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

You will enteryourunique employeelD and Pin to access the system.

& https://scaod attendanceondemand.com/ess/
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ON DEMAND

Badge/ID
PIN

Employee Self Service

Employee Self Service

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

o . 10:36:18 AM

ON DEMAND Thursday, March 14, 2013

Change PIN Test

Refresh

logoff ~ Employee

qgaq

g Schedules g Personal g Benefits

g Archives g Leave Req.

Logged In
Logged In
Logged In

Logged In

b b
Punch J Activity ‘ Time Card

P:equest Operation
Time Off Logged into

System
REC]U_ESt Logged into
Vacation System

Logged into

System

Logged into

System

Description

There are no requests for time off in the system.

Recent Activity

Time Off Requests

Effective
03/14/13 10:32a

03/13/13 4:28p
03/13/13 4:26p

03/05/13 3:44p
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Changing your Pin #
Click on the Change Pinlink.

/vChange PIN 1D
PM Refresh Mulliken Jr

Log Off 53
] |’ Lma e B " n =l |' | w PPN =1 S |’ Aol in s |

Type in the new pin numberintwice.

Enter New PIN Number
| Click and Hold to Drag Dialog. |

Enter new PIN Number

Type in your new PIN number. Please use only digits.

Enter PIN Number Again

Enter the same PIN number again for verification.

Ok | | Cancel
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Activity Tab

The Activity Tab isthe defaultlanding page. This page is where you will be able to see all the activity you performin the
system.

w Change PIN
attendance 10:36:18 AM e Test

q Employee
ON DEMAND Thursday, March 14, 2013 — P zqqq

3 3 » 3 3 » 3
Punch J Activity ‘ Time Card | Schedules | Personal Benefits | Archives | Leave Req.
Recent Activity

R_equ?.'s;:f Operation Description Effective
Time Logged into Logged In 03/14/13 10:32a

System
Req”‘_aSt Logged into Logged In 03/13/13 4:28p
Vacation System

Logged into Logged In 03/13/13 4:26p

System

Logged into Logged In 03/05/13 3:44p

System

Time Off Requests
There are no requests for time off 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) atthe
bottom of the Activity Tab.

Change PIN Test

att;ﬁ:lance 10:38:48 AM Refresh

a Employee
ON DEMAND Thursday, March 14, 2013 Log Off P zqqq

3 3 » 3 3 » 3
Punch J Activity ‘ Time Card Schedules Personal Benefits | Archives Leave Req.
Recent Activity
_Iﬁeq U%S;:F Operation Description Effective sl
Ime Request Time Off Employee, Test Request 8:00 Vacation Time Off on Mar-13 13 03/14/13 10:38a |

Logged into Logged In 03/14/13 10:38a i
Reqw_est System
Vacation Logged into Logged In 03/05/13 3:44p

System

Logged into Logged In 03/05/13 3:42p

System

Punch Emplovee. Test Transaction Accepted 03/05/13 3:35D s

Time Off Requests
Status Request Date Comments
Submitted Vacation 8:00 03/13/13 8:00 Remove Request
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Submitting a Time Off Request

Single or Partial Days Off
Click the Request Time Off button on the left of the screen.

o Change PIN - Sarah
somiance 12:41:14 PM D 3

Thompson
on DEmaND  Tuesday, September 11, 2012 Log O 03265
¥ L ¥ » » 3 )
Punch /J Activity | Time Card | Schedules | Personal | Benefits | Archives
Recent Activ
Request
Time Off e RN Efece
Punch Duplicate transaction at 09/11f12 12:40. Additional transaction 09/11/12 12:40
Request ok acceptzd.
. Punch Duplicate transaction st 09/11/12 12:40. Additional transadtion 0911712 12:40
Vacation not accepted.
Punch Thompson, Sarah A Transadtion Accepled 0911712 12:40
Logged into Logaged In 0911112 12:40
System
Logged into Logged In 0911412 12:39
Time Off Requests
There are no repuests for time off in the svstemn

Whenthe 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 particularrequest.

