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Attendance Enterprise

Employee Self Services (ESS) Training



Attendance Enterprise — Employee Self Services(ESS) Training

Logging In
1. Click on the Employee Time Card icon Eﬂ
on your desktop. =

Employee

2. Enter your Badge/ID. Time Card

3. Enter your Pin.
g.f‘_j Employee Self Service

Badge/ID

PIN

Employees can access ESS using a variety of web
browsers including Internet Explorer 10, Safari 5.0,
Chrome 7.0, Opera 10.63 and Firefox 3.6.
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Attendance Enterprise — Employee Self Services(ESS) Training

The Activity Tab shows the most Recent Activities
performed, Time Off Request and Received Messages.
The Recent Activity section shows the operations
performed, the descriptions of the operation and

the effective date.

We will discuss the Time Off Requests and Recent
Messages in detail later in the presentation.

NOMONCS 1:43:09 PM o 0

Punch

Request
Partial Day

Request
Full Day

Request
Consecutive
Days

Leave a
Message

Davis

Friday, april 27, 2012 6674

¥ Activity " Time Card |’ Schedules " Personal |' Benefits " Archives " Messages " Leave History

Crperation Deseription Effective
Logged into -
Logged In 04/27/12 13:32
System o
Logged inta Logged In 042712 13:39
System e

Time Off Requests
There are no reguests for time offin the system.

Mo Recently Received Messages.

Sometimes the headers do
not display fully. Thisis a
result of the internet
connection. Press the Refresh
button to re-display.
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Benefits

We will discuss requesting time off,
removing/cancelling request and
checking leave balances.

7V), HARRIS
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Attendance Enterprise — Employee Self Services(ESS) Training

. When you want to take a partial day off,
Request a Pa rtlal Day Off such as several hours but not an entire

day, use the button at the far left of

Date 0162012 . Employee Self Service labeled “Request
Select e day yau i be stzert. Partial Day”.

Portion ofShil Middle o Shit \ 1. Click Request Partial Day Button. The Enter

Seled the part of vour shift where wou will be sbsent,

Time Off Request window is Displayed.

Amount of Time 1:00
_ - o 2. Type or select the date of the request.
Enter the smount of lime bo take off, The minimum smount permittedis 100 (hows)l
3. Select the portion of the shift you need off,
Personal Time Sick " h b . . d ddl
Seledt the type of personal time to use, t e eglnnlng’ en ’ Or ml e'
4. Type the number of hours and minutes you
Notes Family Illness. Day .
care called and I had need to take off, using a colon between the
to go pick up daughter .
and take her to hushand. number of hours and number of minutes.
T o 3 % hours would be entered 3:30.
Date N BT Ew— 5. Select the type of time off to use.
a1oiAaz Balance In 000
vl o 6. Type any notes to accompany the leave
ozjifz 121145 Side 02 0172 121145 request.
ozmiAaz 131115 Sidk 0301412 13115 . . -
aane | 700 s oz I 7. Click OK. You can review your time off
D4RIAZ  140iS Sidk 04pLA2 o request on the Activity page in the Time
o1oiAz Balance Ot 140 ;45 w
< > Off Requests section.

=) HARRIS
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Attendance Enterprise — Employee Self Services(ESS) Training

Request a Full Day Off

Enter Time Off Request I

Date 4R 72m:z ¥
Select the day vou will be absent.
Personal Time vacation I

Select the type of personal time to use,

MNotes Taking vacation day for
daughter's surgery.

P Sick | Flacation | ¥ Personal -
Date Credit Debit Balance
o1z Balance In 000
o1/01f12 112:15 Sick 010112 112:15
nzfoif1z 121:45 Sick 0201112 121:45
03/01/12 131:15 Sick 030112 131:15
0314412 7130 Sick 03/14/12 7130 12345
04401412 140:45 Sick 04/01§12 140:45
aLfnLfia Balance COut 140:45 ¥

Ol ] [ Cancel

When you want to take a full day
off, use the button at the far left
of Employee Self Service labeled
“Request Full Day”.

