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AMS Advantage ® Employee Self Service (ESS)
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What is AMS Advantage ® Employee Self Service?

The AMS Advantage ® Employee Self Service (ESS) web site is a subset of the AMS Advantage ® HRM
system utilized by your organization’s human resources professionals. This information is intended for
the sole use of the individual employee. All information entered/submitted into ESS may require
additional HR department approval before taking effect. Please contact your HR department if you have
additional questions. Unauthorized access of an employee's information is prohibited.

Logging into ESS:

Basic Steps to Access your City of Tucson AMS Advantage ESS; Employee Information System:

User Name and Password will be required for login.

• Logging into ESS:
o Open an Internet browser window.
o Type in the URL Address: https://azcot-ess.hostams.com/webapp/PRDESS1X1/ESS
o Type in your user name and password.
o Press <Enter> or select the Login.

User Name: COT Employee Number
with a Zero in front of it (e.g. 55555 =
055555)

Temporary Password: The new preset
ESS passwords will follow the following
convention:

MDDSSN4
MM = month of birth, e.g. Feb = 02,
Nov = 11
DD = day of birth, e.g. 1st = 01, 22nd =
22
SSN4 = last four digits of the employee
Social Security Number

**Do not forget to reset Temporary
Password, under the “Changing
Password” Tab Instructions**

Press the Enter Key or the Login Button
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Logging Off: (always log out to keep others from viewing your
information)

Your ID

Last, First name
Social Security Number

Your Address

Your Phone

Your Name

Select the Logout button located on
the top right side of the Homepage by
clicking once with your mouse
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“My Desktop” Tab:

Your ID

Last, First name
Social Security Number

Your Address

Your Phone

Your Name

Clicking on the “My Desktop” tab will
bring you back to the Home page. This
area provides you with the following
business functions:

 Home Page provides you with
a quick view of your:
o General  Employee

Information
o Alerts
o Announcements
o Last Time Sheet

Processed
o Pay Summary

 Changing Your Password
 Forms and Websites
 My Work in Progress
 My Completed Work
 Announcements
 Broadcasts
 Alerts

Clicking on the “My Info” tab will take
you to your Personal Information
page(s)

• My Information
• My Time and Attendance
• My Benefits
• Benefits Enrollment Wizard
• My Compensation
• Paycheck Calculator
• My Evaluations
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“Changing Your Password” Tab:

Instructions on how to change your password: (Case Sensitive)

Your Name

Use Dropdown Menu to Access
and Close the User Password
feature:

Under “User Password”: (Tip:  To
create a strong password, use
both Alpha and numerical digits,
lower case and upper case
letters; e.g. cin78Kel)

 Enter your Old Password
 Enter your New Password
 Verify New Password
 Press the “Change User

Password” button
 Write down your New

Password in a safe place
 If you decide not to

change the Password,
Press the “Cancel” Button

E-Mail Password: Feature Not
Available

 Email will not be a
component of the ESS
System

When you are done changing
your password, Press the “My
Desktop” tab to return to the
“Home” page
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“Forms and Websites” Tab
 This area is designed to help you find “Downloadable Forms” for Human Resources, Taxes, etc.
 Documents are listed by Topic, Department, and Description.
 Highlight a Topic. By highlighting a topic, the form(s) available will be displayed under Forms

Attachments below.
 Select the form you wish to download by clicking once with your mouse.
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“Forms and Websites” Tab

Download

Press “Open” to download your document.

The Attachments Button Functions:

Your Name
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“Forms and Websites” Tab

View Attachments History:

This page provides you with the ability to open, download, and view deleted history.

“My Work in Progress” Tab

– Not in Use at this Time

“My Completed Work” Tab

– Not in Use at this Time

Functions:

Download - opens
your document

Return – used for
navigating back and
forth between pages;
it will take you back to
the previous page you
were viewing

View Attachment
History – provides you
with a quick view of
your attached
documents

Menu – Print function
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Announcements, Broadcasts, and Alerts
Announcements, Broadcasts, and Alerts notify all users of upcoming events or system messages,
respectively. These types of messages are sent out by the system to all COT Employees.

Announcements:

The Announcements page provides you with information your organization publishes for viewing by all
employees. The announcements are displayed based on the effective dates the HRM administrator
assigns them in the HRM application.

