User Reference

Employee Self Service v10x

By CMIC

CM:C
Computer Methods

nternational Corp.




Proprietary Notice

The contents of the CMIC software product, including both this manual and the program components, are
proprietary to Computer Methods International Corp. (CMIC), are copyright protected and are considered
Confidential Information by CMiC. All rights are reserved by CMiC. A copy of the manual and the program has
been provided to the original licensee under license with CMiC strictly for their own use under the terms of the
license. All copies of this manual whether in print or electronic format must contain a copy of this Proprietary
Notice. Any selling, licensing or other distribution of the contents of either this manual or the program
components, whether for profit or not, is unlawful and may subject the violator and the original licensee to
termination of license, criminal charges, civil action, or any combination of these.

Copyright & 2020

Computer Methods International Corp.
4850 Keele Street

Toronto, Ontario M3J 3K1

Canada

Risk of Use Notice

The CMIC software product, including both this manual and the program components, is licensed on an “AS 1S”
basis. The entire risk as to the results of its use is with the licensee. Except in those jurisdictions which impose
certain warranties by statute which may not be waived by one or more of the parties, and only to that extent,
Computer Methods International Corp. (CMiC) makes no warranties whatsoever, either expressed or implied,
with respect to the quality, performance, merchantability or fitness for any particular purpose of any or all
components of this software product, except as provided in the licensee’s license agreement. The licensee (and
not CMIC or its agents) will be solely responsible for the costs of all service, or of any defect in this software
product and any incidental or consequential damages caused or alleged to be caused either directly or indirectly
by the software product to the licensee or any other person, including, but not limited to, any interruption of
service, or loss of business or anticipatory profits, even if CMiC has been advised of the possibility of such
damages.

“Computer Methods International Corp” and “CMIiC” are registered trademarks of Computer Methods International Corp.
Oracle, Oracle9i™, Oracle Application Serverl1g™, Oracle Database 11g™, Oracle® Discoverer™ are trademarks or registered

trademarks of Oracle Corporation.

User Reference Guide — Version: CMiC Open Enterprise v10x Printed: May 4, 2020




Contents

EMPLOYEE SELF SERVICE — ADMINISTRATOR GUIDE.........oo 1
OVERVIEW — EMPLOYEE SELF SERVICE ADMINISTRATOR GUIDE ...uuuiiiiiiiiiiiiee ettt e sttt e e st s aabb s e e s s s aaaba s 1
PERSONAL INFORMATION ... ..o 3
PROFILE INFORMATION ... tttttttiiiiettttttte s s e eetteat bt e s e e et s aaa b e s eea s s aa bbb e s eea s s e s e bbb s eeee s s s s bbb sees s s e b bbb e s eeesssa bbb e eeasssaabbansans 3
Create Change Request — Change Profile INfO..........cooii e 4
Change REGUEST ADPIOVAIS. ... ..ottt ettt ettt ettt ket e ket e b bt e ea bt e e bt e e ebe e e ebb e e esbeeembeaebeeenbaeenees 5

HR INFORMATION SETUP .otttuuiiiiiiietttte s s e ettt e s e e e s et aa e s e e e st aa bbb e s eea s s e s et b seeee s s s bbb sees s s e bbb seea s s s b bbb s eeassssabbanans 5
Create User-Extension Fields for HR INfOrMation SCIEEN ........eeeeeeeeeeeeeeeeeee e e e 5

Add Created User-Extension Fields to HR Information SCreen............ooovvviviiiiiiiiii 6
VY R TN =0l T Y 7. 1 (o N PR 7

T DL INFORMATION . . tttttu et eeetettttte e s e e et ettt b e s e e e e saaatb s e eeese s e bbb e s aeassa e bbb s seess s e e bbb seeas s s e e bbb s eeeassas bbb seessassbbbanseeaasans 8

[ Y= Y] = (oA O] NI -\ E TR 9
[ TR ST 10
CERTIFICATIONS AND LICENSES ..utttuuuiiiiiiitttiieiieettitttie st e e e st teaaa s e eessssaa b s s eeasas b et eseeas st s bbb s seessaae bbb e seeesssaabbaaas 11
D]l e] 2= =TT 13
IVIEIMBERSHIPS .. .oiitttititiieee ettt s e e e et ettt e e e e e et aaa b b s e ee s s e e e bbb e s eee s e e e e bbb eeeae s e e e bbb e seea s s s e bbb seeeasaa b bbb e seeesssaabbansaeaasans 15
INTERIM EVALUATION L1ttt ittt e ettt s e e ettt s e e e e sttt bbb s e e e e s s e e e bt s eee s e e e bbb e s eeas s e b et b seeae s s s bbb seeessasbbbannsaeaaaans 17
ANNUAL EVALUATION. ..ottt e e e e e st et s e e e e e s e e e s s e e e s s e e bbb e s eee s s e b e bbb e s eeasssa bbbt e eeessasabbbaseeessasnebaas 17

(D IS0 [ I TN = [T 0] 2P 18
PAYMENT ADMINISTRATION ... 19
(O] N = N o] I Y 1= N TR 19
T o] 110 To TR PP P TP OUPRUPROPIN 19

F o [0 BT o =T a T (=] o PP OP P PUP PP 21
Report/Review QUAlITYING EVENT.........coiiiieii ettt ettt et et tb e abe e e bt e e sbeeesbbeesnbeeabeeans 22
Dependent ENFOIIMENT..... ...ttt ettt et e ekt e e ebe e e e bt e e s ab e e e be e e ebbeesbbeeanbeeanbeaans 22
REQUEST AND REVIEW VACATION BALANCES ....uuiiiiii ittt e e ettt s e e e e st et b s s e e e st e bt b e s e e e s saaabbb s eeesssssabaas 23
PAY STUB PRINTING ... iiiiiitttiie i eet ittt s e e ettt e s e e e e s e et s e e e e s s e e bbb e s eea s s e s e b b seees s e s bbb s seas s s s e bbb e s eeessas bbb s eeesssesabaas 25
DIRE CT DEPOSIT ACCOUNTS L.t iiiititttie et e e et e eetb et eeeesaaabb e s eeeassa s bbb s sesasaa s et bt aeassss bbb s seass s s s bbb s sasassasa bbb seeesssssaraas 25
YEAR END SUMMARY ettt e ettt s e e e e st e et e s e s e s s e e e b b e s e e e et e b e bbb s eeea s s e b bbb e eeea s s e e bbb seesssssabbansaeansan 26
CORPORATE LEARNING ..o 27
(OIS Y =1 N 2o I N Y 1= N SRR 27
TRAINING NOMINATION ... tiitittttie st eeetttttbe s e e e et teaab s s eeassaaabassesa st ea s b b saeasssaa bbb sseess s s s bbb sess st s s bbb seesssssbbbansaeassans 27

T RAINING REQUEST 1ttttuuiiiiiiiiittiie s e eeet ettt e s e e e et s e e ab e s eeassaaa b e s eea s s e s e b b e seeeasaaa bbb s eeeassas bbb s sees s s s e bbb seeassssbbbansaeaasans 29
RECRUITING ... 31
ENTER REQUISITION L...iiiiiitttiiiiiieit ittt s s e e ettt e s e e e et e e ab e s e e e e st e e bbb eseea s s e e e b b e s eees s e s bbb s seee s s s e bbb e s eeessas b bbb s eeessserabaas 31
REVIEW REQUISITION ACTIVITY ititttttiiiiiitiitttieeieeestiatttessssastssttaassesssassstsasaeastssstb s sessstsstbatsaessstsstbasseesssssssraas 32

R VA [T A =TI [0 N TR 34
APPLICANT SELF SERVICE. . uutuuuiiiiiiittttiieiieestttttt e s seeestastb s seeassaa st s saeassa st b b s saaass s s et b saeasssa bbbt saesssssabbbasseesssssssaes 35
CORPORATE INFORMATION ..o 39
[0 YV ISR R =01 =S SRR 39

User Reference Employee Self Service v10x Contents - iii



MANAGER SELF SERVICE ...t ettt 41

REQUEST APPROVAL — SCREEN .....iitttttuiieeettitttie et eeettttttteseeesssss bbb ssesasasa st b saeassss s b b s seasssss st b sasssssssbbaaseesssssssraas 41
Approval Privileges for ESS AGMINS ... ..o ittt sttt et e sttt esbbe e sbe e s beeenbe e e e 42
VIEWING CNaNQE REGUESES. .....ce ittt ettt ettt be e e s bt e e e b bt e ekt e e ket e be e e ebbe e e mbeaebeeenbeeennes 43
APProviNg & REJECTING REQUESES. ......ceueie ettt ettt ettt ettt ebe e s bt e e s bt e bt e e abe e e ebe e e abbeeambeeabeeanbeeenees 43
Communication Between Employees & AdMINS Via COMMENTS .......ccuiiiiiiiiiieiiie it et e e e eaneeeens 43
Profile INformation — Change REQUEST ...........oiuiiiiie ittt ettt ettt st e et e e be e e sebeeanbeeabeeans 44
W-4 — CRANGE REGUEST ...ttt ettt ettt ettt e a ekt e ket e e b bt e ek bt e e m ke e e ke e e ebb e e ebbeeembeasbeeenbeeenees 45

AUTO APPROVED REQUEST LIST — SCREEN .....cutttuiiiiiiiiitttiie i eeetttattie s e e et ttatb s s aesssssab b e s eeassaaa b b e s aeessasabbbasseessassssans 46

MANAGER CHANGE REQUEST — SCREEN ....uuiiiiiiitttieiieesttittti st eesstssatstassesssssas b sasastassbbassaessssssbbaassassssssstbanasasassens 47

(01NN =107 NIl AN ox i (o] N R Yol 2] = = N TR 47

OPEN ENROLLMENT CONTROL SETUP — SCREEN .....iiiiiiiiiei e e e e ee e e e e e e e e e e e e e e s e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e s e e e e e aaaaaaaaaanas 48

OPEN ENROLLMENT PERIOD SETUP — SCREEN ... ..ciiiiiieiiiie e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e s e e s e e e e e e e s e e e e e s aaaaaaaaanns 48

QUALIFY EVENT SETUP — SCREEN ...1teetitttttttttteestastttsestaesasasstttssstaaessanssstssstaaeasaasstassseaaessaastbsaeeaaessaastseneseaesssanssesnees 49

OPEN ENROLLMENT APPROVAL = SCREEN ... .iiiiiiiiieee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaanas 49

QUALIFYING EVENT APPROVAL — SCREEN ..11tttttetiittttttttaeessasstttssssaaessassstsssstaasssassstssssssassssnnssssssssssssannssssssseeesssnnsmmnnees 50

DEPENDENT APPROVAL — SCREEN ....011uuuuttutttttstsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnmnns 52

SELF SERVICE CONTROL SETUP — SCREEN .....uiiiiiiii e e e e ettt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e s e e e e e e e e e e e e e e e e e e e aaaaaaanas 53

OPEN ENROLLMENT STATUS = LOG ... ittt e e e e e e e e e e e e 53

QUALIFYING EVENT STATUS — LOG .11ttt iutiiiiiiie et s ettt ittt e e e et ettt e e e e s s st aa et e e e e s e e st b e et e e e e s e et bbb aeeaaeesaanseennees 54

DEPENDENT ENROLLMENT APPROVAL — SCREEN .....1uututuutuutttsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssmsmmmmmmmmm 54

EMPLOYEE ADDRESS CHANGE — LLOG ...1tuttuttttttitittttttstsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnns 54

] =l LU ] = I I OSSP PURURRPRRP 55

USER IMLAINTENANCE ....1tttttttttttttttsessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssnnnns 55

ROLE MAINTENANCE (JSP SECURITY ROLES) ... .ttteiutteitetiateeesitteaitee st e ateeesteeestteeasbeeabeaasteaesbbeeasteaambeeanbeaasbeaesnneeanneas 55

U SER A CESS ..t tttttuttttutttettteteestesssssssssseessesees st st e s s s e s e st e st 55t 5555555555555 5 5555555555555 5 5555555555555 5 5555555555t 5 5ttt 5ttt ettt e e nenennnnnnnnnnnnrnnn 55

[ I = 1LV OO PPRRURRRRPPRP 57
ESS ADMINISTRATOR SETUP ...uuuuuuuuttuustussussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 57
Step 1: JSP Security ROIE ASSIGNMENT.........coiiiiiiii ittt ettt e et e e st e be e e nbe e e sbaeesnneesnneas 57
Step 2: HR Security ROIE ASSIGNMENL . ........coiuiiiiiiiiit ettt ettt ettt et et et e sbe e e esbe e e sbeeanbeeesbeaesnneesnneas 58
SEEP 32 Grant ACCESS L0 ESS ...ttt ettt e et e e e e h et e e ek be e e e e abbe e e e asbae e e e abbeeaeanbbnaaaan 59
StEP 41 ESS SEIf-REGISIIALION. .....cuteiitiieitiie ittt ettt h et ekt e e bt e e eb b e e asb e e e nbeeanbe e e sbeaeenbeesneeas 60
ESS EIMPLOYEE SETUP ...uuttuuutuutususussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssnnnns 60
StEP 12 Grant ACCESS L0 ESS ...ttt e ettt e ettt e e e h et e e o bbbt e e e abbe e e e asbae e e e abbeeaeanbbnaaan 61
StEP 2: ESS SEIf-REGISIIALION. .....cuteiitiieitei ettt ettt h et ettt e bt e e b be e sabe e e be e e nbe e e sbaeeenbeesnneas 63
JSP SECURITY ROLES SETUP ... 65
ASSTON IMIBNU TEBIMS ...ttt ettt et ekt oo b bt o4 h bt a4kt e e ke £ e e E b e oo s bt a4 a ke e o ke e e ebb e e ebbe e e mbeeenbeeenbeeenens 67
HR SECURITY ROLES SETUP ...uutttutuutututtussussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 68
EMPLOYEE SELF-SERVICE CONTROL ..1uuuttutttttttttusssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsnns 69
INSTRUCTIONS MAINTENANCE (PROMPT MAINTENANCE) ... ..ttetttteiuttaanteeateeastaeestteesutaeasbeaanbeassseeassseesneeeanseesnseeessneessns 69
P o = N[ D ] GO PRSP POPPPPRR 71

LAUNCHING HCIM IMODULE..........ciiiiiiiiieeeeeeeeeee e 71
IND X oottt e e ettt e e e e et et b———teee e e e eetb———teae et aaittra——ttae et aaatrrataaaeetaaabbrrataaeeaaanbrrrraaaaesaaaes 73
iv - Contents User Reference Employee Self Service v10x



Employee Self Service —
Administrator Guide

Overview — Employee Self Service Administrator Guide

CMIiC’s Employee Self Service (ESS) is a web-based application that can be used by employees, applicants and
administrators to perform the following tasks online.