1. Click Request Full Day Button. The
Enter Time Off Request window is
Displayed.

2. Type or select the date of the

request.

Select the type of time off to use.

4. Type any notes to accompany the
leave request.

5. Click OK. You can review your time
off request on the Activity page in
the Time Off Requests section.

w
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Attendance Enterprise — Employee Self Services(ESS) Training

Results Of Requested Time Off

You can see the 3 requests we have made in the Time Off Requests.
You can also see the recent activity section has been updated.

INFOJRONICS' 4.13.26 PM Eﬁ-l_ﬁ-;ll Douglas
= = E— Davis
Friday, April 27, 2012 G674
¥ Activity Y Time Card "’ Schedules ‘ Y Personal ‘ Y Benefits | Archives ‘ Y Messages ‘ Y Leave History ‘
Punch -
Request Chperation Description Effective o
Partial Day Request Tane OFF gal'-.gs. Douglas Request Time Off Yacation from Jun-4 12 to Jun- 04/27/12 16:13
Request ;‘f‘gf‘:rﬁ — Logged In 04/27/12 16:10
Full Dﬂ'y’ Reguest Time Off Davis, Douglas Reguest 3:00 YVacation Time Off on Apr-17 12 04/27/12 16:00
Request Time Off Davis, Douglas Request 1:00 Sick Time Off on Apr-16 12 04/27/12 15:58
Request Lo :
gged into P =
Consecutive S Logged In 042712 15:53
Days Time Off Requests
Status Reguest L=tz Comments
Leave a Vacation At o
MEESEQE Submitted 20:00 060412 06/05/12  Family Vacation. Remove Reguest
Submitted Vacation §:00 041712 g:00 'sl'jgrégr;acaﬁun day for daughter's Remove Reguest
Familv Tineree MNawv rars ralled and T had
Recently Received Messages
=
Mo Recently Received Messages, 7\‘) H A R R ' S
‘\Q‘ School Solutions §§




Attendance Enterprise — Employee Self Services(ESS) Training

Removing a Leave Request
that is NOT Approved

" Activity "’ Time Card "’ Schedules |" Personal |" Benefits "’ Archives "’ Messages "’ Leave History
Recent Activity

Logged into
System

Logged In 04/30/12 3: 15

& Davis, Douglas Request Time Off Vacation from Jun-4 12 to Jun-

&12 042712 16:13

Request Time O

Logged into
System

Request Time Off Davis, Douglas Reguest 8:00 Vacation Time Off an Apr-17 12
Request Time Off Davis, Douglas Request 1:00 Sick Time Off on Apr-16 12

Logged into Logged In 04/27/12 15:57

Time Off Requests

Logged In 042712 16:10
042712 16:00

042712 15:58

Status Fiaquest Cizte Comments
Approved :E'fgumn 0&/04/12 0gf08/12  Family Vacation. Cancel Reguest
Submitted Vacation 8:00 04/17/12 g:00 Taking vacation day for daughter's Remove Reguest

SUFgETY,

Remove Leave Request

Confirm Removal of Leave Request

Please enable to confirm remaval of this leave request.

Comments Surgery was Cancelled

Ok ] [ Cancel

If your supervisor has
NOT approved or
denied a request for
time off you have
made, you can delete
the request.

In this example, the
daughter’s surgery was
cancelled and the
supervisor had not
approved.

1. Click Remove Request
next to a time off request
in the Time Off Request
section of the Activity
tab.

2. Select the check box to

confirm removal of the
Leave Request.

7V), HARRIS
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Attendance Enterprise — Employee Self Services(ESS) Training

Cancel a Leave Request that is Approved

If your supervisor has approved a request you have made for time
off, you can request your supervisor to approve the canceled request.

¥ Activity |* Time Card |* Schedules |" Personal |* Benefits |" Archives |* Messages |* Leave History In this example the

——— supervisor has approved the
el Logged In 04/30/12 8: 19 family vacation in June.

