The Home Page, Login and Logout Employee Self Service

The information in this document should help you easily move around in Employee
Self Service (ESS). A Back button is not available after you log in. To leave a page
or to do something different, you must click a button or a tab.

You’'ll learn about:

* Logging into ESS

» The Home Page

» Links at the top right side of the page

= Tabs on the left side of the page

» Topics across the top of the Home Page
* Logging out of ESS

Logging into ESS

Follow these steps to log into ESS:

1. Access ESS by going to myinfo.anaheim.net and clicking Login to ESS.

The ESS Login page is displayed.

AMS

Advantage ESS

User Name : |

| Login || Reset

Add AbS ADWVANTAGE ESS to wour Favarites

[ e— e
_4

Forgot Password? Please contact the Help Desk at (714) 765-5104.

2. Enter the following information:
= User Name: Click in the blank field and type your User Name.
= Password: Click in the blank field and type your Password.

Navigation Tip: You can move from the User Name field to the Password field by
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pressing Tab on your keyboard.
3. Click Login
Navigation Tip: You can click Login or press Enter on your keyboard.

If you enter your User Name or Password incorrectly, an error message is
displayed. For example, User Authentication failed or Invalid User
name/Password combination.

You need to re-enter the correct User Name and Password, click Reset to clear
the fields and start over.

Please note: User Names and Passwords are case sensitive.

For assistance with your User ID or Password, please contact the Help Desk at
714-765-5104.
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Employee Self Service

The H

ome Page

After a successful login, the Home Page is displayed.

AMSAdvanlage ESS

My Desktop

My Info

Change Password | Forms and Websites | My Work in Progress

o
Home

General Information

Employee ID : HR2121
ApptID :
Name : Surmmer, Matthew G
SSN : N
Appt Date : 0214672007
Title : STRT MAINT WikR
Sub-Title : STRT MAINT ¥R
Emp Status : ACTIVE - REG
Street 1:200 5 ANAHEIM BLVD
Street 2:
City : AMAHEIM
StateProvince : CA
Zip/Postal Code : 92305
Home Phone : 714-555-5555
Contact Name : EINSTEIMN, ALBERT
Phone : 626-555-5556

fmore...

My Completed Work

Welcome, MATTHEW SUMMER
Home Cortact FAG Help Accessibilty PrictPage Loogout

Broadcasts

Announcements

ESS Employee Emergency Contact Document
01131000000000001021 has heen approved and processed
successiully

maore...

Announcements

WELCOME TO ESS!

more. ..

TimeSheets

Last Timesheet Processed: 12/01/2009
more..

Pay Summary
Last Paycheck Issued : 120472009
Gross Pay Amount : 2 286.07

Fnore...

The Home Page displays information, such as, your general information, alerts, and
announcements.

When you successfully log into ESS, two windows open.

One is the Home Page

and the other is a blank window as shown below. You can close the blank window
by clicking X at the top right corner of the page.

) AMS Advantage - Microsoft Internet Explorer,
Help

File

Edit

View  Favorites  Tools

Qsack ~ &) - [¢ [@) @0 Pseach FreFavorites 8 (A~ & v -~ [ 6 @& 3

Address |@ http:/fcoaaix02jwebapp/ESSDEY advantage AMSImages Ermpty . htm

v| Go.gle|

I@ Done

‘ﬂ Local intranet
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There are several links on the Home Page which help you access other sections of
ESS.

) AMS ADVANTAGE ESS - Microsoft Internet Explorer

Welcome, MATTHEW SUMMER
Home Cortact FAG Help Accessibity PrintPace Logout

My Completed Work | Announcements | Broadcasts

For Alerts, click more
or the Alerts tab.

&
' Home For Announcements, click more
or the Announcements tab.
General Information

Employee ID : HR2121 ESS Erfplovee Emergency Contact Document
ApptiD : 011310p0000000001021 has been approved and processed
Name : Summer, Matthew G succesgiully
SSN : SE— v

Appt Date : 02/1 52007 (tore..)
Title : STRT MAINT WKR —————

Sub-Title : STRT MAINT WkR
Emp Status : ACTIVE - REG WELCOME TO ESSI
Street 1:200 5 AMNAHEIM BLVD

Street 2: > mare...
City : ANAHEIM -
State Province : GA TimeSheets

Zip/Postal Code : 92805
Home Phone : 714-555-5555 Last Timesheet Processed : 12/0152009

Contact Name : EINSTEIM, ALBERT (mme---
Phone ; 626-555-5556 Pay Summary

Last Paycheck Issued : 12/04/2008
Gross Pay Amount @ 2 28607

mare. )
(more... ) T

1‘ Click more to go the
associated Jobs Page.

More...: Click more... to view detailed information. For example, click more... in
the Alerts section to go to the Alerts page.

Tabs: The tabs at the top of the Home Page take you to other sections of the
system.