This guide is for ESS Administrators, and contains documentation about the screens relevant to administrators.
For details about the screens relevant to employees, please refer to the ESS Employee’s user guide.

For Employees

For employees, the ESS module can be used to:

view and print pay stubs

view and update Employee Profile details, such as: address, emergency contacts, skills, certifications
and licenses, education, memberships, and tax-relevant information

submit benefit and deduction elections
report benefit/deduction qualifying events
apply for leaves

view interim and annual evaluations
submit training requests

Changes and requests are submitted to the employee’s manager for approval, and the Payroll and HR modules
are updated once the requests are approved.

For Applicants

For applicants, the ESS module is used to:
create online applicant profile and apply for an open position online
view application status and history

For Administrators

For administrators, the ESS module is used to:
set up ESS module
set up Open Enrollment and Qualifying Events
approve or deny Change Requests for Employee Profile details
approve or deny submitted benefit and deduction elections
approve or deny submitted qualifying events
approve or deny training requests
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submit job requisitions to HR for new hires
review applicants’ applications
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Personal Information

Profile Information

Employee Self Service Save Submit Cancdl [} [E) iy Logout
b Employee Self Service Transaction No Effective Date Comments 4 PREU MEXT (¥ Frwﬁ\‘e(Current) A
Search
£ Employee Self Service Instructions: select current profile info, or
=15 Personal information Make changes to the employee Profiie past Change Request records

-] Profile Information
-] HR Information

Request for change of employee profile

{dl W-4 information ‘ Effective Date By Comment |

-] Td1 Information

[ Emergency cont t0 Make Change - -

[ skils Request, first enter Personal information

L] Certification and j i

03 Degrees its Effective Date Last Name [Fern First Hame™ [Mike Middle Name l—
[ Memberships. )

() nterim Evaluation Prefix Title | Suffix to Name |

-] Annual Evalution . _
3 iscipine History Date of Birth 01/01/1977 |B} Marital Status | Single : 5SH (no space/hyphen) [987654321
#{_) Payment Administration
£{_) Corporate Learning

{_]) Recruiting Mailing Address
£{_) Corporate Information

AddressLine 1 | Address Line 2 |
City State  Ilinois )
Country [ United States of America| = zie [60633
Physical Address
Address Line 1 | Address Line 2 |
Gty ,— State [+]
Country : Faid
Contact
Home Phone | Waork Phone |
Home Fax l— Work Fax l—
cellphone [ Workcellphone [
Pager

E-Mail Address |m|ke.farnandes@cm|c.ca

Work Email Address |

Employees can use this screen to view and modify their basic profile information.

Then way in which modifications are made is by selecting the current Profile, Profile (Current), from the drop-
down list at the top right corner of the screen, and creating a Change Request. Note, however, only one Change
Request is allowed at a time. Once the Change Request is created, it is submitted for approval.

The status of the Change Request can be:
Status Details

When a change is made to the current Profile, Profile (Current), and [Save] is clicked, a

Pending Change Request record with a status of Pending is created.

When a Pending Change Request is submitted using the [Submit] button, its status is

Submitted changed to Submitted.

If the Employee’s manager approves the Change Request, its status is changed to
Approved Approved, the Employee gets an email about the approval, and the approved Change
Request will be available to the Employee in ESS.
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If the Employee’s manager rejects the Change Request, its status is changed to Rejected,
Rejected the Employee gets an email about the rejections, and the rejected Change Request will be
available to the Employee in ESS.

Create Change Request — Change Profile Info

1. Select Profile (Current) from the drop-down list at the top-right of the screen, as shown above.
2. Enter the date for which the change is to be effective via the Effective Date field.

3. If required, enter a comment/note for your manager using the Comment field, next to the Effective Date
field.

4. Modify the profile information as required.
5. Click the [Save] button along the top-right of the screen, which creates a Change Request record.

Once saved, what is displayed is the Change Request, and the fields that were changed are highlighted in
green, and the Change Request is set to the Pending state. Also, the Attachment section becomes available
at the bottom of the screen to attach attachments, using the [Upload] button:

Save Submit Delete Cancel [} (1) fly Logout

©EE  Employee Self Service Transaction No Effective Date Comments € FREV NET (b 208 - 2017-01-31(Pending) ~ ol
Search 208 2017-01-04 Show All Comments
e saved Change Request
i e o Instructions: ] ge Req
EHC3 Persenal Information Make changes to the employee Profile

-] Profile Information

L] HR: Information

‘W-4 Information

Td1 Information

[ ] Emergency Contacts

Request for change of employee profile

Effective Date 01/04/2017 |#y  Comment |I don't have a home phone, so Ionly entered my cell phone number. ‘

[ skils Personal information
[ ] Certification and Licenses.
] Degrees Last Hame |Fern First Name™ |Mike Middle Name
i Memberships.
() Interim Evaluation Prefix Title Suffoc to Hame
i) Annual Evalution . i
L3 Discpine History Dateof Birth 01/01/1577 |3 Marital Status | Single j S5H (no space/hyphen) (087654321
[ Payment Administration
] Corporate Learning
] Recruiting Mailing Address
) Corporate Information
B Securty Address Line 1 | Address Line 2 |
EHC3 Manager Self Service
[ Request Approval Gty |Chicago State Ilinois L&
[ Auto Approved Request List
(] Manager Change Request Country | United States of America j ZIP 60631 E

{1 On Board Action
{1 Open Enroliment Control Setu
~{_1 Open Enrolment Period Setup Physical Address
{1 Qualify Event Setup

[ ] Open Enroliment Approval Address Line 1 I Address Line 2 I
{1 Qualifying Event Approval
[] Dependent Approval Gy State L%
[] self Service Control Setup
~{_) Open Enralment Status Country : fa

() Qualifying Event Status
~{_] Dependent Enroliment Appron

~{_) Employee Address Change Contact
Home Phone Work Phone
Home Fax Work Fax
Cell Phone |443-453-0999 ‘Work Cell Phone
Pager

E-Mail Address Im\ke.femandes@cmm.ca

Work Email Address |

Attachment

[Tupload ]|
I T NN

No Records Found

6. Once you are sure of the changes, click the [Submit] button along the top-right of the screen to set the
Change Request to the Submitted state, and to have it sent to your manager.

Note, once a Change Request is submitted, you cannot make further changes to your profile information
until the Change Request is either approved or rejected.
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After a Change Request is approved or rejected, you will be notified via an e-mail, and the

approved/rejected Change Request becomes available via the drop-down list at the top-right of this screen,

as shown below:

Employee Self Service

save Submit Cancel [I) iy Legout

bd Employee Self Service Transaction No Effective Date Comments 4 PREV HEXT [
191-2017-01-13(Approved) ™
[pearch (GOl 193 - 2017-01-13(Approved)
=+ Employee Self Service :"Strl‘JCtIDHS: braf
z Make changes to the employee Profile.

—{_5 Personal Information
-] Profile Information

Request for change of employee profile

| ] HR Information

5

A4

nformation

If any comments were entered for the approved/rejected Change Request by your manager, the Show All

Comments link will be visible, as shown below, when the approved/rejected record is selected via the

drop-down list at the top-right of the screen:

Employee Self Service

EHf) Personal Information

& Employee Self Service Transaction No Effective Date Comments 4] Prev wexT (]| 194 - 2017-01-13(Approved) ¥
earch (Go| 194 2017-01-09 Show Al Comments |
T Comments for selected record i
= Employee Self Service - orof
: ke changes to the employee Profile.

] Profile Information

Request for change of employee profile

[ ] HR Information

{ ] W-4 Information Effective Date |01/09/2017

Comment I currently don't have a werk number yet, but when provided, I'll enter it via ESS.

| ] Td1 Information

j Emergency Contacts

Personal information

17 skils

Last Mame Pansaki

Change Request Approvals

First Name®  Jasmir Middle Name

For details, please refer to the Profile Information —

Manager Self Service > Request Approval Screen.

Change Request section under the following sections:

HR Information Setup

Create User-Extension Fields for HR Information Screen

UE FIELD MAINTENANCE

Esae b @ @ A ¥+ O

UE FIELD MAINTENANCE

Vew | ¥ RIS % oetoch

[B)Search 4= Insert ] Insert Multiple £ Delete D Workflows |+ &

EMPROSHIFT Preferred Shift: Morning, Afternoor  DEFAULT. Text

OMSTETEMP Total Emergency Power () DEFAULT Numeric

OMSTBTEMP2 Total Emergency Power (KW) DEFAULT Numeric

IIIIIIIIII

TAXEXEMPT Tax Exempt CHECKBOX

APPEMP_NUM Applicant Number DEFAULT

DPDEMPNO Employee Number DEFAULT

EMPHISTSEQ History Sequence DEFAULT Numeric

EMPNUM_ALL Employee Number DEFAULT Text

. . . Updateable If Lower Bound |Upper Bound
I ks m R v"”"'“" MM“

Report Options |+ HJ Bxport g ECMDocuments |+ & User Extensions

5]

9 NolOVused Mixed case

10 NoLOVused Mixed case E @
15 NoLOVused =] =] Mixed case

1 Use Valid Data as LOV. @] @] Upper case [~

16 Upper case

16 Upper case

No LOV used Mixed case

AllEmployees Upper case

Pgm: UEFIELD - UE Field Maintenance; standard Treeview path: System > User Extensions > Field Maintenance

Use the Field Maintenance screen in the System module to create the User-Extension Fields to add to the HR

Information screen.

For details about the Field Maintenance screen, please refer to the System Data user guide.

User Reference Employee Self Service v10x
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Add Created User-Extension Fields to HR Information Screen

Project Management

% =l HProject Management Menu

Bearch

E-B Project: Project 1000 With Jok
{:] Communication Management
{:) Document Management
{:] Subcontractor Prequalificatior
[#{_) Bid Management
{:] Budget & Cost Management
E{_) Site Management
[ Reports
{_) User-Defined Logs
EHC3) File Maintenance

] Local Tables

-{_] BIM 360 Maintenance

1] Menu Maintenance

--{_]) Enterprise PM

-] Project System Options

-{ ] Company Control

-{_) Project Maintenance

-1 Activities

] User-Defined Log Types

-{ ] User-Defined Logs

-{_]) Log Builder

-] SdMenu_.ACS_Ingm ‘,‘

Default Fiters

[ User-Defined Fields

- User-Defined Classifiers

User-Defined Fields

ion
Action tem 3
Addendum |
Communication 3
I Employee Profile @
Forecast UDF 3
HR Job Classification h|
HR Positiocns ]
lssue 3
Motice 3
OM Sales Budget 53
Opportunity 3
Opportunity UDF Tab SE
Crganization 3
Owner Change Order H
Prequalification UDF Tab hs|
Project 3
RFI 3
Subcontract =
Subcontract Change Order k)
Submittal R
System Contact 3

Using the User-Defined Fields screen of the Project Management module, click the Employee Profile option’s

Edit icon, framed above, to launch the following screen:

Project Management

4 £l Project Management Menu

hearch] Required fields are indicated with a blue triangle (<)

Add User-Defined Field

Cancel

= E} Project: CRM Invitation to bid
[-{_) Communication Management
{2 Document Management D
B1{_) Subcontractor Prequalification | Acknowledgement Date
{) Estimate Management
E{_] Bid Management
[{_]) Budget & Cost Management
[ Site Management
) Reports
1] User-Defined Logs
B3 File Maintenance
! ] Local Tables

S i R B

BIM 280 Maintenance

Applicant Number
Effective Date

Type |Employee Profile User-Defined Field™

s

Default Value

XXX

To add a User-Defined Field to the HR Information screen of the ESS module, click the User-Defined Field’s

arrow -“., and select the field via the popup.

If the field should have a default value, use the Default VValue field to enter it, and use the Sort Order field to

enter the order that the field is to appear in the HR Information screen. Click the [Add] button to finish.

