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1 Click the link and login
http://hahkghcsvrhr01/ESS
/aspx/ess_welcome.aspx

2 User ID:
Staff ID no. (e.g. 00001)

Password:
Hong Kong ID Card no., 
including bracket (e.g. 
A123456(7))

http://hahkghcsvrhr01/ESS/aspx/ess_welcome.aspx
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1 Click
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1 Click

Click “Shift Code”
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2 View all the shift codes of your department
(if you wish to add shift code, please contact HR)
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Upload/edit 
roster

Update/edit 

day by day in web 

Update/edit by 
uploading excel for 
whole department
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1 Click “Download Roster”
Click “Download Roster”
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1. Select the roster 
month that needs 
to edit

2. Click 3. Roster template is  
downloaded
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1. Open the roster 
template that has 
been downloaded

2. An excel with all colleagues’ names and staff 
number would be found
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Notes to pay attention

1 Please note the following:
- Do not change the format of cell A1 which indicates the roster month
- Do not change/edit Column “A” and “B” 
- Do not change Row “1”
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Notes to pay attention

2 Input shift code of your department correctly
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1 Click “Upload Roster”

Click “Upload Roster”
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1 Click “Choose file”

2 Choose the correct file and click 
“open”

3 Click “Process” 

4 After “Process”, a box with 
“Done!” will pop out

1

3

4
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1 Click “Edit Roster”

2 Choose (i) roster month OR (ii) date range that you would like to review/edit

3 Duty roster will show up

1 2 3

or(i)
(ii)
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1 Click on the date of relevant colleague that you would like to edit/update the shift code

2 Point and click the Shift Code that you would like to select from the table pop out

3 Relevant cell of duty roster will then be updated

1
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4 Click                                to save the update of duty roster

5 Click                                       if you need to download the updated roster 

4

5
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