time Off Requests Notices 
Additionally, if you have submitted any Time Off Requests you will be available to view the status of the request(s) at the 
bottom of the Activity Tab.  

 

 

  



6 Submitting a Request for Time Off  

 

Submitting a Time Off Request 

Single or Partial Days Off 

Click the Request Time Off button on the left of the screen.   

 

When the next window opens, type in the Date you wish to have off and adjust the Amount of Time if you are taking off. 
In the Personal Time field, use the down arrow to select the benefit bank you wish to use for this particular request. 
 
When you have completed your selections, click the OK button at the bottom of the window.  
Note at the bottom of the screen you are able to find your available balances for each benefit category.  

 

 



7 Submitting a Request for Multiple Days Off  

 

Submitting a Request for Multiple Days Off  

 

Enter the first day you will be out of the office in the Take Time Off From field.  Enter the last day you will be out of the  
office in the …Until field and adjust the Amount of Time if you are taking off.  

 
 



8 Reviewing Schedules and Benefit Balances 
 

 

 
 

Schedules  
The Schedules tab will show you holiday benefits and time off schedules.  

 

Benefits 
You will find a history of your available benefit balances including time utilized. 

 

 



9 Reviewing Archived Pay Periods &Status of Time Off Requests 
 

 

Archives 
The Archives tab allows you to look up your Timesheet for a previous pay period.  

 

Leave Req. 
The Leave Req. tab allows you to review all vacation requests you have generated. 

  