The added fields are now available in the HR Information screen of the ESS module, and on the User Defined

Fields tab of the Employee Profile.
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W-4 Information

vice Save | Submit | Delete | Cancel
Review W4 for other years | 2010 hd i

Transcation o Date Comments o) ey wer +[491-2010-11-22 =]
491 2010-11-22 Updating W-4 2010
Effective Date | 10152010 ﬂ Comment |Updating W-4 2010

Page 1, go to page 2

Complete all worksheets that apply. However, you may claim fewer (or zero) alowances.  payments using Form 1040-ES, Estimated Tax for ndividuals. Otherwise, you may owe
Form W-4 (2010) For regular wages, withholding must be based on allowances you claimed and may not be a additional tax. If you have pension or annuity income, see Pub. 19 to find out if you should
flat amount or percentage of wages adjust your withholding on Form W-4 or W-4P

Purpose. Complete Form W-4 so that your employer can withhold the correct federal
income tax from your pay. Consider completing a new Form -4 each year and when your
personal or financial stuation changes

Exemption from withholding. If you are exempt, complete only lines 1, 2, 3, 4, and 7
and sign the form to validate . Your exemption for 2010 expires February 18, 2011, See
Pub. 505, Tax Wiithholding and Estimated Tax

Note. *¥ou cannot claim exemption from withholding if (a) your income exceeds S950 and
inciudes more than S300 of unearned income (for example, interest and dividends) and (b)

Head of household. Generally, you may claim head of household fling stalus on your tax  Two earners/Multiple jobs. If you have a working spouse or more than one job, figure the
return only f you are unmarried and pay more than 50% of the Costs of keeping up @ home  total number of allovrances you are entitied to claim on aljobs using workshests from only one
for yourself and your dependentls) or other qualifying individuals. See Pub. 501, Exemptions, Form 4. Your withhokding usualy vil be most accurate when al alowances are claimed on
Standard Deduction, and Filng nformation, for information the Form ¥4-4 for the highest paying job and zero allowances are claimed on the others. See
Tax credits. You can take projected tax credits into account in figuring your allowrable: Pub. 919 for details.

number of withholding allowances. Credits for child or dependent care expenses and the Nonresident alien. If you are a nonresident alien, see Notice 1392, Supplemental Form V-4
chid tax credit may be ciaimed using the Personal Allowances Worksheet below. See nstructions for Nonresident Afens. before complefing this Form

Pub. 919, How Do | Adjust My Tax Withholding, for information on converting your othier  Check your withholding. After your Form W-4 takes effect, use Pub. 18 fo see how the
another person can claim you as & dependent on their tax return. credits into withholding alowances. amount you are having wihheld compares to your projected total tax for 2010. See Pub. 915,

Basic instructions. If you are not exempt, complete the Personal Allowances Honwage income. if you have a large amount of nanwage income, such as interestor ~ especially if your earnings exceed 5130,000 (Single) or $180,000{Married).
Worksheet below. The workshests on page 2 further adjust your wiholding alowanoss it 0% 00T Ho (R 228

based on itemized deductions, certain credis, adjustments to income, or two-samerimutiple
job situations.

Personal Allowances Worksheet (Keep for your fecords )

A Enter 17 for yourself if no one else can claim you as a dependent A

You are single and have only one job; or
B Enter 1 if: You are married, have only one job, and your spouse does not work; or B
“Your wages from a second job of your spouse’s wages (or the total of both) are $1,500 o less.

C Enter “1” for your spouse. But, you may choose to enter *-0- if you are married and have either a working spouse or more than one job. (Entering “-0-" may help you aveid having toe little tax withheld.)

D Enter number of dependents (other than your spouse or yourself) you wil claim on your tax return ]

E Enter 1" if you wil file as head of household on your tax return (see conditions under Head of household above) E

F Enter “1° if you have at least 1,500 of child or dependent care expenses for which you plan to claim a credit F
(Note. Do not include child support payments. See Pub. 503, Chid and Dependent Care Expenses, for detaik.}

G Child Tax Credit (inciuding additional chid tax credt). See Pub 972, Chid Tax Credi, for more information
If your total income will b less than S51,000 (580,000 if married), enter *2° for each eligible chid; then less ™" if you have three or more eligible chidren
If your total income will b between S51,000 and $34,000 (590,000 and $113,000 if married), enter “1° for each eligible chid plus “1° additional if you have six or more eligibke chidren G

10 1000

H Add lines A through G and enter total here. (Note, This may be different from the number of exemptions you claim on your tax retur.) H

For accuracy complete all worksheets that 17 you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions and Adjustments Worksheet on page 2.

apply. If you have more than ane job or are married and you and your spouse both work and the combined earnings from al jobs exceed $13,000 (32,000 i married) see the Two-EarnersiMultiple Jobs
Worksheet on page 2 to avoid having too litle tax withheld
If neither of the above siuations applies, stop here and enter the number from fine H on line 5 of Form W-2 belowr.

fom W-4 Employee 's Withholding Allowance Certificate OMB No. 1545-0074
Department of the Treasury Whether you are entitled to claim a certain number of from is subject to review by the IRS. Your employer may be required to send a copy 2010
Internal Revenue Service of this form to the IRS.

Type or print your first name and midde infial Last Hame Your social security number

2

" [atired

Jonas

1315695012 ;I

Employees can submit their W-4 changes for approval in the W-4 Information screen. Changes may be made in
the Original record if it is available for editing. It will be editable if there are no W-4 requests to approve for
the employee.

Changes should be made in the Original W-4 and saved. When the change is saved, a new record with the
transaction number and current date is created. The Original record will not be editable at this time. Line 3 -
Federal Filing Status (Single/Married) must be specified. Line 5 —"Total number of allowances you are
claiming” and line 6 — “Additional amount, if any, you want withheld from each paycheck” may also be
entered. Once approved, the Employee Profile will be updated with lines 3, 5 and 6, an employment history
record will be created and the Original W-4 will be editable again.

Upon approval, a new employment history record is created in Payroll. The Federal Filing Status on the Tax
tab of the Employee Profile will be updated with the value in line 3 of the W-4. The Primary Exemptions field
on the Tax tab of the Employee Profile will be updated with line 5 of the W-4. Federal Withholding tax will be
inserted in the Overrides pop-up on the Tax tab of the Employee Profile with the value entered in line 6 of the
W-4. The Tax Amount will be the value from line 6 and the Amount Type will be “00” (Additional Tax).

To delete a saved W-4, press the [Delete] button. The Original W-4 will become available for editing and
submission at this time.

To submit a modified W-4 for approval, press the [Submit] button. Once submitted, the W-4 will appear in the
Personal Information Change Request Approval screen to be approved.
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TD1 Information

Suete Wakos Profle Home Looodt
ice Sae ) (Suom ) (Deee  (Canm.
Transestion o Date commsnts  rmms wexr 5 Oniginal v

om0 010713 i Comment (701 som s

Page 1. o paed

2012 PERSONAL TAX CREDITS RETURN o1
papr 1o
Last e [ ——— o= OISO [
Watson Suzene A 19750430 SWCWK-SAL3
aeress oty poeal ke For non-recidsnts oniy. ‘Socal eararce manter
Conety o permanet resideoe
3 202303404
1 vy it w1 o eplyeror e e Wore e e page. o are 2 o SR, 2 "N eSS on B it FgR 10,882
2. ChG ATOUNE - 381 B8 (PO SO, T UETS2. 191 7 327 T 1 1695 01 w2 e Tmecnug s P e Ay et e i o P ———
enfien o ok e Aot o0 o 8ty cia B Al amoued for et 3R il 1
2 Age amount - vl 5265 or okter o Deoemier 31, 2012 2 out et came e par 33854 o less, e 7201 o e e o e 33254 230 575654y wan 1 ke 2 partl i, ge e TOH-1S, Werkchee for e 2012 Percora T Credhs ek, coplee 2 ppropie cton 1
4pansion 3 . ’ 10 (vcludig Carata Persin Plan orGuaraesd ). e $2000or o s ko e, kR e s 1
S Tultion. educaton and : . by Faran Resoutoes ad Sl Deveopen Carada a ouvll gaymore B S100per s B - —
BT ot 0 P B0 B8 Y0u I ). D 400 7 E307 DS 555 DET 0NN o DO, ) 1 ST I 10 0 I 100 858 0 I DY, DM 121 g Mo 7 IO 1
. B I e e i O 220, ISR T CIRGR CanTcEe, 7 7546 1
B o e ugportig river wno e Vi i et o r e er il e e SH0422 (512822 e o he s i) e i ifence tebeen i o s o he et e oo fr . our Spocee’s o GoeTon-aw ' et o o e wilbe
10822 o more (512,822 0F more 1P o 202 i ). l
T T Rorares % B T e ———— i
; (staazor e e o ene i v
s iz g e )04, W T RO DT 530 R4, 250 W10 TR 0UT O O S9005'S O QNP PRI
* parenor grandgaren(aged 85 or oer, e 402 (55 02 et che ks i) or
e (3940 15,07 o) Y90 s G000 0 0 ORCuSe f FAITI, erS.A02
e depentnts net oome or e 503 38 515,053 435 M or she I i) 2 o w10 caloute 2 artl i, get e TO 144, 3nd complee 1
0.1 150rcicer -, 3¢ ot ; T p—— [ — SEPp—
994 TO-1¥5, and compie e agproprie secion !
" o patrer - 7 2 e willct sl i o er e et penshon e amaue, e, echsfon ek o, k=B amoue oGl i on s o her o o e, s e rueed et 1
1. -_ el o s or e came s e, eter b st amad Fur or s ot il o o ek, edcafon, ad ook s on s o ber o e e, e e rwsed et 1
15 TOTAL CLAIM AMOUNT - a5 incs 1 550108 12 You! 15158707 3567 i 58 18 3102013 GEETTIg P S04 04T Gt [i034)

Employees can submit their TD1 changes for approval in the TD1 Information screen. Changes may be made in
the Original record if it is available for editing. It will be editable if there are no TD1 requests to approve for the
employee.

Changes should be made in the Original TD1 and saved. Completing the form allows tax deductions to be
reduced if the employee is eligible for tax credits other than the basic personal exemption. When the change is
saved, a new record with the transaction number and current date is created. The Original record will not be
editable at this time. Once approved, the Employee Profile will be updated, an employment history record will
be created and the Original TD1 will be editable again.

Upon approval, a new employment history record is created in Payroll. To delete a saved TD1, press the
[Delete] button. The Original TD1will become available for editing and submission at this time.

To submit a modified TD1for approval, press the [Submit] button. Once submitted, the TD1 will appear in the
Personal Information Change Request Approval screen to be approved.
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Emergency Contact

Employee Self Service Save Submit Cancel [} (3] @y Logout

Transaction No Date Comments 4l prREv nExT M Current ¥

2017-02-02

Instructions:

How to make a change request for emergency contacts
Effective Date (020217 % Comment | |
First Name™ [Mary Last Name™ |Ross Middle Name
Relation Relatvel |z| Priority High |z| Sex Female E
Phone | 134-864-8877 Alter Phone Cell Phone
Pager Fax E-Mail Address

Address Line 1 |565 Sunflower Lane

Address Line ll

Address Line 3|

ZIP |66575
State | Country United States of America E [Tl pelete this record

+

Emergency Contacts may be updated in this screen.

To add a new Emergency Contact, press the blue Add icon =2, enter an Effective Date and contact details.
When done, press the [Save] button. A Pending record will be created to be submitted.

To remove an Emergency Contact, check the Delete this Record checkbox. When done, press the [Save]
button.

To submit the Emergency Contact request for approval, press the [Submit] button. The Emergency Contact
submitted will be available in the Personal Information Change Request Approval screen to be to be approved.
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Skills

Save Submit Delete  Cancel D [ f% Looout

Transaction No Date Comments 1 rrev mExT M QOriginal i
Effective Date &y Comment | Deleted Changed Added
Instructions:
How to make a change request for skills
Request for change of skills

skill Code skill Description Emz:fh":

Skills on file Select
Skills to be added: [ select
Skills to be deleted: [ setect
Other skills in system [T setect
FORKLIFT Forklift I:‘
PLUMBING Plumbing = |
ROOFING Roofing = 3
GROUNDS Groundskeeper 1l
ZZ-CARP Carpenter &}
ZZ-ELE Electrical Apprentice 1l
ZZ-CUST Customer Service =
APP-WIR Wiring Apprentice D
RV-0IL RV-0IL Mechanic 1l
ROOFER Roofer &}
AUTOCAD Aute Cad Designer Engineers |:|

DRYWALL Drewall Mudding and Plasterin

Employees’ skills may be updated and submitted for approval. The Skills on file section will display skills that
are currently set up on the Employee Profile.

To create a request, enter the Effective Date. A comment is optional. To add skill, search for it, enter the
number of months of experience, and check the Select checkbox beside the skill.

Skills that are not in the system may be manually entered in the section below the Other skills in system
section.

To remove skills, uncheck the Select checkbox beside the skills.

The skills to be added will be displayed in the Skills to be added section. A new record with the transaction
number and current date will be created, and the Original record will not be editable. The Skills to be removed
will be displayed in the Skills to be deleted section.

To delete a saved request, press the [Delete] button. To submit the request, press the [Submit] button, and use
the [Save] button to save when finished.

If the Skill Auto Approve checkbox is checked in the Self Service Control Setup screen, the request will be
automatically approved, and will be displayed in the Auto Approved Request List screen with a Submit Status
of “A”. If the checkbox is not checked, the request will not be automatically approved, and it will be displayed
in the Personal Information Change Request Approval screen to be approved. It will also be displayed in the
Auto Approved Request List screen with a Submit Status of “S”.