;ng?:rﬁ e Logged In 04/30/12 8:15 Something has come up and
Request Time OfF galvzis. Douglas Request Time Off Vacation from Jun-4 12 to Jun- 04/27/12 16:13 you now wa nt to cancel it.
;';E?:rﬁ R Logged In 04/27/12 16:10

Request Time Off Davis, Douglas Request 8:00 Vacation Time Off on Apr-17 12 04/27/12 16:00 1. Click Cancel RECIUESt next

to time off request in the

Stats Reguest Date Comments Time Off Request section
Approved EFDESDH 08,0412 060812  Family Vacation, Cancel Request Of the ACt|V|ty ta b
Submitted  Vacation 3:00  04/17/12 I e Remove Request 2. Select the check box to

SUrgery.

Familv Tineze Naw rare ralled and T had

Cancel Previously

Cancel Previously Approved Leave

Cancel Previously Approved Leave Remem ber this Approved Leave req uest-
—— cancellation must be
:ii;.reschedula for approved by your 7\\‘, HARR'S
. ‘\Q‘ School Solutions §§
T o supervisor!




Attendance Enterprise — Employee Self Services(ESS) Training

Cancel a Leave Request that is Approved(Continue)

You will still see the Time Off Request in the list on the Activity Screen. It
will also still show as Pending time off on the Benefits tab until your
supervisor approves the cancellation.

Once the supervisor approves the cancellation it will be removed from
these screens.

Srztus Regusst L=tz Comments

E:gﬁi‘st ig'fgg':"" 06,/04/12 06/08/12  Family Vacation, 043012 8: 19 USER I
Submitted  Vacation 3:00  04/17/12 gipp  aking vacation day for daughter's Remove Request

surgery.

" Activity ¥ Time Card |* Schedules |* Personal |* Benefits |" Archives |* Messages |" Leave History

The supervisor has

Help .
Ty the option to deny
fEEeem the cancellation and
Date Credit Debit Balance .
01/01/12 Balance In 4200 Ca n req u I re yo u to
06,/04/12 Planned Absence ai116 4044 .
06,/05/12 Plarned Absence 2:00 32:44 ta ke t h e Va Cat I O n o
060612 Planned Abszence 7:12 25:32
06/07/12 Flanned Absence ai116 1716 7.“2 H A R R ' S
06/08/12  Planned Absence 8:16 2:00 ‘\‘ School Solutions i
01/01f13 Balance Cut S:00




Attendance Enterprise — Employee Self Services(ESS) Training

Benefits Tab

The Benefits tab lists benefit history for each benefit
available to you.

Each Benefit that is available has its own tab labeled with the
Benefit name. Click on that tab to look at the Benefit history.

y I
NORONGS' §:51:33 AM e Remember only
Monday, April 30, 2012 _ 6674

* Benefits "- Archives "’ Messages " Leave History ‘ d p prOVEd tl me Off

1
b Activity " Time Card
PU rl':h . I I b
Help will be deducted
Request [ 3 - 3
Sick |© Vacation |" Personal d h
Partial Day an S OWﬂ.
sick activity from 01/01/12 te 12/31/12
Req uest (earlizst adjustment date is Dec-14-2009)
Full Day Date Credit  Debit Balance
01/01/12 Balance In 0:00
Request o o
. Dif01/12 112:15 5ick 01/01/12 112:15
Consecutive
Days 02/01/12 121:45 Sick 02/01/12 121:45
03/01/12 131:15 Sick 03/01/12 131:15
Leave a —_— A p—
03/14/12 7:30 Sick 03/14/12 7:30 123:45 -
MESSEQE 04/01/12 140:45 Sick 04/01/12 140:45 7\2 H A R R ' S
S . LAt . ‘\\ School Solutions §§
01/01/13 Balance Out 140:45




Attendance Enterprise — Employee Self Services(ESS) Training

Leave History Tab

The Leave History Tab shows you a history of each
request you have submitted.

