
Absence Tracker Employee Self Service Guide 

Step 1: Go to wideorbit.ess-absencetracker.com employee self service website and register your 
account. For the best experience please use Chrome as a web browser.  You may also access the website 
via your tablet or mobile phone and create a webapp on your home screen for easy access. 

 

 

Step 2: Follow the instructions that were emailed to you on how to create your account and password  

Step 3: Log on to your employee self service account using your new logins. Go to wideorbit.ess-
absencetracker.com 



 

Step 4: Under My Cases select “ New Request” 

 

Step 5: Review your personal information. If you require alternate contact information during your leave 
please check “Do you require alternate contact info for this case?” and enter your alternate contact 
information then press “Confirm and Continue” 

 

 

 

 

 



 

Step 6: Select the reason for your leave and enter the requested information. Press “Confirm and 
Continue”. 

For Adoption/Foster Care 
Enter the type of relationship, The child’s first and last name and date of birth.  
Note: If the child’s name and date of birth are unkown, enter any name and date of birth and when the 
information becomes available your assigned absence specialist will update the information for you. 
Enter a brief description if you would like to include specific details about your case. 

 



For Bonding 
Select the type of relationship you have with the child you will be bonding with. Enter the child’s first 
and last name. If unkown, enter any name and your assigned absence specialist will be able to update 
this information later after your child is born. Enter the child’s date of birth.  If the child has not yet been 
born enter the expected delivery date. Enter a brief description if you would like to include specific 
details about your case. 

 

 



For Your Own Serious Health Condition 
Select whether or not is it a work related illness or injury. Enter a brief description if you would like to 
include specific details about your case.  

 

 

For Caring for a Family Member with a Serious Health Condition 
Select the type of relationship you have with the family member you are caring for. Enter their first and 
last name and their date of birth. Enter a brief description if you would like to include specific details 
about your case.  

 



For Pregnancy/Maternity 
Enter either your “expected delivery date” or your “actual delivery date”. If you will be going on bonding 
leave after your pregnancy disability ends (6 to 8 weeks post partum) select “yes” under “Use 
Bonding?”. Enter your tentative bonding dates. If your bonding leave dates change your assigned 
absence specialist will be able to update them later. Select whether or not you are having any medical 
complications. Enter a brief description if you would like to include specific details about your case. 

 



Military Leave 
Select they type of military leave you will be going on. If you will be caring for an injured servicemember, 
going to a miliary ceremony or on qualifying exigency please select the type of relationship and enter 
the first name, last name and the date of birth. Enter a brief description if you would like to include 
specific details about your case.  

 

 



Other Types of Leaves 
This section is mostly reserved for employees requesting personal leave. If TRISTAR tracks any additional 
leave types for your employer they will show under here. Please enter the reason for your request in the 
case details section.  

 

 



Step 7: Select type of leave and press “Confirm and Continue” 
Consecutive time off is a block of time where you will not be present at work. Choose consecutive leave 
if you will be requesting a period of leave time without returning to work at all during your leave. 
Intermittent time off should be requested if you require small increments of time off from work 
periodically to attend appointments with your healthcare provider or to treat a condition that may 
periodically prohibit you from working. 
Reduced time off should be requested if you are asking to take leave, but may still be able to work 
fewer hours each day. 

 

  
 

Step 8: Enter your requested leave start and end date 

 



Step 9: Confirm the details of your leave are correct and select “Submitt Request” 

 

 
 

Step 10: Once your leave has been successfully submitted you will receive a confirmation with your 
assigned case reference number. Your assigned Absence Specialist will be in touch with you within two 
business days. 

 
Once your case has been completed you can click on “My Cases” you will be able to see the details of  
your leave request. You may use the Employee Self Service Website to check on the status of your leave 
and send TRISTAR any requested documents. 
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