Once approved, the skills added will be displayed in the Skills on file section, and the Original record will be
editable again. The Original record will be updated with the changes that were approved, and the Skills will be
updated in the Employee Profile also. Press the [Skills] button on the Employee Profile to view the updated
skills.

If the Skills request was rejected, the record with the same transaction number will be editable for further
changes.
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Certifications and Licenses

Save Submit Delete Cancel D [ @y logout

Transaction No Date Comments 1 PrEv mexT (1 QOriginal v

Effective Date [y Comment | Deleted  Changed | Added

Instructions:

HO dKe a change reguest Tor certificates/licenses

Request for change of certificates/licenses

Code Description State Effective Date
CertificatesiLicenses on file D Select
CertificatesiLicenses to be added: D Select
Certificates/Licenses to be deleted: D Select
Other certificates/licenses in system D Select
PMP Project Management Certificate | & | F@ D
FORKLIFT Basic Forklift = F(B o
ZZ-SAFETT Basic Safety Traiining |4 | L?'(g D
SKiooz Smith Certification - 4 YR = E‘-’"@ 1]
PENG Professional Engineering = @5 )
DRUG Drug Testing = I?(!.) o
EFA Esseintial Function Analysis | & | F@ D
SAFETY Safety Certificate A Gy (]

If certificates/licenses are not in the system, please specify here:

Employees’ certifications and licenses may be updated and submitted for approval. The Certificates/Licenses
on file section will display certificates and licenses that are currently set up on the Employee Profile.

To create a request, enter the Effective Date. A comment is optional. To add a certificate/license, find it, enter
the State and its Effective Date, and check its corresponding Select.

Certificates/Licenses that are not in the system may be manually added by checking the Other
Certificates/Licenses in system checkbox, then entering their details in the textbox with the caption, “If
certificates/licenses are not in the system, please specify here”.

To remove a certificate/license, uncheck its corresponding Select checkbox. When done, press the [Save]
button.

The certificates/licenses to be added will be displayed in the Certificates/Licenses to be added section. A new
record with the transaction number and current date will be created, and the Original record will not be
available for editing. The certifications/licenses to be deleted will be displayed in the Certificates/Licenses to
be deleted section.

To delete a saved request, press the [Delete] button along the top of the screen.

To submit the request, press the [Submit] button. If the Certificate/License Auto Approve checkbox is
checked in the Self Service Control Setup screen, the certificate/license request will be automatically approved,
and will be displayed in the Auto Approved Request List screen with a Submit Status of “A”. If the checkbox is
not checked, the certificate/license request will not be automatically approved, and it will be displayed in the
Personal Information Change Request Approval screen to be approved. It will also be displayed in the Auto
Approved Request List screen with a Submit Status of “S”.
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Employee Self Service

Transaction No Date Comments 4] PREV NEXT (v 214-2017-02-06 -
214 2017-02-06
Effective Date  2017-02-06 Comment I Deleted Changed Added

Request for change of certificates/licenses
Certificates/Licenses on file |

Code | Description | State | Effective Date |

Certificates/Licenses to be added:

Certificates/Licenses to be deleted:

Other certificates/licenses in system

FORKLIFT Basic Forklift

ZZ-SAFETT Basic Safety Traiining

SKino2 Smith Certification - 4 ¥R

PENG Professional Engineering

DRUG Drug Testing

EFA Esseintial Function Analysis

SAFETY Safety Certificate
If certificates/licenses are not in the system, please specify here:

welding

Attachment

I e I S

Mo Records Found

Once approved, the certificates/licenses added will be displayed in the Certificates/Licenses on file section,
and the Original record will be editable again. The Original record will be updated with the changes that were
approved. The Certificates/Licenses will be updated in the Employee Profile, and to view them, press the
[License/Cert] button on the Employee Profile for the updated certificates/licenses.

If the Licenses/Certificates request was rejected, the record with the same transaction number will be editable
for further changes.
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Degrees

EmployeeSeIfService Save Submit Delete Cancel D [f] fy logout
Transaction No Date Comments 1l Frev nexT [H QOriginal -
Effective Date I’é"@ Comment | Deleted Changed | Added

Instructions:
How to e request To change educatio 0
Request for change of education information

Code Description Course Field of Study Institution Degree Years | Year Completed
Education information on file [ select
Education type to be added: [ select
Education type to be deleted: [ setect
Other education types in system [[] select
B.ARCH. Bachelor of Architecture --Other-- - American Payroll Association - ]
ELECTRDE | Electrical Trades —-Other-— - American Payroll Association = 0
ENGINEER M | Master of Engineering -—-Other-- - American Payroll Association = B
GRADE Grade School --Other-- - American Payroll Association - ]
W ARCH Master of Architecture --Other-- - American Payroll Association - ]
NiA Hot Applicable --Other-- - American Payroll Association - 0
SAFECERT | Safety Certificate —Qther— - American Payroll Association = B
TECHCERT | Technical Certification --Other-- - American Payroll Association = ]

If education type is not in the system, please specify here:

This screen is used to view and update an Employee’s education information.

The Education information on file section displays degrees/diplomas that are currently set up in HR via the
Degrees Maintenance screen (standard Treeview path: HCM > File Maintenance > Degrees).

To create a request, enter the Effective Date. A comment is optional. To add a degree/diploma, search for it,
check its corresponding Select checkbox, select the Course, enter the Field of Study, select the Institution,
and fill out the Degree Years and Year Completed fields.

Degrees that are not in the system may be manually added by checking the Other education types in system
checkbox, then entering their details in the textbox with the caption, “If education type is not in the system,
please specify here”.
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The Degrees to be added will be displayed in the Education type to be added section. A new record with the
transaction number and current date will be created, and the Original record will not be available for editing.

I Employee Self Service

Transaction No Date Comments 4 pREv MExT ] 216-2017-02-06 ~
216 2017-02-06
Effective Date  2015-10-05 Comment | Deleted Changed Added

Request for change of education information
Education information on file

Code Description Course Field of Study Institution Degree Years Year Completed
Education type to be added:
B.ARCH. Bachelor of Architecture Bachelor Degree Engineering & Technology American Payroll Association 4 2006

Education type to be deleted:
Other education types in system

ELEC TRDE Electrical Trades --Other-- American Payroll Association
ENGINEER M Master of Engineering --Other—- American Payroll Association
GRADE Grade School —Other— American Payroll Association
M_ARCH Master of Architecture —-Other— American Payroll Association
WA Not Applicable --Other-- American Payroll Association
SAFECERT Safety Certificate —Other— American Payroll Association
TECHCERT Technical Certification —-QOther— American Payroll Association

If education type is not in the system, please specify here:

Attachment

S S S S

Ne Records Found

The Degrees to be deleted will be displayed in the Education type to be deleted section.
To delete a saved request, press the [Delete] button.
To submit the request, press the [Submit] button.

If the Education Auto Approve checkbox is checked in the Self Service Control Setup screen, the Change
Request will be automatically approved, and it will be displayed in the Auto Approved Request List screen with
a Submit Status of “A”. If the checkbox is not checked, the Degrees request will not be automatically approved,
and it will be displayed in the Personal Information Change Request Approval screen to be approved. It will
also be displayed in the Auto Approved Request List screen with a Submit Status of “S”.

Once approved, the degrees added will be displayed in the Education information on file section, and the
Original record will be editable again. The Original record will be updated with the changes that were
approved.

If the Change Request was rejected, the record with the same transaction number will be editable for further
changes.
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Memberships

Employee Self Service Save Submit Delete Cancel [} [] fiy Logout
Transaction No Date Comments © FRew wExT (¥ Qriginal -
Effective Date [y Comment | Deleted  Changed | Added

Instructions:

How to make a change request for memberships
Request for change of memberships

Code Description Membership Type
Memberships on file [ select
Memberships to be added: [ select
Memberships to be deleted: [ select
Other memberships in system [ select
2107-CPA 2107-CPA --Select Membership Type— ~ ]
ALT-UNION ALT Union —-Select Membership Type— ~ ]
AMINARCHNY American Institute of Archit --Select Membership Type— ~ ]
APA-O1 American Payroll Association --Select Membership Type-—- ~ ]
APED Assoc. of Prof. Eng. Ontario --Select Membership Type-—- ~ ]
CPa Canadian Payroll Association --Select Membership Type-- ~ ]
CPADS Canadian Payroll Association --Select Membership Type— ~ 0
ASOFSADF fedfasdfasdfasdi --Select Membership Type— ~ =]
2 IBEW Local 21 --Select Membership Type—- ~ ]
08072014.C Org.Detail --Select Membership Type-—- ~ ]
PENGASS0 Professional Engineers Assoc --Select Membership Type-—- ~ ]
SHRM Society of Human Recources --Select Membership Type—- ~ ]
TEST1234 Validation --Select Membership Type— ~ ]
08072014 Validation against Memberships --Select Membership Type— ~ a

'If membership types are not in the system, please specify here:

This screen is used to view and update an Employee’s Membership information.
The Memberships on file section displays memberships that are currently set up in HR.

To create a request, enter the Effective Date. A comment is optional. To add a membership, find it, select its
Membership Type and check its corresponding Select checkbox.

Memberships that are not in the system may be manually added by checking the Other memberships in
system checkbox, then entering their details in the textbox with the caption, “If membership types are not in
the system, please specify here”. When done, press the [Save] button.
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Employee Self Service

D [E) iy Legout

Save Submit Delete Cancel

Transaction No Date Comments <l PRV nExT (v 218-2017-02-06 +
218 2017-02-08
Effective Date 060216 [529 Comment | Deleted Changed Added
Instructions:
How to make a change request for memberships
Request for change of memberships
Code Description Membership Type
Memberships on file [ select
Memberships to be added: [ select
SHRM Society of Human Recources Full Member -
Memberships to be deleted: [ select
Other memberships in system [ select
2107-CPA 2107-CPA --Select Membership Type-—- ]
ALT-UNION ALT Union --Select Membership Type-—- ]
AMINARCHNY American Institute of Archit, --Select Membership Type-- ~ ]
APA-D American Payroll Association —Select Membership Type—- ~ ]
APEO Assoc. of Prof. Eng. Ontario --Select Membership Type— * |
CPA Canadian Payroll Association --Select Membership Type-—- ] =
CPAOS Canadian Payroll Association --Select Membership Type-- - ]
ASDFSADF fedfasdfasdfasdf —-Select Membership Type-—- - ]
21 IBEW Local 21 —Select Membership Type—- ~ ]
08072014.C Org.Detail --Select Membership Type-- ~ ]
PENGASSO Professional Engineers Assoc --Select Membership Type-—- ]
TEST1234 Validation --Select Membership Type-- ~ ]
08072014 ‘Validation against Memberships —Select Membership Type—- ~ ]
If membership types are not in the system, please specify here:
Attachment
e e e [ e ]
No Records Found

The Memberships to be added will be displayed in the Memberships to be added section. A new record with
the transaction number and current date will be created, and the Original record will not be available for editing.
The memberships to be deleted will be displayed in the Memberships to be deleted section.

To delete a saved request, press the [Delete] button.
To submit the request, press the [Submit] button.

If the Membership Auto Approve checkbox is checked in the Self Service Control Setup screen, the
Memberships request will automatically be approved, and it will be displayed in the Auto Approved Request
List screen with a Submit Status of “A”. If the checkbox is not checked, the Memberships request will not be
automatically approved, and will be displayed in the Personal Information Change Request Approval screen to
be approved. It will also be displayed in the Auto Approved Request List screen with a Submit Status of “S”.

Once approved, the Memberships added will be displayed in the Memberships on file section, and the Original
record will be editable again. The Original record will be updated with the changes that were approved. The
memberships will be updated in HR in the Personnel -> Memberships screen also.

If the Change Request was rejected, the record with the same transaction number will be editable for further
changes.
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Interim Evaluation

hE

EMpIloyee Seir service

View Notable Incidents | Back To Log

E1E]

Sear

Employee Self Service

ch [e)

=) Employee Self Service

{2 Personal information
[ Profi nformation
[ HR nformation
[ W4 Information
(3 Tdt Information
] Emergeney Conlacts
1] skis
[ Ceriification and Licenses
[ Degrees
[} Memberships
£ nterim Evaluation
[ BIWCIWICSATS
[ SWCWK-SAL3.
(2 Annual Evalution
[ ] Discipine History
{5 Payment Administration
[ Open Enroliment
] Request and Review Vacation Balan:
] Pay Stub Printing
(] oirect Depostt Accounts
[ Year End Summary
{2 Corporate Learning
[ Class Enrolment
(1] Traiing Nomination
[ Traiing Request
{5 Recruting
(1) Enter Requistion
[] Review Requistion Activty
() Review Appicants
[ Applicant Self Service
£ Corporate Information
[ Forms Request
() Securty
() Manager Self Service

Performance Pian Period: | Monthly Plan(2012-01-01~2013-01

Job Classification Architect

Performance Standards for
Architect
(2012-01-01 to 2013-01-01)

Agreed Performance Plan and Objectives for
Suzette Watson
(2012-01-01 to 2013-01-01)

Overall Evaluation for Learning and Growth

Individual Development

Pursues individual growth and developmental opportunities, including internal and external development and | Created for testing purposes.
formal and informal training and strives to become more professionally competent

Created for testing purposes only.

Team Leadership

Actively leads, coaches, mentors, and encourages team and other internal staff members in positive ways. |Put in place some on-going team buiding social activities that will encourage
‘Willngly shares knowledge and experience and provides frequent, postive, constructive, and accurate | discourse between shifts and depariments.

feedback. Follows the performance management process to set goals and expectations, review

performance, and provide appropriate developmental guidance.