INORONGS - 9:33:45 AM

Punch

Request
Partial Day

Request
Full Day

Request
Consecutive
Days

Leave a
Message

Monday, April 30, 2012

Douglas
Davis

o674

¥ Time Card |' Schedules " Personal " Benefits " Archives " Messages " Leave History

Y Activity
Status Reguest
Cancel  Vacation

Request 40:00

Timestzmp
042712 16:13
04/30/12 8:19

04/30/12 9:05

Submitted Vacation 8:00
Timestzmp

D4/27/12 16:00

Submitted Sick 1:00

Timestzmp

04/27/12 15:58

Date
06/04/12

Ussr
ESSUSER
USER

ESSUSER

04/17(12
Ussr
ESSUSER
04/16/12
Ussr

ESSUSER

06/08/12

Event

Leave Requested

Sup Approved Leave

Comments

Family Vacation.

Comments

Family Vacation.
Hawe a great time!

Something came wp and will reschedule in

Emp Request Cancel Tuly.

8:00
Event
Leave Requested
1:00
Event

Leave Requested

Taking vacation day for daughter's
SUrgery.

Comments
Taking vacation day for daughter's
surgery.

Family Iliness. Day care called and I had to
go pick up daughter and take her to
husband.

Comments

Family Iliness. Day care called and I had
to go pick up daughter and take her to
husband.

Lezwve Dats
06/04/12
De/04/12

06/04/12

Lezwve Dats

04/17/12

Lezwve Dats

04/16/12

7V HARRIS
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Attendance Enterprise — Employee Self Services(ESS) Training

Messaging

Employee messaging is a private message board
between an employee and a supervisor. They
leave each other messages, which can be read
at any time. Supervisors can also email
messages to employees.

V), HARRIS
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Attendance Enterprise — Employee Self Services(ESS) Training

Leave a Message

When you want to leave your supervisor a message, use the
button at the far left of Employee Self Service labeled “Leave a

Message”.

Leave a Message

1. Click Leave a Message Button. The Leave a

. . . Message State Mew Mso. w
Message window is Displayed. o SEW =
urgery

2. Select the Message Status. Message g —
3. Type in Subject This in June and taks & full
4' Type In detall message' Ei:}f{eiziu.:e 2101 ﬂEEcEaE:E:nEIF take?
5. Click OK. You can review your message on

the Messages Tab.

]9 l [ Cancel l

~\)
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Attendance Enterprise — Employee Self Services(ESS) Training

IMORONCS 10:19:57 AM Lo i
. . LogOf Davis
7 Monday ' April 30, 2012 7 65674
Request Y Activity ¥ Time Card " Schedules |* Personal " Benefits " Archives " Messages " Leave History
Partial Day Refresh
Priority Timest=mp IMeszsge Actions
RECI Lest RE:Surgery
Full Day 1 04/30/12 {Typical User) Doug, If possible the 2nd week would
10:15 be better as I have someone available to cover your
shift,
Request S \
R Surgery
Consecutive 043012 I need to have cataract surgery. I would like to do
Days 10:07 this in June and take a full week off. Do you have any
preference on which week I take?
Leave a
Message

INFOJRONICS

Reguest
Partial Day

Request
Full Day

Request
Consecutive
Days

Leave a
Message

10:16:13AM = [

Monday, April 30, 2012

¥ Activity " Time Card ‘ Schedules ‘ Personal ‘ Benefits ‘ Archmes ‘ Messages ‘ Leave History

Recent Activity

Oiperstion Dresaription Effective
Logged into s .
System Logged In 04/30/12 10: 16

Doug, If possible the 2nd week would be better as I have
someone available to cover your shift.

I need to have cataract surgery. I would like to do this in June

Receive Message 04/30/12 10:15

Leave Message  and take a full week off. Do you have any preference on which 04/30/12 10:07
week I take?
Logged into | Arnad T AAIINIT ARNE
Status Reguast Dzt= Commenits
E:gﬁi‘st "_’1'3:‘33'0“ 06/04/12 06/08/12  Family Vacation., 04/30/12 8: 18 USER
Submitted Vacation 8:00 041712 2:00 Taking vacation day for daughter's Remove Reguest

surgery.
Family Tinece Maw rare ralled and T had

RE:Surgery

04/30/12 10:15 {Typical User) Doug, If possible the 2nd week would be better asI  Reply

have someone available to cover your shift.

