Navigation Employee Self Service

The Information in this document will help you navigate your way through ESS

You’ll learn about:

= Expanding or Collapsing Sections
= Pick Lists and Calendar Tool

=  Grids

= Download Attachments

Expanding or Collapsing Sections

Sections are links to where the information can be found on the page. You can
expand or collapse all sections by clicking on the following icons at the top of the

page.

Emergency Contact
vk
f Collapse
Expand
= 1 Welcome, MATTHEW SUMMER
.;-—'-lnm E AMSAdvantage ESS Home Contact FAQ Help Accessibiity PrintPage Logout

Emergency Contact | Tz YWithholdi

Sections:  First Contact  First Cordact Address  First Contact Information Second Cortact  Second Cortact Address Second Contact Information

‘My Deskiop

ﬁ Emergency Contact
< Expand or Collapse
= First Contact
Name Prefix :
First Name : ALBERT
Middle Name :
Last Name : EINSTEIM
Name Suffix :
Relationship : FRIEMD

My Info

b First Contact Address
b First Contact Information
b Second Contact

b Second Contact Address

b Second Contact nformation
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Navigation Employee Self Service

Expand or collapse specific sections of a page.

i Welcome, MATTHEW SUMMER
—— Home Contact FAZ Help Accessibiity PrirtPage Logout
!'Wﬂ' AMSAdvantage ESS

My Information

o al Information
g
f] Sections:  First Contact  First Contact Address First Contact Information  Second Cortact  Second Contact Address Second Contact Informstion
3 A
)
y B
Emergency Contact
o sk
£ w First Contact
E’" Name Prefix :
First Name : ALBERT
Middle Name :
Last Name : EINSTEIN
Name Suffix :
Relationship : FRIEND
b First Contact Address Click on the arrow or the section name

to expand or collapse a section

= First Contact nformation @
Name : EINSTEIM, ALEERT Home Phone : 626-555-5556

Description : Home Phone Extension :

E-Mail : Work Phone :

Work Phone Extension :

Mabile Phone :

Maobile Phone Extension :

Fax:

Fax Extension :
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Pick Lists and Calendar Tool

On some ESS pages, you will see the calendar tool or pick list icon next to certain
fields. These tools help you to search for available values and to make field entries.
To display the pick list or calendar tool (in fields where they are available), select
the icon appearing beside the field.

My Work in Progress

Pick

Doc Code : | List

Date Last Modified : |

Calendar
Tool

A list of available values for the field is displayed. Select the desired entry from the
list to populate the field by click the Select link. Use the First, Previous, Next, and
Last buttons to navigate through the list. To return to the activity folder without
selecting a value, click the Cancel button.

Available Values

[“Search J " Clear ¢ Cancel B,

Document Code : |

Document Code Document Hame

M Anaheim Tinesheet

c_éelect Ty A00DR E== Employes Addresz
Select h DL ES= Donated Leave
Select MYEICF  ESE Emplovee ldertification Change Form
Select W™ EMER: ESS Employee Emergency Contact
Select i LEMREL ESS Leave Bank Enroll
Select MY LREG E=S Employee Leave Request
Select Pl Employes Tax Withholding Cerificate
select TIMEI Timesheet
| S —
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Navigation Employee Self Service

The system returns to the prior page and populates the field with your selection.

My Work in Progress
Doc Code : |r‘“’1\"rfe"|:]|:]H

Date Last Modified : |

The Calendar Tool displays a calendar that can be used to populate the associated date field by simply
clicking on the desired date. The calendar tool can be navigated by month or by year.

Outer Arrows -
Subtract or

My Work in Progress Advance the
Year

Doc Code :
Date Last Modified : 2 S¢ lect Date - Microsoft In... E|@|E|

= March 2010 = =

Inner Arrows - 1 2
Asdumra[:tt?-.r T 12 13
vance the
Month 14 18 16 17 18 19 20
21 23 23 24 35 36 27
28 24 1

Select the desired date
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Grids

Some ESS pages display a group of information in a grid at the top of a page.
Additional information about a selected record in a grid is displayed at the bottom
of the page.