Created for testing purposes only.

Overall Evaluation for Learning and Growth

Not i t* Effective

Highly Effective Outstanding

for D

Functional and Analytical Expertise

Consistently utiizes skils, processes and analytical and problem solving methods that are accepted by the profession and
function to produce high-quaity resuts.

Greated for testing purposes only.

Overall Skills

Crested for testing purposes.

Overall Evaluation for Demonstrated Professional Skills

Not i

Effective Highly Effective Outstanding

Employee

Review date: | Select previous evaluation —| |

Suzette Watson

Observations and Evaluations

Wanager

30 Weight

50 Weight

Overall Performance Rating for. Suzefte Watson

This screen is used by employees to review their Interim evaluations by their managers.

The system will default to the latest created review, and previous reviews are also available.

Interim Evaluations allow managers to enter observations/notes against each section of an employee’s
performance plan, and to rate the performance in each category. For managers, Interim Evaluations are created
in the HCM module, using the Interim Evaluations screen (standard Treeview path: HCM > Performance

Management > Interim Evaluations). For details, please refer to the HCM user guide.

There is an option to open [View Notable Incidents] for employees review. For details, please refer to the

H

CM user guide.

Annual Evaluation

X

Employee Self Service

View Notable Incidents || Back To Log

= Employee Self Service
Search )]
£ Employee Self Service

(5 Personal Information
[ Profile Information
L] HR nformation
[ W-& information
[ Td1 Information
] Emergency Contacts
L] skils
[ Certification and Licenses
] Degrees.
L] Memberships
() Interim Evaluation
(£ Annual Evalution
[] SWCWK-SAL3
[ Discipine History
) Payment Administration
[ Open Enroliment
] Request and Review Vacation Balan:
L Pay Stub Printing
[1] Dirsct Deposit Accounts
[ YearEnd Summary
{5 Corporate Leaming
[ Ciass Enrolment
(1] Training Nomination
[ Training Request
{5 Recruting
() Enter Requistion
[ Review Requisiion Activity
(1) Review Applcants.
) Applicant Self Service
£ Corporate Information
[ Forms Request
() Securty
(1) Manager Self Service

Job Classification Architect

Agreed Performance Plan and Objectives for
Suzette Watson
(2012-01-01 to 2013-01-01)

Performance Standards for

Architect

Learning and Growth
Individual Development

, including internal and external development and

P and Created for testing purposes.
formal and informal training and strives to bacome mors professionally compatent. Created for testing purposes.

Team Leadership
Actively leads, coaches, mentors, and encourages team and other internal sta ff members in positive ways.
Wilngly shares knowledge and experience and provides frequent, positive, consiructive, and accurate

feedback. Folows the performance management process to set goals and expectations, review performance,
and provide appropriate developmental guidance. Created for testing purposes only.

Put in place some on-geing team building socil activities that wil
encourage discourse between shifts and depariments.

Overall Evaluation for Learning and Growth

Not Qutstan

Highly Effective

Demonstrated Professional Skills

Functional and Analytical Expertise
Consistently utiizes skils, processes and analytical and problem solving methods that are accepted by the profession and
function to produce high-qualty resuts. Created for testing purposes only.

Craated for testing purposes.

Overall Evaluation for Demonstrated Professional Skills

Not ment = Effective Highly Effective Outstanding

" Needs Imj

Performance Ratings in previous reviews for: Suzette Watson

Employee  Suzetie Walson

View previous pin: [ Vearly Pan(2012-01-01-2013.01-31) [+ ]

Observations and Evaluations

Manager

30 Weight

50 Weight

| 20130123

This screen is used by employees to review their Annual Evaluations, and to review Notable Incidents.
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This screen defaults to the latest created review, and previous ones can also be viewed through this screen.

Annual evaluations have been designed to be pre-populated with all the items from the interim evaluations that
were flagged to be carried forward to the Final Evaluation. Annual Evaluations allow the manager to enter
additional observations/notes against each section of the employee’s performance plan, and to rate the
performance in each category, between *Outstanding’ and ‘Unacceptable’. Additionally, revision to the values

carried forward from the Interim Evaluations may also be made.

For further details about Annual Evaluations, please refer to the HCM user guide.

Discipline History

tﬁ Employee Self Service

CEE]

Employee Self Service =

Amands Nafthews's Profile

Home

Discipline History.

Transaction o Performed Date.

- ] Type Acton Handled By Eifecie Date Staius
G8Deci2010 irtien SUSENP2 08Decr2010 Submited
=129 Employee Self Service 12 08Deci2010 Verbal Sent Home Wiithout Pay Sh-ENP1 07Decr2010 Submited
2 Personal nformation 7 Verbal 10Mov72010 Submited
[ Profile informatien 8 19/Movi2010 Writen Sent Home Without Pay. 19Movi2010 Submitted
SELY 18 04/Dec2010 Verbal Sent Home Without Pay SU-EMPD1 02/Decr2010 Employee Signed
Qw4
0 Tat
{3 Emergency Contacts Discipline Details

0 skils

(] Certiication and Licenses
Degr

Effective Date

191110 2
WWhat | consider to be insubordination

Problem Description

() Manager Seif Service

Handled By
Performed Date [191110 2]

[Sent home___no pay Tor the next 3 years, then wellses what happens

Employe

I By signing this notice, | am acknowledging that | have been counseled about my

and informed of

Ciose Date 2

if improvements are not made.

This screen is used by employees to view current and past Disciplinary notices. The Discipline History is the

JSP version of Discipline Tracking in HR Forms.

Managers create Disciplinary records via the Employee Discipline History screen of the HCM module (standard
Treeview path: HCM > Performance Management > Employee Discipline History). These records are created
in draft form, which are not available to anyone. Once the manager submits the record, the employee will be
able to see it in the Discipline History screen of the Employee Self Service system. The manager can also send
a predefined email to the employee that will inform him/her of the Disciplinary Action, and it will contain the

URL to the ESS system.
Q!‘J =] a ¥ |5
i)
- Message
¥ ¥ : = »
| X x ) S 3 — Safe Lists ~
3 ST iy A & =l O
Reply Reply Forward || Delete Moveto Create Other Block ot Jun Categorize Follow Mark as
to All Folder~ Rule Actions - || Sender - Up~ Unread
Respond Actions Junk E-mail (F] Options ]
From: stephanie.bromfield @cmic.ca
To: Stephanie Bromfield
Cc
Subject: Disciplinary Action Notice

Disciplinary Action Notice - Message (Plain Text)

#4 Find

3 Related ~

by Select ~
Find

A disciplinary action has been taken, for detail
http://testviB.cmic.ca:7785/5dMenu/?appCode=55E

information please click the

following link to log on to employee self service.

The employee will be able to open the item in ESS, and add their own comments, as well as add their electronic

signature to indicate that they have seen the document.

18 - Personal Information
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Payment Administration

Open Enrollment

Open Enrollment allows employees to make benefit/deduction elections from the benefit package offered by
their company. The plans and options that they are eligible for and elected in are displayed for the employee to
make their selections. During a fixed period range, Open Enrollment allows the employee to elect the
benefit/deduction plans and options in which they would like to participate. Once submitted, the requests are
made available in the Open Enrollment Approval screen for approval and the Payroll/HR modules are updated
accordingly. Qualifying Events and Dependent requests also require approval.

Welcome to CMIC Open Enroliment

Open Enrollment is 08/01/2010 through 12/31/2010.
During this period, you have the opportunity to make your 2011 benefit elections.

Ed Knight Enroliment

Status Start Date End Date Days Left Description Action

Pending 2010-08-01 2010-12-31 57 General Enroll Mow

Enrolment Links
Add Dependent

Qualifying Event
Report/Review Qualifying Event

Dependent Enroliment

Current Cost

Employee Amount 54038 Employer Amount $80.76 Total Cost $40.38

The employee can enroll in different benefit plans/options, or make changes to existing plans/options after
clicking on the Enroll Now link to enroll. The link is displayed only one period at a time. The Period Start and
End Date for “General” periods (not Qualifying Events) are determined by the period dates set up in the Open
Enrollment Period Setup screen.

Enrolling

Motes Cument Comparison I Submit Changes
Benefits Enroliment

Enroliment Status Benefit Description Current Plan Option Effective Date Emplopee Amount Employer Amount  Total Amount

Electea Last Year 401K Emgioyer latch SNGLE 01112008 515 4615 %23 Change I
Electad Last Year Living Expeaises Single T-FREE 120172008 0 TE.82 7652 Change |
Not Enroled 401K No Coversge DI2008 Change I
Not Enrclied Dentad No Covernge 0am 12008 Change |
Mot Enroled Gamishment No Coverage 01082008 Change I
Mot Enrcled Living Expenses No Coversge 1212008 Change I
Not Enroled Vehicle Alowance No Coversge DIm2008 Change I
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The Allow Open Enrollment checkbox in the Master Benefit/Deduction screen in HR determines which
benefits/deductions are visible in Open Enrollment.

Eligible and elected benefits/deductions are listed here. The Employee Amount is the actual amount the
employee pays on deductions. The Employer Amount is the amount the employer pays, i.e. the employer
contribution of a deduction, a cash or non-cash benefit.

To change the election press the [Change] button beside the benefit/deduction and select the new coverage.

,a"_'.; Change Benefit Option - Windows Internet Explore o ] ||

Benefit Plan Options For: Living Expenses

Plan De=cription | Plan Option | Employee Amount | Employer Amount | Total Amnuntlﬂelectl

Single T-FREE 0 76.92 7682
Famiy T-FREE 0 92.31 9z2.31 (o)
No Coverage 0 0 I

Savel Cancel |

The plans/options for the particular benefit are displayed in a pop-up screen for selection. When done, press the
[Save] button.

Notes may be added to the Benefit Enrollment record.

1.__(_;'Eligihle Benefit - Windows Inl _ ||:||5|

Addl Savel Closel

Date Author Note | |
2010-09-10 Hazel Patton | Changes to benefit elections Edit

To enter or view notes, press the [Notes] button. To add a note, press the [Add] button, and enter the note.
When done, press [Save]. To edit the note, click on the Edit link.

To compare the current enrollment with the new request press the [Current Comparison] button.
=1E1X]

Submitl Close |

Coverage Comparision

Current Enrollment Requested Changes
Benefit . Effective Employee Employer Total Benefit . Effective Employee Employer Total
Description Enrolled Plan  Option Date Amount Amount Amount | Description Enrolled Plan  Option Date Amount Amount Amount
=0T Single T-FREE 12/31/2008 0 7682 7692 | H¥ng Family T-FREE 12/31/2008 0 9231 9231
Expenses Expenses

The current enrollment and the requested changes are displayed for the employee to review.

To submit the changes press the [Submit] button. To submit the changes without reviewing the comparison,
press the [Submit Changes] button.
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Confirmation Statement | Open Enroliment

Fvent Date:08/01/2010 | Enroliment Dieadine: 09/14/2010 | Days Left: 44 Confirmation Number: 4343
Confirmed on: 09/10/2010 00:09 AM EDT

[This screen confirms the coverage you will receive as a result of this event. If you do not change your elections, this coverage willremain in effect. You may refer to the Confirmation Number for future inquiries, if necessary

IPiease print and retain this information for your records.

IReminder:/f you haven't vet made new beneft elections as a result of this event (or if you want to change the elections you just make), you have unti the enroliment deadiine to do so. Afier the enrollment deadiine, you will not be able to make changes unti the next Open Enroliment
Iperiod, unless you experience another Qualified Life Event

(1f you need to make any corrections, return to the "lake Coverage Elections” step before the enrolment deadiine.)

Coverage Overview

Enroliment Status Benefit Description Enrolled Plan Option Effective Date. Amount Employee Amount Total Amount

Changed Living Expenses. Family T-FREE 1213112008 0 9231 9231

Total [ 9231 9231

I I have read the above statement

A confirmation is displayed with a [Sign] button for signing the confirmation. Once submitted, the Status of the
benefit enrollment line in the Welcome to Open Enrollment screen is changed from Pending to Submitted. The
Enroll Now link is changed to Review Changes, and the employee may click on this link to review the changes
made. The request will be available to the approver to approve in the Open Enrollment Approval screen.

If the request is rejected, the link for the Action in the Welcome to Open Enrollment screen gets updated to
“Make More Changes”, and the employee can click on this link to make further changes and re-submit for
approval.

Add Dependent

| Effective Date | 02/15/2011 ﬁ CDrrI'nentI

40 Plum Road

Chicago

40 Plum Road

United States of America ~

Dependents may be added/removed from the employee by pressing the Add Dependent link.
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To make a dependent request, enter an Effective Date. A comment is optional.

To add dependents, press the blue Add icon =k at the bottom-right of the current record, and enter the details for
the Dependents. The First Name, Last Name, Date of Birth, SSN and Relation are required fields. Enter the
details and save. To drop a dependent, check the Delete this record checkbox and hit [Save].

To submit the changes, press the [Submit] button. The status will be changed to Submitted, and the request
will be available in the Dependent Approval screen for the approver to approve.

Once approved, the status in Add Dependent will be changed to Approved. Once approved, the Current record
is available for editing again.

