
EMPLOYEE SERVICE CENTER 
(ESC)
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TEAMS Login Screen
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EMPLOYEE SERVICE CENTER
Login Screen

• Type employee service 
center in the search field

• Click the Employee Service 
Center menu

• Enter your User ID and 
Password, then click 
the Sign On button.
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TEAMS ESC Security

Select a number you can access right now to 
confirm your identity. 

Enter the access code you received. 
Remember Me: If No, you will need 
to confirm your identity each time 
you access ESC.
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Not a valid number listed? Update your phone 
numbers in TEAMS by using:
http://www.galenaparkisd.com/phones



EMPLOYEE SERVICE CENTER
Homepage

• Use the ESC Homepage to:
– Access announcements regarding TEAMS
– Access My information tabs on left

5



EMPLOYEE SERVICE CENTER
My Personal Information

• Use these tabs to view and edit personal 
information.
– Can edit:

• Phone Numbers
• Emergency & Other Contacts

• Need to change Name or Address?
– First Class
– Official District Business
– Districtwide Business Forms
– Change of General Information Form 

• Submit form to the Payroll Department
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EMPLOYEE SERVICE CENTER
My Leave Balances

• Leave Balances Tab = includes absences only for 
dates displayed

Details Tab – displays detailed information about a 
specific Leave Code (Units = Hours)

Absences Tab – displays all absences
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EMPLOYEE SERVICE CENTER
Leave Balances-Consumed

‘ABSENCES’ tab - verify your absences have been deducted from your balance
• If the ‘Processed in Payroll’ Column is blank, absences have NOT been 

deducted from the balance.
 These days will be deducted from your balance once consumed and a 

payroll date will be entered.
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EMPLOYEE SERVICE CENTER
Absence Reporting

• Use this function to report an absence
• Calendar default = current month. 
• Select another month from small calendar on left 

panel.
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EMPLOYEE SERVICE CENTER
Absence Reporting

• Click the Work Day link:

• Enter the Start of Absence:
• Enter the End of Absence:
• Select the Reason:
• Select the Path:
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EMPLOYEE SERVICE CENTER
Absence Reporting 

• Indicate whether a substitute is 
required to fill in for your absence.

• If no sub is required, simply click the 
No option.

• Click Submit button 
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EMPLOYEE SERVICE CENTER
Time Cards

• Click on My Time Cards to view time card 
information
• Select the Week Ending date of the week you 

are wanting to view.
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EMPLOYEE SERVICE CENTER
Payroll Information

• My Payroll Information allows 
employees the ability to view 
details on paychecks, current 
W-4, W-2, 1095, and Paycheck 
Location information.
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EMPLOYEE SERVICE CENTER
Payroll Information – PayCheck Tab

• Select the check you’re wanting to view, then click the blue 
hyperlink or click View Pay Stubs button

• To search for pay checks, use the From Date and To Date to 
enter a date range between which the pay stub was created.
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EMPLOYEE SERVICE CENTER
Payroll Information – W-4 Tab

• Use this tab to view or print W-4 information

• Need to change W-4 information?
– FirstClass
– Official District Business
– Districtwide Business Forms
– 2018 W-4.pdf Form

• Submit form to the Payroll Department 15



EMPLOYEE SERVICE CENTER
Payroll Information – W-2 or 1095

• My W-2 to view or print W2
• My 1095 to view or print 1095
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EMPLOYEE SERVICE CENTER
Payroll Information – My Benefits

• My Benefits to view current and previous info.
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EMPLOYEE SERVICE CENTER
LogOff Tab

• Always LogOff Employee Service Center 
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