Navigation Tip: The tabs displayed at the top depend on the tab selected on the left side
of the page.
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You can return to the Home page from any other section of the ESS system by

Welcome, MATTHEW SUMMER

FAG Help Accessiiity PrintPace Locout

‘ Home ) Change Password | Forms and Websites | MyWork in Progress | My Completed Work | Announcements | Broadcasts | Aleris

=8
=
=
o
[+
(=]
) .
'E -
Home

o
£ S e
B
= Employee ID: HR2121 ESS Employee Emergency Contact Document
Appt D : 01131000000000001021 has heen approved and processed
Mame : Summer, Matthew G successiully
SSN : I
Appt Date : 021152007 fhore...
Title : STRT MAINT WKR O AT
Sub-Title : STRT MAIMNT WkR
Emp Status : ACTIVE - REG WELCOME T ESSI
Street 1:200 3 ANAHEIM BLVD
Street 2: more...
City : ANAHEIM
StateProvince :
Zip/Postal Code : 32805
Home Phone : 71 4-555-5555 Last Timesheet Processed : 12/01/2009
raora

1. My Desktop tab on the left side of the Home Page
The Home tab on the top left side of the Home Page

Please Note: The Home tab is available only in the My Desktop section of the
system. This tab is not visible on the in the My Info section.

3. The Home link at the top right side of the page.
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Links at the top right side of the page

Besides Home, there are several other links at the top left side of the page
that take you to other sections of ESS:

Home Contact FAQ Help Accessibility PrintPage Logout

Contact

The Compose Email Message window is displayed when you click Contact. You can
use this to compose and send an email.

Make sure to include your contact information to use for responses.

‘2 Compose Email Message - Microsoft Internet Explorer

Compose Email Message

Send Message
“Tao : |ESS Contact

ECZ|

Subject |

Message

I@ Cione ‘ﬂ Local inkranet
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Help and FAQ
A new window opens when you click the Help or FAQ links.
Contents  Index Search Go

~

& About This Help AMS Advantage ® ESS Users Guide

® Getting Started in AMS Advantage &
W AMS Advantage ® ESS Users Guide | Thig nortion of the online help system describes how to perforrm various tasks within AMS Advartage ® ESS. Use either the links
7] ESS Frequently Asked Ouestions an the image below ar the Contents tab an the left-side frame to navigate these topics. NOTE: For lawerlevel topics, user the
[2] Glossary Contents tab.

°—’_°—'

My Work in
Progress

My Completed
Work

AMS Advantage® ES
Users Guide

My Information

Compensation

|4

< | bl s | >

You can navigate through the ESS application Help features within this window.

To close this window, click X at the top left corner of the window.

Date Rev: 3/11/2010 2:06 PM Page 7 of 14



The Home Page, Login and Logout Employee Self Service

Print Page

The Print Page link opens a print window that allows you to print the current page.

=
& print

General | Optionsz

Select Printer

*SHP Laserlet P2015 Series PCL! L2 ADMZ-HRD-HP40S0TH-CH
<23 Adobe PDF L2 ADM1-HRD-HP4200-CHE-
L2 ADMIN-HRD-HPES50M-CHE-4336 on coaeprtdl  La 4334-HRCOPY1-MINSS1C

< | >
Status:  Ready 1 Prirtk ta file
Location:
Comment:
Fage A ange
[OF] MHumber of copies;
Selectian Current Fage

i) Pages; 1 Collate E H
Enter either a zingle page number ar a single Ijl

page range. For example, 512

Prirt ][ Cancel ] Apply
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Tabs on the left side of the page

.,"”..-.a Welcome, MATTHEW SUMMER
== - Home Cortact FAG Help Accessibiity PrintPage Logout
i 'lmﬂ' | AMSAdvantage ESS
Change Password | Forms and Websites | MyWork in Progress | My Completed Work | Announcements | Broadcasts
-3
=]
z
h
@
]
-
X
Home
2
E Genera nformation e ]
g
Employee ID : HR2121 ESS Emplovee Emergency Contact Document
ApptID : 01131000000000001021 has been approved and processed
Name : Summer, Matthew G successiully
SSN : NN
Appt Date : 02115/2007 Inore...
Sub-Title : STRT MAIMNT WKR
Emp Status : ACTIVE - REG WELCOME TO ESSI
Street 1:200 58 ANAHEIM BLVD
Street 2: rmare...
City : ANAHEIM -
State Province : G4 TimeSheets
Zip/Postal Code : 92805
Home Phone : 714-555-5555 Last Timesheet Processed: 12/01/2009
Contact Name : EINSTEIN, ALBERT mare...
Phone : 626-555-5556 Pay Summary
Last Paycheck Issued : 12/0452008
Gross Pay Amount : 2 286.07
mare...
maore...
My Desktop

Click this tab to return to the Home Page.

My Info

Click this tab to view the Jobs page. This page gives you access to your
information, such as personal information, address, emergency contact, tax
withholdings/allowances, your leave, pay stubs, and W-2s.

Navigation Tip: The tabs displayed at the top depend on the tab selected on the left side

of the page. The tabs displayed when My Info is selected are different from the tabs
displayed when you select My Desktop.
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Topics across the top of the Home Page

From the Home Page, you have access to topics that are listed across the top of the
page. Click a tab to go to that page.