Welcome, MATTHEW SUMMER

Home Cortact FAG Help Accessibiity PrictPacge Logout

o
3
W
SIS =
= Leave Activity By Date
Grid - Select the
record you want to
view
=]
"E Event Date Category Entered Leave Type Actual Leave Type Accrual /Usage Document I Process Date  Amounit
;- ~ 0212010 SICK SICK ACCRUE SICH ACCRUE Accrual 101131 000000000000064 02M72010 300 ‘J
= 0102102010 WACATION WACATION ACCRUE WACATION ACCRUE  Accrual 01131 000000000000064 02Myrz010 400
1102602009 HOLIDAY BALAMCE HOL LY USAGE HOL LY USAGE Uzage 11:3009000000000241 81 1143002008 8:00
1102602009 SICK SICK ACCRUE SICH ACCRUE Accrual RHZ051 2010024 1200102008 -2:00
1102602009 SICH SICK &CCRUE SICH ACCRUE Accrual 1201 0900000000051 20 120012008 500
1102602009 WACATION WACATION ACCRUE WACATION ACCRLUE  Accrual 1201 09000000000361 20 120012008 4:00
1122009 SICK SICK ACCRUE SICH ACCRUE Accrual FH=0511 160001 1MER2009  -2:00
11202009 SICH SICK &CCRUE SICH ACCRUE Accrual 11160900000000052694 T1MER2008 300
TAM22008  WACATION WACATION ACCRUE WACATION ACCRLUE  Accrual 11160900000000032694 11ME2009  4:00
1122008 WACATION WACATION USE WACATION USE Uzage 11100900000000020530 1132008 900

Event Date : 01/21/2010 Accrual /Usage : Accrual
Entered Leave Type : SICK ACCRLUE Actual Leave Type : SICK ACCRLUE
Category : SICK More detailed Amount : 3:00
Employee ID If Transfer : information appears here Process Date: 02(17/2010

Document Code : LEAY
Document Department : HRD
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Download Attachments

The Attachment link allows you to view any attachments that have been added to a
record. When you click on the Attachments button, a new page is opened that
displays all of the attachments associated with that page.

Welcome, MATTHEW SUMMER

Home Contact FAG Help Accessibiity PrintPage  Lodgout
AMSAdvantage ESS

Broadcasts

Forms and Websites My Work in Progress | My Completed Work | Announcements

Change Password

o
=
-
7]
@
(=]
Eal -
= Forms and Websites
' Topic Department Description
~  Benefit ALL 457 BHFCRY 1A
“E Benefit ALL 457 BMFCRY PERS
- Benefit ALL CALPERS BMFCRY
= Mizcelaneous  ALL AFE FLEA
Miscelansous  ALL PA&Y SCHEDULE
Pay Check ALL CREDIT UMICN
Fay Check ALL E-ZTUE
Enrolimert ALL 457 EMRELMT IChat,
Enrollment ALL 457 EMRELAMT FER=

Enraliment ALL LIFE EMRLMT-MGT <—>

From there you can choose to download the attachment.

Reference Table Attachments

tdenu

File Name Type Date User ID
~ Harford Life Ins. Enrollment-Maon-Mamt.pdf  Standard 2840 jlaszlahr
First Prew Mext Last

File Mame : Hartfard Life Ins. Enrollment-Mon-tgmt. pdf Hartford Life Insurance Enrallment -
Twpe o 1 Mon Wanagement

Date : 2/18/10
User 1D : jlaszlohr

Description :

Return
Wiewy sttachment Histary
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The File Download window is displayed. Click on Open or Save depending on what

you’d like to do with the form.

]

_
File Download X

Do you want to open or save this file?

i Mame: 201004, pdf
ﬁ Type: Adobe Acrobat 7.0 Document:

From: coaaix0z

Open ][ Save ]| Cancel |

harm your computer. 1f pou do nat trust the zource, do not open or

@ YWhile filez fram the Intermet can be uzeful, zome files can patentially
zave thiz file. Wwhat's the nsk?

Click on the Return link to get back to your previous page.

Reference Table Attachments

File Name Type Date User ID
~  Harford Life Ins. Enrollment-Mon-Momt.pdf Standard 211310 jlaszlohr
First Prew Mext Last

tdenu

Drowvnlozcd

File Mame : Hartford Life Ins. Enrollment-Mon-Mgmt. pdf Hartford Life Insurance Enrollment -
Type : 1 Mon Management

Date : 2118/10
User 1D : jlaszlohr

Description :

TETrettachment History
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