Messages Tab

The Messages Tab shows
you a history of all the
messages sent and received.

— You can see here that

the supervisor replied
back to Doug at 10:15.

The employee will also
be notified on the
Activity tab when they
login that thereis a
message waiting.

=) HARRIS
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Time Cards

We will discuss punching in/out,
reviewing the time card and
approving the time card.

7 L HARRIS
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Attendance Enterprise — Employee Self Services(ESS) Training

Punch In/Out

Click on the Button to enter a punch on your Time Card.

Y Activity * Time Card |* Schedules |* Personal |* Benefits |* Archives

Request Operation Description Effective
Partial Day Punch Employee, Test ¥ Transaction Accepted 03/11/11 1:28p

Off Iéig?:rﬁ Into Logged In 03/11f11 1:28p

Punch

You will see your Punch in the Recent Activity List.
Remember you can only Punch in real time. Should you
forget to Punch you will need notify your supervisor. Any
missed Punches will need to be corrected by your
supervisor. Remember you can send them a message
letting them know what the punch time was.

7V), HARRIS
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Reviewing Time Card

Click on the Time Card tab to view your Time
Card. You will see all of the Punches for the
Current Period. To view the Previous Period you
may click on Prev. Period.

¥ Archives

¥ Benefits

¥ Personal

g Acﬁw’tyl"’ Time Card |* Schedules

| Prev, Period  Curr. Period | Approve Time Card  Help

Punch

Request
partial Day ||’ Tramsactions * Pay Period Totals |* Activity |* Adjustments
Date In Out In Out Amount  Schedule Exceptions

Request

Full Day 04/16/13 B:47z  11:59%9s 12:31p  5:34p B:15 9:003/ 5:30p Aur. Early

Request 04/17/13 B:54z 2:00p 3:04p 7:06p  9:08 9:003 7:00p
Consecutive

Days 04/18/13 B:47a 11:308 12:30p 7:06p Q:19 2:003 5:30p Armr. Early, Left Late
Leave a 04/19/13 B:562  2:00p 5:04 9:003 1:00p Left Late f\k HARRIS
MESSEQE 04/20/13 ‘\\ School Solutions §§
04/21/13




Attendance Enterprise — Employee Self Services(ESS) Training

Click on the Pay Period Totals tab to see a
summary¢of your hours for the pay period.

¥ Activity |* Time Card |* Schedules |* Personal |* Benefits | Archives ¥ Activity |* Time Card |* Schedules |* Personal |* Benefits | Archives
Prev. Period Curr. Period Approve Time Card  Help Prev. Period Curr. Period Approve Time Card  Help
* Transactions ‘l"’ Pay Period Totals Y Activity |* Adjustments ‘ * Transactions |* Pay Period Totals |* Activity I' Adjustments
Pay Desig. Location, Depariment, Cost Hours Operator Adjustments
Center USER 04/24/13 B:06a DEL PUN 04/17/13 3:02p
Regular PLC, DCPPrs, 1 71:45 USER 04/24/13 8:07a ADD PUN 04/17/13 2:00p (Forgot to Punch)
Overtime PLC, DCPPrs, 1 0:01 USER 04/24/13 8:08a ADD PUN 04/18/13 11:30p (Time Clock Unavailable)
Sick PLC, DCPPra, 1 4:00 USER 04/24/13 8:09a ADD PUN 04/18/13 11:30a (Time Clock Unavailable)
Totals 73:46 USER 04/24/13 8:09a ADD PUN 04/18/13 12:30p (Time Clock Unavailable)
USER 04/24/13 8:10a DEL PUN 04/18/13 11:30p
USER 04/24/13 8:11a ADD PUN 04/22/13 12:30p (Forgot to Punch)

I

Click on Adjustments to see any adjustments that
have been made by a supervisor to your Time

Card.

