Employee Self Service Directions

Hartselle City Schools utilizes the Employee Self-Service (ESS) for employees to view
pay stubs, W2, and deductions.

You may view any of the options listed on the top of the screen. To make changes to
demographics, W2, or direct deposit form, please call Human Resources to make an
appointment.

Some of the new features are listed below:

*

*
*
*

Look at your Deductions
Check your Leave Balances
o (please note that Leave Balances are one month behind)
View your statement by clicking on Check Inquiry. You may even look at past
check dates and print as needed.
W-2 Forms will also be on this website and will not be mailed to you.

If you should need assistance in setting up your new Employee Self Service account,
please call Human Resources.

Hartselle City Schools Human Resources Contact Information:

Jordan LyBrand Robin McCutcheon
Human Resources Coordinator Human Resources Clerk
Hartselle City Schools Hartselle City Schools
256-773-5419 256-773-5419

jordan.lybrand@hartselletigers.org robin.mccutcheon@hartselletigers.org



mailto:jordan.lybrand@hartselletigers.org
mailto:robin.mccutcheon@hartselletigers.org

Hartselle City Schools Employee Self Service Website:
https://ess.hcs.k12.al.us/EmployeeSelfService/Account/Login?ReturnUrl=%2f
EmployeeSelfService

Employee Self Service

Registration and Forgot Password on Log In screen
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Enter Web Address for ESS into your browser.
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3n Everyone must register as a user
S for ESS using their social security
- number and employee number.

NOTE: Internet Explorerversion 9 and below are not supported in ESS.
The Internet Explorer browser must be version 10 or above.,

Click REGISTER at the top right of this page to begin.

Note:

e Your employee number is in the top line of your previous pay stub.
e New Employees can find their employee number on their first paycheck.

e Please call Human Resources if you need assistance with your Employee

Number.
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Employee Self Service

All employees must create an account in ESS.

Employee choses their own User Name
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An emall, with a confirmation link, will be sent to the email address the user provided when
creating thelr account, User must use the confirmation link in the email to be confirmed as an
authorized user for ESS.

Registering is a two-step process.

1. Create a new account on ESS
2. Confirm your account via email.

Please use a PERSONAL email address to register. This
will help should you need to reset your password and do
not have access to your HCS email account.
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Registration and Forgot Password on Log In screen
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e If a registered employee forgets their
password, they can use the Forgot
pa— Password to receive an email with 3 link
n that allows them to enter a new password

Once the emploves has been A

confirmed as a user, they can login in Forpat Passmsed
with their user name and password. ateos
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