ESS
Employee Self Service

|

—— @ }; F_ Connect
fﬁ A ‘




Objectives

By the end of this lesson, you will be able

to:

* Use ESS to Initiate and route a variety
of actions

* Assist customers with HR Connect
guestions or problems
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ESS-My Information

| Employee | [Report Output | | Menu|

Search: ® MY INFORMATION

[» My Favorites Name: LastMame Firsthame PD = 9a51654
Emplid: 0000
Position Title:  Revenue Officer GE-1169-11 12

Supervisor of Record. ManagerLast First

MOTE: Historical employee infarmation is based onwhen your bureau canverted to HR Connect. Tell Me When

Fersanal
Review and update your personal infarmation including your name, education, home address, work location, telephone
numhbers, e-mail, emergency contact, and other iterms about you,

To view the timetahle for updates, click here.

Ernplayrnent
Wiew yaur job-related data such as position, grade, work schedule, and last promaotion date.

Motification of Personnel Actions
Wiew yaur SF-50 Matification of Personnel Action.

Compensation
Yiew your salary data and honusfaward history.

Leave
Check out your leave balances.

Ferformance
Wiew yaur current rating of recard and perfarmance histary.

Benefits
Review your Retirernent, TSP, health insurance, life insurance, Medicare, and FECA henefits.
Retirement (Only use this option ifyou want toinitiate a Retirement Action ) Tell Me Mare

Initiate a Retirermeant Action if planning ta retire within the next 30-60 days,

Resignation (Only use this aption if vou want to initiate a Resignation action.) Tell Me Mare
Initiate a Resignation Action ifyou hawe decided to resign fram your pasition.

Back |

? Have a question? Send an e-mail.




My Information-Personal

[Employee] IReport Output] [Menu]

Search: / PersonalData Y Education | Address ) ‘Work Location ) PhonedE-mail | Ernergency Contacts | [
) MY INFORMATION - PERSONAL

Et‘gﬁﬁm'l:':?m e, Clitk EDIT to change your information. When finished click SAVE ALL.

~ Report Output HR Connect no longer displays Race and BMational Qrigin (RROY code, since it has been replaced by

a new Race and Ethnicity (R&E) code. Employees are strongly urged to use the "My Information” link
and update the new REE information, so that accurate data is repaorted to the Equal Employiment

Oppotunity Commission. Submission ofthis new REE information is voluntary.

Name: SmithJohn & PD = H4THDA
Emplid: 12345

Position Title:  |nforrmation Technology Special 35-2210-05 f6

Name: Smith John &, i

Gender: Male _ Edit |

Disability: Mo Handicap Edit

Weterans' Preference: 1-Mone Edit

Date of Birth: 0101 11861 _ Edit |

Race and Ethnicity: Mot HispaniciLatino Edit

YWhite

Save All

Mext ==

Cancel

i

? Have a question®? Send an E-rnail.




Exercise 1
My Information Updates



Exercise 1 -- Name Change

As an employee you recently were married so you
will need to submit a name change action, update
your phone numbers, and update your Emergency
Contact information. Also you have moved to a
different building in the same city so you will need to
submit a change in work location.




Exercise 1 Name Change

IEmpIuyee\ [Repurt 0utput\ [Menu\

Search:

[ My Favorites
[ ePerformance
— Report Output

®

MY INFORMATION - UPDATE NAME

Name: Smith, John & PDZ Q4760A
Emplid: 12345

Position Title:  Information Technology Special G5-2210-05 16

Requested Name Change

Name Prefix; My h

First Name: puhn

Midile Name: I A

Last Name: Ima”ager

Name Change should take IDEIQDIEIN 0 {mmid i)

effect on this date:

Duet i
Reason for Change: I e 0 armige

Your HR office will cantactyou if verification is needed.

Toview a suggested list of other peaple you may want 1o notify, click  here,

After selecting Ok, he sure to click SAVE ALL to complete.

QK | Cancell




Exercise 1-- Work Location

[Employee] [Report Output] [Menu]

/ Personal Data | Education ) Address | Work Location § Phone/E-mail | Emergency Contacts ) [V

Search:

) MY INFORMATION - WORK LOCATION
L ""WF"W‘:_'"FES q{% Edit vour buildinghwork location address information directly on this page. Yhen you are finished,
[ ePerformance - click SAVE ALL. You may only update vour wark location if the city where you work has not changed.
— Report Output Any changes to your work address will be effective immediately.

HNote:

Please use the Contact Us link to notify your HR office ofyour changes if:

- The huildinghwork location you wish to select does not display in the Building Location dropdown
ar

- There is a future of pending action in progress you cannot change your work [ocation.

Hame: SmithJokn & PD = 94760A

Emplid: 12345
Position Title:  Information Technology Special G5-2210-05 16

WORK LOCATION ADDRESS

Building Description: |ANNE>{ Il {See note above)

Address Line 1: 1001 SOUTH 1200 WEST
Address Line 2:

Address Line 3:

State: T

City: QGOEN
Pastal Code: 24404-4749
County: WEBER

Save All |

== Previous | Mext == |




Exercise 1 Phone Change

[Employee\ [Repurt Dutput] [Menul

E—— { Personal Data | Education | Address ) Wiork Location | Phone /E-nail Y Emergency Contacts | [¥)
) MY INFORMATION - PERSONAL

I> My Favorites

[ EEEITOI'I“'-]IICE Q‘fb‘* Edit infarmation directly on this page. Click ADD to enter new infarmation. Click DELETE to

"~ Report Output rernove infarmation. When finished click SAVE ALL. For changes to your business phone or

e-rmail, contact your local help desk for instructions.

Name: Smith John & PD =: H4TROA
Emplid: 12345
Position Title:  Information Technology Special G5-2210-05 6

Customize | Find | Wiew All | i First El 1-3 of 3 El Last

Phone Type Telephone {Use no spaces o characters) Ext
| Business 1 x| 123551234 | rad | | Deete |
[Fax v | [125-555-0675 | add | | Delete |
[Home = | [1236555-5643 | add | | Delete |
E-MAIL
E-mail Type E-mail Address
Business John.& Smithigirs gov Add Delete
Save All |
== Previous | hext == |

Cancel All |

? Have a question? Send an e-rmail.




Exercise 1 Emergency Contacts

Employee] [Repurt Dutput] [Menu\

| Personal Data | Education | Address | Work Location | Phone /E-mail | Emergency Contacts | [V

Search:
®) MY INFORMATION - EMERGENCY CONTACT
[ My Favorites Y : _ . . :
I ePerformance Y Click EDIT to change or update infarmation. Click DELETE to remove a contact. Click ADD A
— Report Output CONTACT to enter new information. When finished click SAVE ALL.
Name: Smith John & PD Q47E0A
Emplid: 12345
Position Title:  Information Technology Special GS-2210-05 6
Contact Relationship to Employee Primary Edlit
Jamie Manager Spouse v Edit | Dielete I
Jack Smith Father r Edt | | Delete |
AddaContact |
Save All |
== Previous | Mext == |

Cancel All |

? Have a guestion? Send an g-mail.

by Information Menu




Employee Self Service - Review

 What does ESS stand for?

* Name three things you can change
through ESS?




Questions & Answers