Report/Review Qualifying Event

Employee Self Service

Select Event

~Selected Past Qualifying Event— [+ |

Qualifying Event

Event”| Child Birth
child birth]|

Description

PProfile Change Confirmation Number | —Select Profile Change Confirmation Number— [

Dependent Information

Event Date™ (%

.. r|'||I'_'_'i|.|.ﬁ-

A Qualifying Event is a change in status such as marriage, birth of a child, etc. that requires reporting, and
changes to the benefit/deduction election. The period range for the qualifying event is determined by the
number of days specified in Qualified Event Days in the Open Enrollment Control Setup screen.

Select the Event from the drop-down list and enter an Effective Date (Events are setup in the Qualify Event
Setup screen). Select the Profile Change Confirmation Number and/or Dependent Change Confirmation

Number if required.

To enter a note, press the [Notes] button. To add the note, press the [Add] button. When done, press the

[Save] button.

To add an attachment, press the [Attachments] button.

To save the Qualifying Event, press the [Save] button. To submit the changes, press the [Submit] button, and
the request will be displayed in the Qualifying Event Approval screen for approval. Once approved, the
qualifying event will be displayed in the Open Enrollment screen, if the period range is current.

Dependent Enrollment

Dependent Enrollment

Submit I Notes | Back |

2 Expand All First Name Last Name Relation Date of Birth

=] Masoen Richard Child 2000-05-05
Description Plan Effective Date

|v Dental BCBS 2008-06-20 Change Coverage

= Maszon Myrna Child 2002-06-02
Deszcription Plan Effective Date

[v Dental BCHS 2008-06-20 Change Coverage
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Dependents can be enrolled in benefits/deductions by checking the dependent to be enrolled, and pressing the
[Submit] button for approval. The blue Add icon = beside the benefit/deduction allows the user to see the
details.

Notes may be entered by using the [Notes] button.

Request and Review Vacation Balances

Ll’ EmMpioyee Seir service f{ ViewiCreate Vacation Requsst
kg Employee Seif Service . View Vacation Balance
Search ] Company Sheppard Constructions Inc Employee Jane Austin o ey ety 2013
13 Employee Self Service Code Description Eigibe Days Carried Forward Days Accrued Days Used Days. Remaining Days CF Expre Date CF Lost Days Action -
23 Personal nformation PERS Personal Days 0 0 0 0 0

[ Profi Information PO Paid Time Off 18 0 0 0 0 0

[ HR information SIcK Sick Leave 7 0 0 0 0 0

(] W4 Information LY Unpaid Leave 0 ¢ ° ¢ !

L] Tdt Information VAC Vacation 10 0 0 0 0 0 Create Request

[} Emergency Contacts

0 skis

{1 Certficaion and Licenses.

[ Degrees

[] Memberships
(] Interim Evaluation
() Annual Evalution
[] Discipline History
(23 Payment Administration
[] Open Enrolment
[ Reguest and Heview Vacafion Balan
] Pay Stub Printing
[] Direct Depost Accounts.
(] Vear End Summary
{23 Corporate Learning
i-( Class Enrolment
3] Training Nomination
+.[]] Training Request
{3 Recruting
) Enter Requisiton
[] Review Requistion Activity
() Review Applicants.
[} Appiicant Self Service
{9 Corporate Iformation
[1] Forms Request
() Security
() Manager Self Service

This screen is used by employees to view their vacation balances, and to request vacations/unpaid leaves, and
paid time off. There are options to view vacation uses and balances for current and previous years.

When users click the [Drop Down Menu] in the year field, or [Prev/Next] arrow that are located next to the
year field, he can chooses to see vacation balances for this specific year.

In order to request VVacation, employees click [View/Create Vacation Request] in the right top corner of the
screen. New screen opens.

Lw Employee Self Service — [ Creaie Reguest ]| Back
k3 Employee Self Service B Seq. No. Start Date End Date. Working Days. Code Description Note. status Delate: -+
cearch & o Records Found

E1) Employee Self Service
{2 Personal information

] ProfiieInformation

-[] HR Information

[] W4 Information

L] Td1 nformation

[] Emergency Contacts

-] stils,

L] Certfication and Licenses

L] Degrees

-[] Memberships

() Interim Evaluation

(2 Annual Evalution

-[1] Discipine History

5 Payment Administration

] Open Enrolment

] Request and Review Vacation Balan
] Pay Stub Printing

] Direct Depost Accounts

] Year End Summary
5 Corporate Learning
] Class Enroliment
L] Training Nomingtion
-] Training Request
(9 Recruting
() Enter Requistion
[ Review Requistion Activty
(] Review Applicants
L] Applicant Self Service
) Corporats Information
-] Forms Request
() Securiy
(2 Wanager Self Service

Then Click [Create Request].
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vice

EDED
Start Date™ ﬂ End Date™ ﬂ Working Days f
Leave Code™ o
-
Note il
Seq. No. Start Date End Date Working Days Code Description Note Status Delete
No Records Found

First, user enters [Start Date] and [End Date] for vacation. Second, user clicks on [Leave Code] drop down
menu and chooses the appropriate Leave code. It is optional whether to enter the note or not.

Then click [Submit].

Farnaz Haraj's Profile Home Logo

vice (o) o o
Start Date” 020413 = End Date” |020513 = Working Days [2

— [ Leave Code™ -]
25 [ m
& Employee Leave Code List - Windows Internet Expl.. . =

Note p P — N

@& hitp://qedvi0.cmic.caT785/cmicptfvl0x/PyLov/showPyempleavele B b

Seq. o Start Date — Description Note: Status Delete

1-10f1 v Next Set >>
Code Description -

VAC Vacation |

The next screen that opens shows user Sequence Number of vacation request, with all details and the status of
the request. This request will be sent to the HR department for approve.

sice

Seq. No. Start Date End Date Working Days Code Description Note Status. Delete -
7 020472013 02/05/2013 2 VAC Vacation Please approve my vacation Submitted
After a Vacation Request is approved, its status is set to “Approved”.
fice Create Request
Seg. No Start Date End Date Working Days. Code Description Note Sfatus Delete 4

7 Q04013 st VAL Vacation P'*“””i’ﬁ”g:g‘: Approved
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Pay Stub Printing

vice Pt Back

| Date Comments 1) PREV MEXT (¥
2010-09-27 ~ 2010-10-03 Total Net Pay : $818.27
Pay Stub Details for Employee : Patton,Hazel Year: 2010 Period: 40 Company: SSConstruction Company
Company SSConstruction Company
Employee Patton, Hazel Pay Period: Sep-27-2010 To Oct-03-2010
Employee Number SS-WK-SAL40
Description Tran Type Hours. Pay Amount Adjustment Net Pay Description Tran Type Deduction Amount Adjustment Net Deduction
Normal Hours. BW 40 $1,538.46 $0 $1538.46 401K DE -$261.54 S0 -5$261.54
City Tax s -34148 S0 54148
SDEE ™ -506 S0 -506
Fed / FIT ™ -$22824 S0 -522224
Med FICA EE ™ -822.3 S0 5223
SS FICA EE ™ -$95.38 S0 -$95.38
State Tax s -570.65 S0 -5T0.65
Gross Hours Gross Pay Amount Gross Pay Amount Adjustment Gross Net Pay | Gross Deduction Amount Gross Deduction Adjustment Amount Gross Net Deduction |
40.00 $1533.45 $.00 $1533.45 -57T20.19 5.00 -§720.19
Total Net Pay |
$818.27

This screen is used by employees to view or print their Pay Stubs. The employee may select a Pay Stub from
the drop-down list at the top of the screen. To print it, the [Print] button is used.

Direct Deposit Accounts

Employee Self Service Save Submit Cancel [} () fly Logout

Direct Deposits and Checks Accounts

e B S B

Mo Records Found

Transaction llo Date Comments 4 Frev WeT [ Current v

Instructions:

How to make a change request for direct deposit

Effective Date [:’29 Comment

+

This screen is used by employees to enter or update their direct deposit account details.

To make changes, first enter the [Effective Date], then click the blue Add icon <.

Employee Self Service Save Submit Cancel [} [E) fly Logout

Direct Deposits and Checks Accounts

N S R R R e

Mo Records Found

Transaction No Date Comments 4 PREV NEXT (¥ Current v

Instructions:

How to make a char

ge reguest for direc

Effective Date | 020217 [ Comment
5 X Type Direct Deposit El Percentage 60 EBank Code™ AMEGY | AMEGY BANK A Branch Code MAIN | AMEGY-Main A EBank Account Number ™ 87868687675
X Type Direct Deposit E| Percentage 40 Bark CodeBOH  |Bank of Hawsii L Branch Code MAIN |Bark of Hawaii - Main| & | Bark Account Number | 45455618834

+

Then, fill out the mandatory fields: Type, Percentage, Bank Code, Branch Code and Bank Account
Number.

Once finished, click [Submit] to submit the changes for approval.

By clicking the blue Add icon =k, user can enter more direct deposit accounts, but the total of their Percentage
fields must equal 100.
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NOTE: If one or more direct deposit accounts are on file, with their Percentage fields equaling 100, adding an

account will overwrite the old account details with the new account details.

Year End Summary

tﬁ ? Employee Self Service

Amangs Watihews's Profle Home Loat

2010 o
B Employee Self Service

) Persanal normaton

2 5 Payment Adninisiraton

1 T opencaroiment

| -1 Request and Review Vacation Balanc

i - Pay stub Printng

[] W2 TesReissue Request

| -] Drect Deposit Accounts

{3 YearEnd Summary

#(2) Corporate Learning

O Recruing

() corporate nformaton

(3 Securiy

® ) Manager Self Service:

[

Deduction

40

[

Dental

1200

[

0

0

0

0

ESiE] Employee Seff Service - [ ear| Column Name | Amount | Column Nare | Amount| Column Name | Amount | Column Name | Amount | Column ame | Amount] Colurn Name | Amount | Colamn Name | Amount| Column Name| Ameunt| Column Name | Amount | Column Name | Amount Column Name | Amount | Column Name
Search Joo]  [2008 Bsscwrages visese 0 0 0 0 0 0 0 0 0 0

[}

This screen shows a list of the information defined under the ‘Self Service Year End Summary’ definition of
W2 Mapping (Forms version), for all years that the employee has worked, except for the current payroll year.
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Corporate Learning

Class Enrollment

Class Enrollment v [¥ (O €y Looout

Assigned Classes

SAFETYCLAS Basic Safety Company Safety Training Safety 10002 091412013 Applied Mike Fern x

This screen allows employees to enroll themselves in different classes.
Use the [Add New] button to select a class from a list of classes not yet taken.

This displays a multi select list of values, when the required classes have been selected use the [Update]
button to enroll into the selected classes.

Training Nomination

Suzette Watson's Profle Home Logo
Training Nominations

z Emplayoe Scif Service a Classes Show Employees
P Class Code Class Name. Course Name Module Name Start Date Completion Date Location
Search 123456 Basic Computer Skils. 10/AU072011 Classroom 101
57 Employee Self Service ZZSAFETY Basic Safety Company Safety Training Basic Safety 17iAug2011 18/Aug2011 Training 1
{25 Personal Information focl=] ‘CPR 01 module introduction CPR for employees CPRO1-100 04Febi2013 05Febi2013
[ Profie information CLASST Introduction to PIA Project Manager Training Introduction to P 24iAug2011 07uni2011 Head Office - Traiing Room 100
-] HR information 1234 Introduction to PIA Project Manager Traiing Introduction to P 03Decrz012 07/Decrz012 Head Office - Training Room 100
~{ W-4 Information s -cL 1S Office 1S Office WS Office: 3UAUg2011 220uni2011
[ Ta1 Information DEC2012 WS Office WS Office WS Office 11Deci2012 11Deci2012 cmic
[ Emergency Contacts 15005 1S Office 1S Office 1S Office 24802013 2502013
1] skis
L] Ceriification and Licenses
L] Degrees

] Memberships.
1) Interim Evaluation
-{) Annual Evalution
-] Discipline History
{2 Payment Administration
[] Open Enrolment
[] Request and Revisw Vacation Balani

]

(] Pay Stub Printing Employee Details New
| -2/T#s Reissue Request Code Name Delete.
|1 pirect Deposit Accounts LGT-WK-5AL4. Anna Bronson X
) YearEnd Summary LG-TEST-001 001 Test x
{2 Corporate Learning LG-TEST-001 001 Test x

-[] Class Enroliment
-[ ] Training Nomination

-] Training Request

[] Review Training History
{2 Recruting

1) Enter Requisition

L] Review Requisiion Activy
1) Review Applicants

] Internal Job Fosting

] Applicant Self Service
{5 Corporate Information
-] Forms Request -
[] Company Events
1 Security

This program allows user of the ESS module to nominate employees to different classes within Courses and
Modules.

(1) When user clicks [Show Classes] in the right-top corner of the screen the list of classes is displayed. By
clicking on the class code, user can see the list of employees that were nominated for this class.
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On this screen, users can nominate new employees for a class by clicking [New], or delete the employee from
the class by clicking on [X] in the Employee Details section.

