
 

Uploading Documentation to Employee Self Service (ESS) 

1) Go to https://Genesco.ess-absencetracker.com/. 
 

2) Key in your email and password to login to your account. This is the same account that you created when you 
initially requested your leave of absence.  
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3) On the main dashboard, scroll down to find a list of your cases.    
 

 
 

4) Select the case that you wish to upload your documentation to from your list of cases. Use the below 
information to upload your documentation to the correct case:  

a. Use the Case Number, provided to you in the New Case Acknowledgement email. 
b. Ensure the dates of your leave match your selected case.  
c. Make sure the Leave Reason of the selected case is correct before uploading your documentation.  
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5) You Once you have identified the correct case, select Add Attachments under that case. 

 

6) Browse your computer or drag and drop your attachment to upload your documentation. You must select a 
document type and provide a description of the documentation before selecting Save and Close. 
      

 

7) Please reach out to Leave@genesco.com if you have any questions.  
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