The following information will be provided:

 Subject – the subject of the announcement sent to all users in the system
 Link – field to put in a link to a website
 Comments – freeform comments to add detail to the subject of the upcoming event

Your Name

Left Click once with your
mouse
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Announcements, Broadcasts, and Alerts

Broadcasts:

The Broadcast page will notify all users of system broadcast messages. These types of messages are sent
from the HRM system to ESS users. An example of this type of message would be “AMS Advantage will
be coming down for maintenance at 6:00 PM tonight.” Users will be notified via a “New Broadcast” if
there is a system broadcast message that needs to be viewed.

The following information will be provided:

• Message – the message that is broadcast to all users in the system

Your Name

Left Click once with
your mouse
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Announcements, Broadcasts, and Alerts
Alerts:

Alerts are messages targeted at specific users. The system can send the Alert message “Your password
will expire in 12 days.” when a user logs in and his/her password is expiring. The following is required to
send an alert message:

• User ID – the user id to whom the alert message is being sent
• Message – the message that is being sent to the user

Your Name

Left Click once with
your mouse
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“My Info” Tab
This tab allows you to view information about yourself. Employees will not be able to update
information, if you attempt to do so you will be met with an “ERROR” message.

Your Name

Your Name

Your Employee ID

Your SSN

Your Title

The “My Info” tab has the following
sections and subsections:

My Information

 Jobs
 Personal Information
 Address
 Emergency Contact
 Tax Withholdings &

Allowances
 Garnishments
 Tax Levies
 Licenses and Certifications

My Time and Attendance

 Jobs
 Timesheet Roster (not in

use)
 Work Schedule (not in use)
 Leave Requests (not in use)
 Leave Balances
 Leave Activity By Date
 Monthly Leave

Accrual/Usage (pending)
 Leave Bank Enrollment (not

in use)

My Accounting Overrides (not in use)
My Benefits (BUCK is used for everything
else)

 Jobs
 Dependents
 Dependent Benefits
 Employee Benefits and

Deductions (not in use, use
BUCK)

 Beneficiaries (not in use)
 Past Enrollments (not in

use)
 Current Enrollments (not in

use)
 Future Enrollments (not in

use)

My Compensation

 Jobs
 Pay Summary
 Deductions
 Issued Checks/Advices
 View Tax Forms

Paycheck Calculator (will be implemented
at a later date

My Evaluations (not in use)
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“My Information” Tab

Jobs Tab – View your appointments. Your appointment simply means the jobs you have held within an
organization

This page will allow you to view:

 Your title and department
 Status
 Department (Unit, Location)
 Dates of Employment
 Pay Class
 Payroll Number
 Secondary appointments

o To view each individual appointment, select it by clicking on it once
o You will now be able to view details attached to this appointment

 Employee Name Change/SSN Correction Function (not in use)
o Attempting to use it will result in an error message

Your Name

Your SSN

Your Name

Your Employee ID
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Personal Information Tab – Consists of three sections

Your Name

Your Name

Social Security Number
Your DOB

Your Gender

Your Ethnicity

Personal Information Tab

Personal Information (left click once to access
information)

 Birth Date
 Social Security Number
 Place of Birth
 Ethnicity
 Disability
 Citizenship Status
 Gender
 Convictions
 Date of Death
 Marital Status
 Country of Residence

Education Information (left click once to
access information)

 Verify Degree
 Degree
 Major
 School
 Year Completed

Veteran Information (left click once to access
information)

 Veteran
 Reserve Branch
 Discharge
 Pref Credit Used Date
 Retro Seniority Date
 Discharge Date
 Service Branch
 Highest Rank
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Address Information Tab – This page is divided into four sections. This page provides you with
information regarding your address and contact information. In order to view each section, left click on
each header.

 General Information
 Home Address
 Mailing Address
 Contact Information

The “Create” and “Modify” functions are not in use at this time.

 Attempting to use it will result in an error message

Your Name

Your Address

Your Phone



18

Emergency Contact Tab – This page is divided into six sections. This page provides you with your
emergency contact information in detail.  In order to view each section, left click on each header.