) AMS ADVANTAGE ESS - Microsoft Internet Explorer

Welcome, MATTHEW SUMMER
Home Contact FAG Heln Accessibity PrintPace Looout
AM:SAdvantage ESS

Home Change Password | Forms and Websites My Work in Progress My Completed Work | Announcements Broadcasts | Aleris

Change Password

When you click Change Password, the Change Password page is displayed. This
page allows you to change your password and keep it current and unique for
security purposes. Refer to the Change Your Password document for detailed
instructions.

Forms and Websites

This page allows you to download documents to your computer for printing or
storing.

[ Welcome, MATTHEW SUMMER
- - lnm E A MSAdvanlage ESS Home Cortact FAG Help Accessibilty PrintPace Logout
Home | Change Password § Forms and Websites i My Work in Progregs | My Completed Work | Announcements | Broadecasts | Aleris
o
g
@
a
£ Forms and Websites
' Topic Department Description
~  Benefit ALL 457 BMFCRY IChia,
HE Benefit ALL 457 BNFCRY PERS
"y Benefit ALL CALPERS BMFCRY
= Mizcelangous  ALL AFE FLEL
Miscelansous  ALL P&y SCHEDULE
Fay Check ALL CREDIT LIMICH
Pay Check ALL E-5TUE
Enrollment ALL 457 EMRELIAT IChad,
Enrolimert ALL 457 ENRLMT PERS
Enrallmert ALL LIFE EMRLMT-MGT
Last [ Atachments
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Forms and Websites are listed by topic and department.
Follow the steps below to download a form:

1. Select a record from the Forms and Websites list.

2. Once a record is highlighted, the available forms are displayed in the Form
Attachments section.

Welcome, MATTHEW SUMMER

=TE
.rlnm E AMSA dvantage ESS Home Contact FAG Help Accessibilty PrintPage Logout

Announcements | Broadcasts

Change Pagsword Qg Forms and Websites B My Work in Progress | My Completed Work

Forms and Websites

Topic Department Description

Enraliment  ALL LIFE EMRLAT-RM
HE Enrolimert ALL RHS EMRLMTACHG
- Tanc &L DE4
= Tax ALL W2 REGUEST

<~ Tax ALL Wid ‘—
Tax ALL WS
Lost [ Attachierts
Topic: Tax

Department : ALL
W4 Form - Federal Withholding
Description : Allowance

Additional Infermation Link :

Form Attachments ‘— Eorms available for
download for selected

record
2011 04, p df

3. Select the form you wish to download by clicking on it.
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4. The File Download window is displayed. Click on Open or Save depend on what you’'d
like to do with the form.

F ol

File Download 3

Do you want to open or save thiz file?

IE{-- Mame: 2010W4,pdf
/e Type: Adobe Acrobat 7.0 Docurment

From: coaaix0z

Open ][ Save ]| Cancel |

harm pour computer. If you do not tragt the zource, do not open or

@ YWhile files from the Intermet can be useful, zome files can potentially
zawe thiz file. What's the rizk?

Please Note: PDF software, such as Adobe Reader, must be downloaded and
installed in order to view PDF files.

You can also click on the Attachments button. A list of all the applicable forms is
listed. Select the form you want to view and click Download.

Reference Table Attachments

tdenu

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

File Mame : Hartfard Life Ins. Enrollment-Mon-tgmt. pdf Hartford Life Insurance Enrallment -
Twpe : 1 Mon Wanagement
Date : 2718710
User 1D : jlaszlohr

Description :

Return
Wiewy sttachment History

5. Click on the Return link to get back to the Forms and Websites page.
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My Work in Progress

This page displays a list of documents that you have started, but not completed.
You can open a draft document and continue processing it.

My Completed Work

This page displays a list of documents that have been submitted by you. Click on a
Document ID to open the document.

Announcements

This page allows displays event information published for employees.

Broadcasts

This page shows a listing of all the Broadcasts messages that have been flashed.
Broadcast messages notify all users of system broadcast messages.

Alerts

This page displays a list of alerts that are specific to your profile.
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Logqging out of ESS

Click the Logout link at the top right side of the page to exit the system.

D i Welcome, RICHARD BIGGS
_;»-'-Inm E AM SA dvantage ESS Home Cortact FAG Help Accessibilty

Please note: Always use the Logout link to exit, rather than clicking X at the top
right corner of the page. Clicking X lets you exit the system, but does not close
your session, making the system vulnerable to security concerns.

When you log out of the system, the ESS login page is displayed with a Logout
successful message.

AMS

Advantage ESS

Logmn successful

User Hame : | |

Password : | |

| Login | Reset

Add AMS ADVANTAGE ESS ta your F avarites

Forgot Passwaord? Please contact the Help Desk at (714) 765-5104.

You can:

Log into ESS again by entering your User Name and Password and clicking
Login, or

Exit ESS by clicking the X at the top right corner of the page.
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