(11) When user clicks [Show Employees] in the right-top corner of the screen, the list of employees is
displayed. When users click on an Employee Code, the details of the class nominated for the employee can be
seen in the lower section of the screen.

t@yﬁaining Nominations

Suzefte Watson's Profie Home Logout

Ed Employee Self Service - Employees Show Classes -
Code Employee Name E
Search PYMI-WK-001 001 Hourly PYWK
(13 Employee Self Service FYIN-001 001 SALARY FYHN
£ Personal Information LG-TEST-001 001 Test
[ Profle Information CCCWK-HRS Abraham John
L] HR information QA-WK-HR Abraham Jonathan
-[] W4 nformation : Adrien Moss.
-4 Tt Information WC-Wi Agnes Richardson
(3 Emergency Contacts SWC-BW-SALE AliPeterson
1] swe LG1-WK-SALS /Anna Bronson
[ Certfication and Licenses SHEBILEALTT “Arthony Mark
. j ai?“':z;mps 1044217 Antonio Banderas
1044217 Antonio Banderas
() Interim Evaluation
) Annus! Evaioon 123123 Apiicant Apicant
73 Disciplne History SWCWKHR1S Arthur Blair
{23 Payment Adminitration SWC-WK-HRS - ASH Ashley Simeon
] Open Enrolment | JD00-SALTEST Bamey Stnsan
[ Request and Review Vacation Balan | ALT-WK-BRIGGS. Barry Briggs. %
-[1] Pay Stub Printing Class Details —P tew | -
[ W2 T4's Reissue Request Class Code Class Name Course Name Hodule Name: Nomination Date Start Date. Completion Date. Location Dekete
] Direct Deposit Accounts DEC2012 1S Office 1S Office 1S Office 10Dec2012 11/Dec2012 11/Dec2012 cmic x

[} Year End Summary
5 Corporate Leaming

Class Enroliment
C % Training Nomination
[ Training Request
-[] Review Training History
{9 Recruting
() Enter Requisiton
L] Review Requistion Activity
) Review Applcants.
-[] internal Job Posting
13 Applicant Self Service
£ Corporate nformation
[] Forms Request
-[ Company Events

) Securitv
« m '

On this screen, users can nominate new employees for a class by clicking [New], or delete employee from the
class by clicking on [X] in the Employee Details section.

Employees Show Classes
Code Employee Hame.
PYNJ-WK-001 001 Hourly PYWK
FYNN-001 001 SALARY PYMN
LG-TEST-001 001 Test
CCC-WK-HR3 Abraham John
QA-WK-HR1 Abraham Jonathan
QAT-WK-MOSE Adrian Mess.
SWC-WK-HR4 Agnes Richardson
SWC-BW-SALE P Al Peterson -
ECEmESArY (2 Select Courses - Windows Internet Explorer S | B it
SWC-BW-SALT1
1084217 [ @ hitpy//testhil0.cmic.caiT785/cmictestl0/HrTrainhomination/showintirainingLov.olovType=CoursesBuwcParaml =SWC-WK-HR¢ H
1044217
123123 i
SWC-WK-HR18 Code Course Module Class Start Date Completion Date Location Select
SWC-WKHRS - ASH 123456 Basic Computer Skils 101402011 Classroom 101 ]
JDOO-SAL-TEST
ALT-WK-BRIGGS CPR_FEB CPR for employees CPR01-100 CPR 01 module intraduction 04/Febi2013 05/Febi2013 E
Hew
Class Code [l i fgtion Date Location Delete

List of available classes is displayed in the popup. Use the Select checkbox to select a class, then click [Save].
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Training Request

Suzefte Watson's Profie Home Logout

Transaction No Date Comments @ prew next (¢ Original »
Employee Seff S
B Employee Self Service Effective Date | comment B Dektes Changed Added

29 Personal formation
[} Profile Information
-] HR information
- W4 Information SRIE EEEUE

[] Td1 Information Request for enrolling training classes

Instructions:

] ES r:“alsrgency Contacts Code Description Start Date Complete Date Apply Date Sl
13 Certfcation and Licenses Enrolled/Completed training classes: Bl
(] Dearees Classes applied: D seen

[] Membershins
() Interim Evaluation
{3 Annual Evalution Other trainings classes available: [ select

Classes to withdraw: [ select

Jgﬂy?ﬂ’z:'fx‘mﬂ;:m DEC20T2 s offiee |2012-12-11 09:00:00.0 [2012-12-11 | | e I
"3 Open Enrolment = | [fmsoos 115 Office 2013-01-24 01:00:00.0 20130125 5]
j :"“35‘::“ :“"“W Vacation Balani | 145 19 145 Office 2011-08-31 09:00:00.0 2011-06-22 [l
ay Stub Printing 5
03 W.2 ma's Reissue Reuest 1224 ntroduction o P 2012-12-02 03:00:00.0 20121207 [&]
+{] Direct Deposit Accounts. cLAsSt Introduction to PM 2011-08-24 03:00:00.0 2011-08-07 [
[} YearEnd Sunmary g
& Corporate Learning 2z 3AFETY Basic Safely 20110817 09:00:00.0 [&]
[ ciass Enrolment cPR_FEB CPR 01 mociule introduction 2013.02-04 05:00:00.0 2013.02-05 &
. Nomination ¥
CEe 123455 Basic Computer Skils 20110810 09:00:00.0 &
T3 Review Traning fistory T training classes are not avaliable, please specify here:

£ Recruting
() Enter Requisiion
] Review Requisiion Activty
() Review Applicants
(] nternal Job Posting =
[ Applicant Self Service
£ Corporate Information
] Forms Request
(] Company Events

.0 Securite
< [ " =

This screen is used to request training, view enrolled classes, and to see classes completed in the past.

To enroll in a class, first enter an Effective Date, then select a class under the Other training classes available
section. Click [Submit] when finished, to submit the request for approval.
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Recruiting

Enter Requisition

Employee Self Service Create Requisition  Show Filter  Send To Spreadshest  Enter Query [} () £y Logout

Reguisitions

Requested By | Proposed Hire Date Hiring Office | Recruiter | Position Code
4 0000044557  25-Feb-2013  Electrician Sr BILLG 01-Mar-2013 Chief Estimator Filled New York  GB D000000E7S  Chief Estimator
4 0000044558 SOFTWARE DEVELOPMENT tauseef 24-5ep-2013 HR Manager Filled New York  Georoe  000DODOST2 ;E;‘;‘;‘f”"’“e"‘
4 0000044559 Non Skiled George Bai Filled 0000000658  11.62778
4 0000044560 Not Applicable George Bai ‘Goal Keeper Filled 0000000678 ‘Goal Keeper
4 0000044561 Carpenter Carpenter Filled 0000000679 Senior Carpenter
4 0000044562 Software Developer Imran Ahmed  01-Jan-2011 g:c:;;:‘;a 75,000.00 Pending 0000000880 Senior Java Developer
4 0000044563  01-Jul2015 Al Star Description Al Star Def Job Title Filled 0000000674 Al Star Position
4 44556 01-Jun-2007  RF New Kevin 15-Jun-2007 Exec VP Filled EXVP Executive Vice President
4 04-Sep-2006 18-5ep-2006 Closed WP First Vice President
L RRATTARARIN SOFTWARE DEVELOPMENT someone 24-8ep-2013 Test Job Title Active New York WPz Second Vice President
4 KLIK 05-5ep-2006  RF New 19-5ep-2006 Active PRESDENT  President
4 REQ2 Electrician ok 0000000887ttt

Progress

4 REQ-CEQ 12-0ct-2007  RF New g';‘;cf:"“”t”e Active Los Angeles cE0 CEO
4 REQ-SMGR 01-Mar-2008 Project Manager Linda 01-May-2008 Sales Manager Active New York SALE MGR Sales Manager
4 REQ1 RF New Active Los Angeles cio Chief Information Officer

Total (15 rows)
This page allows the user to enter a requisition to the HR department to start the hiring process for a new or
existing position.

The Hiring Requisitions page starts as a log, displaying all Requisitions. To edit an existing requisition, click
its ID link. To add a new Requisition, use the [Create Requisition] button.

When entering the requisition, the Requisition Name, Job Description and Responsibilities will default from the
Position selected. The Desired Attributes of the Requisition will default from the Job Classification. The
Requisition Name defaults from the Job Title of the Position. If the Position Name is entered before the Job
Classification, the associated Job Classification will be populated. The Hiring Office LOV provides a list of
Geographical Areas.

Requisitions Copy Requisiton ~ Add R n  Edit  Delete
Requisition ID 0000044557 Date 25-FEB-2013
Requested By BILL G Proposed Hire Date 01-MAR-2013
Job Classification Electrician Sr Status Filled
Position Mame Chief Estimator Type Addition B Replacement (1
Hiring Office NY New York Recruiter MNGR GB
Requisition Mame Chief Estimator Full Time B Part Time (] Temporary (]

Proposed Salary 0.00
Job Description Chief Estimator
Responsibilities Chief Estimator
Motes Chief Estimator

There are three required fields when entering a Requisition: Requisition 1D, Job Classification and Position
Name.

- The Requisition 1D must be unique; it can contain characters or numbers, with a maximum length
of 10.
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- Once the position is entered, the Requisition Name, Job Description and Responsibilities fields
will be updated to match the position’s definition.

- The Desired Attributes will default from the Job Classification.
Any of these defaulted fields may be changed, including the Desired Attributes.
Pre-Requisites:
Mandatory: Job Classification, Position Name, Requisition ID.

Optional: Hiring Actions, Skills, Education, Certification and Licenses, Training Courses and Modules,
Memberships and Organizations

Review Requisition Activity

Hr Requisition Activity [2 0D fy Logout
Requisitions
Requisition 1D/ Date Created On |z| Job Classification|
05-Sep-2006 19-Sep-2008 RF New Active
44556 01-Jun-2007 15-Jun-2007 RF New Filled
REQ-CEOQ 12-0ct-2007 RF New Active Los Angeles
REQ-SMGR 01-Mar-2008 01-May-2008 Project Manager Active New York
0000044557 25-Feb-2013 01-Mar-2013 Electrician Sr Filled New York
0000044563 01-Juk2015 All Star Description Filled
0000044558 24-5ep-2013 SOFTWARE DEVELOPMENT Filled New York
0000044561 Carpenter Filled
0000044555 Non Skilled Filled
REQ-2 Electrician Hiring In Progress
0000044562 01-Jan-2011 Software Developer Pending
PARNRANNNN] 24-Sep-2013 SOFTWARE DEVELOPMENT Active New York
REQ1 RF New Active Los Angeles
0000044580 Not Applicable Filled
Actions Add
Action Name Cost Amount CG Status Notes Action Date From Date To Date Action taken by Delets
Requisition Is Active 0.00 COMPLETED Requisition Is Active 20-Jun-2014 George Bai x
Requisition Is Filled 0.00 COMPLETED Requisition is filed. Applicant has been hired 16-Jan-2013 HR b4
Reguisition Created COMPLETED Reguisition Created 26-Mar-2008 HR x

This screen is both an entry and a query screen, and when it first opens, it displays all requisitions. It is used to
review the actions taken on one or more requisitions, it allows for the updating of existing actions taken, and it
allows the entry of new actions taken.

[Search] — Button

Hr Requisition Activity [ (2 fy Logout
Requisitions
Requisition ID) Date Created On : Ezg Job Classification ,“ Search
Requisition ID Requisition Date Proposed Hire Date Description S5 5 Hiring Office
KLIK 05-5ep-2006 19-5ep-2006 RF New Active
44556 01-Jun-2007 15-Jun-2007 RF New Filled

To search for Requisitions, use the [Search] button search against the Requisition ID, Date Created and Job
Classification fields.

Requisition ID

This field can be used to select a range of Requisition ID’s by using the ‘%’ wildcard characters either
before or after the value — for example 1% will return any requisition 1D that start with the number 1.
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Date Created

This is a drop down list that allows the user to select one of 3 values, On, Before or After to determine
how to utilize the actual date field. This allows for the querying of requisitions created on a specific date
or after a specific date.

Job Classification

This field can be used to select a group of Positions with similar names by using the ‘%’ wildcard
characters either before or after the value — for example “Elec%” will return any requisition 1Ds for any
Job Classification where the title of the classification starts with “Elec”.

Once the required requisition has been found, highlight the requisition clicking on the linked field. This will
then display all related action records in the bottom section of the screen.

[Add] — Button (Add New Action Taken)

Hr Requisition Activity

Action Name
Reguisition Is Active
Requisition s Filled

Reguisition Created

Cost Amount CG
0.00 COMPLETED

0.00 COMPLETED
COMPLETED

Actions

Requisition Is Active
Reguisition is filed. Applicant has been hired
Requisition Created

Action Date
20-Jun-2014
16-Jan-2013
26-Mar-2008

Requisitions :
Requisition ID Date Created| On Job Classification
05-5ep-2006 19-Sep-2006 RF New Active
44556 01-Jun-2007 15-Jun-2007 RF New Filled
REQ-CEQ 12-0ct-2007 RF New Acie  [Add] button Los Angeles
REQ-SMGR 01-Mar-2008 01-May-2008 Project Manager Active A

To Date Action taken by
George Bai
HR

HR

From Date

To add an action to the requisition, use the [Add] button of the Actions section.

This will open up an area just under the bar where the action information can be entered:

Hr Requisition Activity

[2 [0 f Logout

Requisition ID

Date Created| On E

Requisition ID Requisition Date Proposed Hire Date

Requisitions
[ Job Classification
Desaription

Active

Action Name
Reguisition Is Active
Requisition Is Filled

Requisition Created

Cost Amount CG
0.00 COMPLETED

Requisition Is Active

Action Date
20-Jun-2014

KLIK 05-Sep-2006 19-Sep-2006 RF New
44556 01-Jun-2007 15-Jun-2007 RF New Filled
REQ-CEO 12-0ct-2007 RF New Active Los Angeles
REQ-SMGR 01-Mar-2008 01-May-2008 Project Manager Active New York -
Actions Save Cancel
Action Name™ |~ Select Action [ ] Cost Amount CG Status | Pending v Action Date™ 07022017  (§ Action taken by |MIKEF
Notes From Date E?B
To Date %

From Date

Action taken by
George Bai x

ToDate

0.00 COMPLETED
COMPLETED

16-Jan-2013
28-Mar-2008

Requisition is filed. Applicant has been hired
Requisition Created

HR x
HR x

- Selected the Action Name from the drop down list (Required)
If applicable enter the cost amount, this is for reference only
Enter the status
Enter the date of the action (Required)
Enter the employee who performed the action. This defaults to the user id.
Enter any notes and dates if necessary.