 First Contact
 First Contact Address
 First Contact Information
 Second Contact
 Second Contact Address
 Second Contact Information

Your Name

Your Name
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Tax Withholdings & Allowances (View Only Access)

Your Name

Garnishments (View Only Access)

Your Name
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Tax Levies (View Only Access)

Your Name

Licenses and Certifications (View Only Access)

Your Name



21

Time and Attendance – The section “Leave Balances” is the only function available to employees at
this time under the “Time and Attendance” Tab.

 This section will allow you to view your leave balances.

Your Name

“My Accounting Overides” Tab

– Not in Use at this Time

To Review your Vacation Leave or
Sick Leave in detail left click on the
line and it will highlight it and bring
up the information for viewing
purposes
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“My Benefits” Tab

Dependents tab is the only function available on this page at this time (all other information regarding
Benefits can be accessed through BUCK)

 One dependent will display on each grid line and details on the dependent can be viewed by
expanding each section

 If there is more than one dependent, select (highlight in yellow) the dependent listed on the grid
line by left clicking once and details on each dependent can be viewed by expanding each
section by using your mouse to click on the arrow

Your Name

Your Name

Viewing your Dependent’s Profiles
recorded in the system

 Dependent Information
 Dependent Address
 Dependent Contact
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“My Compensation” Tab

This tab allows you to view your appointments (job title/assignment), pay and deduction summaries,
disbursed paychecks, and employee tax forms (ex. W-2)

To view your Appointment(s), left click on the “Jobs” tab

 If there is only one appointment, details about your appointment will be displayed in the lower
portion of the page

 If there are multiple appointments, select the appointment you want to view by left clicking
once on the grid line, details will be displayed in the lower portion of the page

Your Name

Your Name

Your Employee ID

Your SSN

Your Title
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“Pay Summary” Tab

Your Name

The purpose of the Pay
Summary grid line allows
you to view the following
items by Year and
Quarterly break down by
entering your information
into the Search feature
(see instructions below):

 Pay Type
 Tax Entity ID
 Fringe Pay Type
 Pay Category
 Annual Amount
 First Quarter

Amount
 Second Quarter

Amount
 Third Quarter

Amount
 Fourth Quarter

Amount

Search function:

Enter the year you would
like to view

 Year From:
 Year To:

Press the “Ok” Button
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Pay Summary Search Function Features:

Your Name

Search Function allows you
to view your Pay Summary
(highlighted yellow grid line)
in detail and also provides a
breakdown of your Annual
Amount by Quarter
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Deduction Summary Tab

Your Name

Your Name

Search function
allows you to
search by Year
and Deduction
Category

The Deduction Summary page provides you with an overview of
your deductions by year and breakdown of Categories such as:

• Year
• Tax Entity ID
• Deduction Category

o Breakdown of categories include:
 Sure Pay (Direct Deposit)
 State Tax
 Federal Tax
 FICA/MEDICR
 FICA/MED/ER
 FICA/SOCSC
 FICA/SS/ER
 PENSION VAR
 EMPR PEN VAR

• Annual Amount
• First Quarter Amount
• Second Quarter Amount
• Third Quarter Amount
• Fourth Quarter Amount
• Category Cap
• Annual Cap Amount
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Issued Checks/Advices

Your Name

The Issued Checks/Advices page allows you to
view in detail your check summary/deposits
(similar to viewing your bank statement
online). It provides you the ability to view
your Disposition Information, Payment
Summary Information, Pay Details
(breakdown of deductions per check
number), Deduction Details, and Fringe
Details (by scrolling down) with the mouse.
To bring up a copy of a paycheck stub, left
click on the Attachment Button.

By Right clicking on the Download button you
will be able to view and print a copy of
selected (highlighted) check stub.
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Example of a COT Pay check stub:
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Viewing Tax Forms (ex. W-2)

Your Name

W-2 Information typically becomes available
on January 31.
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“Paycheck Calculator” Tab (The paycheck calculator is not functional at this
time; notification will be sent out to users when it becomes available)

 Two Major Functions:
o Start New Paycheck Calculation (paycheck calculations are estimates)
o View Previous Paycheck Calculation

Paycheck calculator is used to assist
employees in determining future earnings

Steps:

 Select your Appointment
ID for which you are
calculating

 Enter a “Pay Period End
Date”

 The “Check Date” will
auto-fill

 Press the “Calculate
Paycheck” Button


