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.

Award Tracking
Click on SEARCH for a list of awards you either have requested ar approved.

Ju" Please specify EMPLID or seach by Sub-Agency, State and Last Name

EmpliD: | begins with =]
Empl Red Nbr: |= =
Effective Date: |= = El
Name: | begins with ~ ||

[T Include History [ Correct History [ Case Sensitive

Search | Clear |Elaai|: Search Save Search Criteria

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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Employee Job Information

Jaguar Dawan (LIS
Fmean: 091627 gl Acd Wbe: 0

SubAQUNCE 16 Ml Rescurees Consesation

Position Mbe: 4003718 Frersannel OMice B 5361
Duscrgtion:  OFF ASET HNTE Date: 120012008
Location Codn: 110010001 WASHEOTON, DO

FLEAStalus:  Monmsmpt

Wk Semwdule Ful Tl

Superisory A3 Othar Pestions
Status:

s gaining Unit: 8684

Hotwement:  FERSFICA Sawiers, Gradee and Steg: 0907 00 07

Torra: Geoup | Hase Py 551700

Viteroms Pret:  onVater Lo Adust: 54,954 00
Totsl Pay: $50.807.000

L DRMZN 937 Fuetire: ORMZ1997

il 0B0EEI2 A= [

o DUD11900 Sivpme [0

LastWGiDe: 05 A2003

Rullding #
Anama

Edit

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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Personnel Actions

Kreger Judy A

[Completed Personnel Actions

NRCE J008 01 MOERN0E  NFC NFC From NFC it GENADY t it i Dretails
NRCE 2008 01 OIEZ008 MSC  MEC  Miscellancous A7 Anmuitard Adiustment ot Detats
NRCS 2007 11 052712007 NFC NFC From NFC 883 REGYWRI Get Details
MNRCE 2007 0UOTROT  MSC MEC Mescllaneous ar Annuitant Agjustmisnt Gt Ditals
NRCS 2007 01 0ITR0OT NFG NG FromNFG 894 GENADY et Detaits
HRCS 2008 14 OTMNI00E NFC  NFC  FromNFG ooz CFNNONCFOFDATA oy potass
NRCE 2008 01 DIAZ0E NFC  NFC  FromNFC 894 PayAg Gt Ditas
NRCS 2008 01 01032006 MSC  MSC  Mescallaneous 97 Annuftant Agjustment et Ditaits
HRCS 2005 12 09202005 NFG  NFC  TromNFG sy SN NNONCFOFDATA ooy petats
NRES 2005 12 0U1W2005 CTA  CPM ChangeinPMSOElement 803 TR NIONCFDRDATR gt patass

[Peending dnPr ogress Pessonnel Actions

Py Cifective HOA
Aency Y Gito  pato Action Reason Descrintion = Worknow
NRCE 2008 15 oroange D00 ChangeinDuyStation 782 Chy in Dudy Station REQ
NRES 2008 15 0702042008 'c’;:'o" Change in DutyStaion 782 Chyg In Duty Station REQ

(7] Mty

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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Jaguar Dawn

N, 0 1t Ol 01102002
Roperts T 92000720 Hosdaand [ Creste Prntable Form |

Duescriglion: 5

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

2. Click the applicable item under 1ink. The Job Classification Request page is

displayed

Job Classification Request

Jobh Requisition 000104 Date Entered  10/30/2006 Req Status  Approved

Select a Classification Action Update
Position Number 90208616 SUPRT SRVCS SPECLST
Department 926061 SILVER CITY RANGER Last Promotion Date
DISTRICT
Position Audit Decision Date
Pay Planioce

i Gg [ 0342 1 06
Series/Grade Position Entry Date

Submit

E\Returnto Search | Previous in List | +[E] hext in List

Job Code 069843 SUPRT SRVCS SPECLST
Proposed Title 687 SUPPORT SERVICES SPECLST Print PD
Current Duties H
Proposed Changes [ f’
Serves as liaison to central administrative staff on office support services for
-itanaiva araniAiAnal naads & arhadiias A manors Ariecs E
Based on This position is far Buginess Management ofthe Silver City Ranger ;I
District. Additional duties have heen performed since January 2006

Figure 490. Job Classification Request page

3. Click Home.
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