2V, HARRIS
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Approving Time Card

THIS IS AN ELECTRONIC SIGNATURE FOR YOUR TIME SHEET!

You will do this once per pay period Pay Schedule = TIME SHEETS GO OUT DATE.

1. Click on the Time Card tab and the Current Time card will be
displayed.

2. Click the Previous Period to display the Previous Period.

3. Click Approve Time Card. A box will pop up for you to confirm.
Once Approved no changes will be allowed to be made without
you re-approving the Time Card.

punch g Activityil" Time Card |* Schedules |* Personal |* Benefits |* Archives

Prev. Period | Curr. Period | Approve Time Card | Help
Reqguest ‘ Time Card Approval
Partial Day * Transactions | Pay Period Tot A e Card
pprove Time

RECIUESt Lalie L L I understand that I am approving my time card for the selected pay period.
Full Day 04/16/13 B:47a  11:594

Request 04/17/12 8:543  2:00]
Consecutive

Days 04/18/13 8:47a 11:30{/0 Confirm Approval of Time Card
Select OK to approve this time card for this pay period,

Leave 3 04/19/13 B:56a  2:00q

essge |||

Ok Cancel

2V, HARRIS
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1.

2.

Archive Time Cards

Click on the Archives Tab. This will display the current pay
period time card.

Click on the Select another Pay Period. This will bring up a
date selection box. Enter the start date of the pay period
you would like to display.

¥ Activity " Time Card " Schedules |* Personal |* Benefits |* Archives ‘ Date |05/01/2013

Select another Pay Perind | Help

Select a Date

Select a date encompassing a worked pay period.

Showing period from 04/16/13 to 05/15/13

* Transactions
Date

04/16/13
04/16/13

04/17/13
04/17/13

04/18/13
04/18/13

04/19/13
04/19/13
04/19/13

Ok C |
Y Period Totals |* vity |* Adjustments |* Requests e
In  oOut In  Out Amount Sched ule%&l@n:;\
8:473 11:59z 12:31p 5:34p B8:15 0Q:003/ 5:30p Arr. Early ~—
8:15  Regular Remember you have the
8:543 2:00p 3:04p 7:06p  9:08 9:003 7:00p summary tabs just like in
9:08 Regular . .
: the Time Card view.
B:473 11:30a 12:30p 7:06p 0:19 0:003/ 5:30p Arr. Early, Left Late
9:19 Regular
\
8:56a  2:00p 5:04 0:003/ 1:00p Left Late 7 ‘) HARRIS
5:03 Regular ‘\\ School Solutions §§
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Schedules

Click on the Schedules Tab to display your current month
work schedule. You can click between Prev. Month and
Next Month to get to the month you want to display.

Y Activity |* Time Card |* Schedules |" Personal |* Benefits |* Archives
Prev. Month  Mext Month  This Month | Help
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total
Week of May 38:00
Apr-23 @ 93/7p @ 9a/5:30p W@ 9a/7p @ 2a3/5:30p @ 93/1p
Week of 38:00
May-6 @ 9a/7p @ 9a3/5:30p W 9a3/7p @ 9a3/5:30p @ 9a/1p
Week of 38:00
May-13 @ 9a/7p @ 9a3/5:30p W 9a3/7p @ 9a3/5:30p @ 9a/1p
Week of 38:00
May-20 @ 93/7p @ 9a/5:30p @ 9a/7p W 93/5:30p W@ 9af1p
Week of Jume 38:00 \‘
May-27 f = e ; ) HARRIS
o 93/ 7p W 9a3/5:30p W 93/7p W 93/5:30p W 93/1p (‘\‘ School Solutions i
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Logging Off

Click the Log Off on the top of the screen beside
your name.

NORONG 5:18:19 PM i oo

Wednesday, May 01, 2013 Log Off 6674
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