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ESS - View

This section is contains the following topics:

Award Tracking

Job Information

Personal Information

Personnel Actions

Position Description

Worklist

Award Tracking

To track an award:

1. Select the Employee Self Service menu group.

2. Select the View menu.

3. Select the Award Tracking component. The Find An Existing Value tab - Award
Tracking page (Figure 485) is displayed.

Figure 485. Find An Existing Value - Award Tracking page

4. Complete the fields as follows:

EmplID

Enter the EmplID.
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Empl Rcd Nbr

Enter the employee record number.

Effective Date

Enter the effective date or select a date from the calendar icon.

Name

Enter the name.

Include History

Check this box if applicable.

Correct History

Check this box if applicable.

Case Sensitive

Check this box if applicable.

5. Click Search. The Award Request For (the selected employee) page (Figure 465) is
displayed.

6. Click View All to view a second page, if applicable.

Job Information

In this section, you will view your job information.

To view Job Information:

1. Select the Employee Self Service menu group.

2. Select the View from the Employee Self Service drop-down menu.

3. Select the Job Information from the Tasks drop-down menu. The Employee Job
Information page is displayed.
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Figure 486. Employee Job Information page

4. Click View All to view a second page, if applicable.

5. Click Home.

Personal Information

In this section you will view your personal information.

To view Personal Information:

1. Select the Employee Self Service menu group.

2. Select the View from the Employee Self Service drop-down menu.

3. Select the Personal Information from the Tasks drop-down menu. The Personal
Information page is displayed.
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Figure 487. Personal Information page

4. Click Home.

Personnel Actions

In this section, you will be able to view or print your SF−50, Notification of Personnel
Action.

To view/print Personnel Actions:

1. Select  the Employee Self Service menu group

2. Select the View from the Employee Self Service drop-down menu.

3. Select the Personnel Actions from the Tasks drop-down menu. The Personnel Actions
page is displayed.
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Figure 488. Personnel Actions page

4. Click Get Details to activate the View Details link.

5. Click the View Details link to view or print the selected personnel action. This process
involves Adobe Acrobat Reader; therefore, there may be a delay before the SF50’s are
displayed.

6. Click Notify to notify a person in the workflow.

Position Description

If your HR Office has entered your Position Description (PD) into EmpowHR, this feature
allows you to view it.

To view a Position Description:

1. Select the Employee Self Service menu group.

2. Select the View menu.

3. Select the Position Descriptions component. The Position Description
page (Figure 489) is displayed.
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Figure 489. Position Description page

4. Click Create Printable Form. This may take several moments to complete.

5. Click View Details. This will bring up a position description. View or print the position
description.

Flexiplace Navigation

Flexiplace Menu

Flexiplace Home Safety Check

Worklist

When an Employee/Manager access EmpowHR, the worklist provides an instant view of the
status of requested items. EmpowHR Self Service actions that require additional approval
will come back on the worklist. The worklist provides the Employee/Manager the most up to
data information concerning generated request. Employees/Managers can click on any item
and it will take them to the appropriate panel to either view or make corrections.

This section explains users how to view an item on a worklist.

To view an item on your Worklist::

1. Click Worklist link at the top of the page.
OR
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Click Worklist from the menu.

2. Click the applicable item under link. The Job Classification Request page is
displayed

Figure 490. Job Classification Request page

3. Click Home.