Whenyou have completed yourselections, click the OK button at the bottom of the window.
Note at the bottom of the screenyou are able to find youravailable balances for each benefit category.

Enter Time Off Request

Date 03022012 ¥
Select the day you will be absent

Amount of Time 800
Enier the number of work hours you will be off, Entering 0 will @louaie ime fom your
extgbng work schedubss,

Personal Time Varaion -

Sdect the tpe of persond tme o use.

Notes "

*Sick | »\Vacton | ¥ Parsonal

Date Credit Debit Balanoe
gaf11/11 Balance In 0200
09/11/13 Baance Cut 300

Ok Cancel
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Submitting a Request for Multiple Days Off

. Change PIN Aatest

\‘u 4: 1 1 : 38 PM 1 5i-fu«,~':r. Aat:st

attgpg_a_qgg Thursday, January 17, 2013 Log Off pe
v Y y

J'ww’m'm Personal |” Benefits |* Archives

Recent Activity

Neq d ed 1 7 :
4:

Time Off ;oyztoeemmo Logged In 01/17/13 4:11p ™

R : Request Tme Off Aatest, Aatest Removed Leave Reguest of Jan6 13 01/06/13 12:00a

Veq 5 Request Tme Off Aatest, Aatest Request 8:00 Vacabon Tme Off on Jan-6 13 01/17/13 3:41p
acation |\ it Logged In 01/17/13 3:38p

System

Logged nto Logged In 08/17/13 3:37p

System

Time Off Requests

Status Regquest Date Commants
Submitted Vacation 8:00 01/06/13 8:00 Remove Request

Punch

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

| Click aned Hold to Diag Dalog.

Take time off from... 05/02/2012 ¥
L.until 09/09/2012 ¥
Amount of Time 800
Enfer the number of work hours you will be off Entering 0 will cadculate ime from your
existing work schedules,
Benefit Vacaion -
Saect the type of Benefit tme.
Notes -

» Sick  »Vagton | ¥ Personal

Date Credit  Debit Balance
09/13/11  BaanceIn 0:00
09/11/12  Balance Out 0:00

ok || Cancel
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Schedules

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

[}
" Activity | Timesheet |* schedules |* Personal | Benefits |* Archives
Prev, Month  Mext Month  This Month — Help
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total
Wm-ﬂ' L |-Hi]
e I Viacation
B8:00
Week of 0=0:)
Sep-d a
Benefits
You will find a history of your available benefit balances including time utilized.
5'_9 Change PIN Test
10:40:10 AM =
attendance . . oo Employee
ON DEMAND Thursday, March 14, 2013 9999
3 . P » b b » : 3
Punch Activity | Time Card | Schedules Personal Benefits | Archives | Leave Req.
Help
Request
i » b
Time Off J Vacation | Heliday
Request Vacation activity from 03/15/12 to 03/14/13
Vacation (earliest adjustment date is May-1-2011)

Date
03/15/12
03/15/13

Balance In

Balance O

ut

Credit

Debit Balance

0:00
0:00
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Archives
The Archivestab allows you to look up your Timesheet fora previous pay period.

T e Change PIN  Sarah

o DEMAND Tuesday, September 11, 2012 Log Off 983265

09/02/12
09/03/12

el s e

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

Change PIN
PN Test
gofi  Employee
SR

stomiance 10:40:39 AM

oN ofsmane  Thursday, March 14, 2013

Punch
_Ir‘:m”?;r Submitted Vacation 8:00 03/13(13 B:00
ime
Request 03/14/13 10:38a ESSUSER Leave Requested 03/13/13
vxaﬁnn Submitted Hdldﬂ'l' B0 10]”51’11 B0

Submitted Holiday &:00 10/0711 B:00

Submitted Haoliday 800 10/02/11 B:00
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