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• Secure source for employee-related information  
• All employees have access to ESS. 

– Personal Data changes 
– Home, Mailing and email Addresses 
– Emergency Contacts 
– Phone Numbers 
– Payroll Direct Deposit details 
– Tax withholding details 
– Benefits system to review and manage life events and dependents  
– VirtualEdge Internal Career Center for Pima County job applications 
– eTIME for timecards and time off requests 
– Complete online policy acknowledgements 

 
• Manager Self Service (MSS) for employees with direct reports 

 



Once registered, follow detailed steps below for logging into 
ESS. 
• Go to https://portal.adp.com  
• Click on the User Login link  

 

https://portal.adp.com/
https://portal.adp.com/


Enter your User Name (Example: jsmith@pimacounty) and 
Password.  
  

The Pima County ESS Portal Welcome page appears. 



• If you have direct reports, you will have access to Manager’s 
Self Service (MSS).   

• To access ESS, you must change your screen to Employee. 

To change from MSS to ESS: 
  
• Click the drop down under the 

Pima County logo 
• Select Employee 



Subject Tabs 

Links 

Log off 

Switch 
screens 

Company Directory 

News and 
information 



We will review each of these subject tabs and drop-downs 
in the next few slides. 



Company Directory:  Provides ability to search for an 
employee.  Results include Department, Location and Work 
Phone. 



Message Center:  Information for employee on pending activities 

Policy Acknowledgements:  Employee location read and acknowledge Pima County 
Policies and Procedures.  For example, the yearly email policy acknowledgement. 



Click eTIME to access the Time and Attendance system. 
 
• All Pima County employees will track time in eTIME. 

• Non-exempt employees will clock in and out using one of the 
following : 
• Timeclock  
• Computer-based Timestamp 
• Mobile app time clock (limited release to only certain depts) 

• Exempt employees will use the “project view” to add exception time  
 

• ALL employees must approve their time card EVERY pay period.  
• Time off requests for vacation, jury duty, bereavement, Cesar Chavez Day 

and pre-planned sick leave will be made through eTIME. 
• Adjustments to time for non-exempt employees (e.g. missed punch, late 

punch, FML hours used) must be made by the supervisor. 

IMPORTANT:  eTIME IS NOT 
AVAILABLE UNTIL NOVEMBER 2, 2014. 





Tax Withholding:  Federal can be changed online.  Arizona must 
be printed and submitted to Central Payroll per instructions on 
the screen. 



Deductions:  shows information from HR, Payroll and 
Benefits systems 



Annual Statements are not available until January 2015.   
 
In preparation, please review the Go Paperless option.  
Read the screen and follow the prompts. 



Personal Information – General:  This screen is view 
only.  If corrections must be made, contact your 
Department Personal Representative (DPR). 

PLEASE REVIEW FOR ACCURACY! 



PLEASE ADD AT 
LEAST ONE 

EMERGENCY 
CONTACT. 



PLEASE REVIEW YOUR ADDRESSES 
FOR ACCURACY!  CORRECT IF NEEDED. 



PLEASE ADD YOUR CONTACT PHONE NUMBERS. 



Click the link to access your Benefits 
information. 

IMPORTANT:  THE BENEFITS SYSTEM IS NOT 
AVAILABLE UNTIL NOVEMBER 10, 2014. 
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