When complete use the [Save] button.
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Update Existing Action

Hr Requisition Activity [ [0 €y Logout

Requisitions
Requisition 1D Date Created| On E Job Classification m

| »

m

05-Sep-2006 19-Sep-2006 RF New Active
44556 01-Jun-2007 15-Jun-2007 RF New Filled
REQ-CEQ 12-0ct-2007 RF New Active Los Angeles
REQ-SMGR 01-Mar-2008 01-May-2008 Project Manager Active New York -
Actions Save Cancel
Action Name ¥ ACTIVE Cost Amount CG b Status COMPLETED Action Dat=" 20062014 [y Action taken by [MIKEF
s Requisition Ts Active Fm;; BZE 8
r £
Action Name Cost Amount CG Status g Action Date From Date To Date Action taken by Delete
Requisttion Is Active 0.00 COMPLETED Requisition Is Active 20-Jun-2014 George Bai [%3
Requisition Is Filled ﬁ 0.00 COMPLETED Requisition is filed. Applicant has been hired 18-Jan-2013 HR X
Requisition Created COMPLETED Requisition Created 28-Mar-2008 HR X

To edit an existing action taken, click its Action Name link. The selected Action will then be editable in the
display area just above the table, as shown above. Update the information as required and click [Save].

Review Applicants

Employee Self Service Add Applicant  Show Filter ~ Send To Spreadsheet  Enter Query [} [E] €y Logout

Applicant

Applicant # Applicant Name Joh Classification
4 1234567890123545 John Doe Not Applicable 15-Jul-2015
4 1234567890123547 Harper Steven 15-Juk2015
4 1234587390123549 ‘George Bai 22-Juk2015

This page allows administrators to review, edit and delete applicant’s information, and to add new applicants.
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[Add Applicants] — Button

Applicants
Applicant:
m Personal Miscellaneous Attributes Emp.History Attachments References Notes Application History HR Documents Additional Information
Source of Applicant = --Other— |z| Application Date 07+Feb-2017
Applicant No. Last Modified Date
Last Name™ First Name™
Middle Name Employed As
55M (no space/hyphen) Status
Mailing Address
Address 1 Address 2
Address 3 i
Country |2 State =
County |a] City |a]
Physical Address
Address 1 Address 2
Address 3 i
Country 1A State 2]
Contact
Home Phone Work Phone
Cell Phane Pager
Home Fax Wark Fax
E-Mail Address
Area Of Interest
R Accounting [] Labor [] Management [] sdasdasda [[] Software Development [
Other
Geographical Area
Geographical Area Los Angeles [] New York [ Ohio [7]

Note

To add an applicant, click the [Add Applicant] button along the top of the screen, which brings up the screen
shown above.

After filling out all relevant and mandatory fields, click [Save].
User have an option to Delete, Edit or Print applicants information, as well as go back to list of existing
applicants [ Back to Log].

Edit Existing Applicant

To edit an existing Applicants record, when the screen is in Log mode, click the applicant’s Applicant Name
link. On the next screen, click the [Edit] button along the top of the screen.

Applicant Self Service

Applicants Delet=  Add Edt Print BackTolog [} [E] €y Looout

Sign In

Applicant’s e-mail address: |

Enter Password:

Sign In Forgot Password?

Register Mew User

This screen allows users to create applicant profiles, to apply for different positions.
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A new user has to register by clicking [Register New User].

Create Applicant

Enter Email Address:
Enter Password:

Re-enter Password:

Create New Account

Then an applicant has to fill out an E-mail address and Password. When the applicant fills out the
application, he can choose the position that he wants to apply for by using the Position you are
applying for list of values.

Applicant: Austin Jane

General [ education [“skils [ LicensefCerticate [ Training [ Membership [ Employment [ References ™| additional 1nformation [ applcation History
—Pl Position you are applying for. Accountant - | @ Ful Time: © Part Time [ Temporary
Salary Desired ~Select Pay Period— ~ Requistion Nurber: Mot Specfied—  +
Personal
First Name™ Austin Last Name™ Jane

SSN (no space/yphen) E-Mail Address;
Home Phone: Work Phone
Street Sute:
Ciy, State ZIP/Postal Code:
Source of Applicant —Other— - Application Date

Gender Male - Efhnicity/Race Decline to Respond -

Area Of Interest

Administration [] Architecture and Planning ] Carpentry [7] Electrical [7] Financials Position [ HVAC Specialization []
Area Ofinterest  Project Management [] Supervisor []
Other
Geographical Area
Geographical Area East Coast USA [] Midwest USE [] Northwest USA [7] South USA [[] US North East [7] West Coast USA [

After logging in, the applicant fill outs all relevant and mandatory fields and click [Save].
Applicant. Austin Jane Logout '

| General [ Fducation [“sls [ Lcense Certificate [ Training Membership [ Employment References ™[ Additional Information [ Application History
Postion for which you are applying Full Time B Part Tme (] Temporary (]
Salary Desired:
Personal
First Hame: Austin Last Name: Jane
S5H (no = = EMail Address;
& hitpdtestav10.ciccaT 85/cmictestvl0... (= L= e
Home Phone: = Work Phone:
Strest (@ it/ /testhvi cmic.ca:T785/cictestL 0 HrpplSelfSery R Sute:
City, State . ZPrPostal Code:
Source of Applicant Upload Resume Application Date:
Gender lale — Ethnicity/Race Decine to Respond
Area Of Interest
Note:
Administ| AR Electrical Financials Position HVAC Specialization

Area Ofinterest  project 1anagd|

Geographical Area
South USA US Morth East West Coast USA

Geographical Area East Coasf)| Upload Resume |

File Name Upload Date Note Delete.
No Records Found

Files Uploaded

Applicant can upload his/her resume by clicking [Upload Resume] as well as Edit his/her profile by
clicking [Edit] buttons on the right upper corner of the screen.
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On the Application History tab, applicants can see the application history and status of the

application.
Appicant: Austin Jane
General [ Education [ Shills [ LicenseCertificate Training Membership Employment References Additional Information [ Application History
Applcation Code Job Clsssification Code Descripion Last Updated Status Requisiion No
288433 1412 Accountant Feb/52013 Applied
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Corporate Information

Forms Request

The screen is used as display-only mode of the Forms Request node in Employee Self Service.
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Manager Self Service

Request Approval — Screen

¥ Employee Self Service

b Employee Self Service
m— Personal Information Change Request Approval Ooar™ " Search
17 Employee Self Service Personal Information Change Request Approval
t]] EE'“"TE;”’"‘E?”:_ Employee Number EffectiveDate | On  [=] [E2Y Request Type  -Select- [=]
ayment Administration
— otion T paqmtomon S e
] Recruting 190 25/Novi2016 Profiie WFOO01 Mike Femandes 25/Novi2016 Submtted Approve  Refect
E{] Corporate Information 182 25/MNov/2016 Profile AB-34356 Anand Badinger 25/MNovi2016 Submited Approve Reject
B2 Secur
;{.—:’ ”:i‘;m:'r copsene = W181 25MovI2016 Profie 1R Mike Rock 25MovI2016 Submited Approve  Reject
{pManag -
[ Reauest Approval 173 04Jun2015 Vacation Request LG1-BIW-HRS Jane Austin 04Jun2015 Submitted Appove  Reject
Auto Approved Request Lis | 177 04/Jun2015 Vacation Reguest LG1-BIN-HRS Jane Austin 04/Jun2015 Submited Approve  Refect
] Manager Change Request | 475 030un2015 Vacation Request LGT1-BW-HRS Jane Austin 030un2015 Submited Approve Reject
eq PP A
{3 On Board Act
ﬂ oocn entoiment contratset | 17 02un2015 w4 GLWK-SAL123 GL-WK SAL23 01May2015 Wa-for testing Submited Approve  Reject
‘Open Enrolment Control Set
(3 Open Enrolment Period Setu | 169 03Sepi2014 Profile Under Review LG1-BIW-HRS Jane Austin Olidan2012 Under Review Approve  Reject
[ Qualify Event Setup 157 104un/2014 Dependent LG1-BIW-HRS Jane Austin 03un2014 Submited Approve  Reject
1] Open Enroliment Approval | 125 31/0ct2013 ‘Vacation Reguest LG1-BW-HRS Jane Austin 31/0ct2013 Submitted Approve Reject
ﬂ g::t‘é‘:\vd‘lilEX:;‘F::':?ruva‘ 115 25/Apri2013 Profile JCRTEST SAL Test Salaried 01/Jun/2013 Submitted Approve Reject
(3 Seff Servioe Control Setup | 21 0sun/2012 Direct Depost UFAR-EMP-01 Famaz Harrali 01Fen2012 Submitted Approve  Refect
{) Open Enroliment Status | 20 25/Nowiz0M Profile UFAR-EMP-01 Famaz Harraji 25/Nowiz0M Submited Approve  Reject
1) Qualifying Event Status & HiAug2011 Emergency Contact SWC-WK-SALS Suzette Watson 01/Aug/2011 Submitted Approve Reject
Dependent Enroliment Af
d E;';‘E;;:;' N d::;sgha:gp: 5 09Mayr2011 Emergency Contact DI100 Dalas MoLean 02Mayr2011 Submited Approve  Reject

Submitted requests, excluding those from Open Enrollment, are found in the Request Approval (Personal
Information Change Request Approval) screen, where they may be approved or rejected. The blue Approve
and Reject links at the end of each row are used to approve and reject requests.

When the request is approved or rejected, an e-mail notification is sent to the Employee’s e-mail address, as
specified on their Employee Profile.

The following table provides details for the columns of this screen:

Column Details
This is an identifying transaction number for a Change Request, which is also a link to
launch the appropriate approval screen, such as the one below for Profile Change Requests:
Transcation No 182 Effective Date 2016-11-25
Comments
Transaction

No

Create Date

Request
Description
Employee
Number

Personal information

Last Name™ Badinger First Name" Anand

—

Prefix Title Suffix to Name

Marital Status | Single

Date of Birth 010188

S5N (no space/hyphen) 654321987

LastName” |Badinger
Middle Name
Prefix Title

Marital Status | Single

Date of Brth 010188

Personal information

First Name™ |Anand

Suffix to Name:
55N {no space/hyphen) |654321987

I Mailing Address

Date Change Request was created.

Mailing Address

Type of employee information for Change Request (e.g., Profile, Vacation Request, W4,

Dependent...).

Employee’s employee number.
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Employee

Employee’s name.
Name ploy

Effective Date  Date change is to be effective.

Use this field to enter comments/notes for the employee, in regards to the approved or
rejected Change Request. As shown below, if comments are entered, the Show All
Comments link will be visible when the approved/rejected record is selected by the

employee.

Transaction No Effective Date Comments 4 Prev WExT (3 184 - 2017-01-13(Approved) * *

194 2017-01-09 Show All Comments ‘\
Comments e Comments for selected record [~
Make changes to the employee Profile
Request for change of employee profile
Effective Date (01/09/2017 Comment I currently don't have a work number yet, but when provided, I'l enter it via ESS.
Personal information

Status of Change Request:
Submitted Submitted by Employee, and not yet modified by an admin.

Change Request was edited and saved in the screen launched by
Request Status | Under Review | clicking the Transaction No link, using the screens [Edit] and [Save]
buttons.

Note that approved and rejected Change Requests are removed from this screen. Only
Change Requests requiring approval operations are listed.

Click to approve the Change Request; once approved, it is removed from this screen, and an

Approve e-mail notification is sent to the employee.

Click to reject the Change Request; once rejected, it is removed from this screen, and an e-

e mail notification is sent to the employee.

Approval Privileges for ESS Admins

Hr Role Maintanence

¢ 2 HHCM Manage *

HR Role Maintenance
earch

Code™ |ESS-MNGER Description |ESS Manager
£ HCM Manager

(&) Postion Con| | [Poioct Al Priviieges Approval Privileges I
_{_" Hiring Requi Employee Profile Employee Direct Deposit
-'_‘| Applicant Mg Employee Vacation Balance V] Fmplovee Pay Stb

d:'l] i“’“’kaTCe | S e —— View (K4 Select All Edit ( B Select AN Approve ( B Select All
+.{_) Training
[{_]) Performance Profile
pensati Emerne

e Com

Sample of HR Role Maintenance screen; standard Treeview path: HCM > File Maintenance > HR Role Maintenance.
Change Request records can be viewed, approved and rejected by ESS Administrators, depending on the
Approval privileges granted to the HR Security Role assigned to them.

Also, for Change Requests to change Profile Information, if the ESS Administrator has the “Edit” Approval
privilege for Profile Information, the administrator can edit the submitted Change Request.

For further details, please refer to the HR Security Roles Setup section of this guide.
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Viewing Change Requests

To view the details of a submitted Change Request, simply click its Transaction No link, and a popup will
appear to display its details.

Approving & Rejecting Requests

Employee Self Service

& EE

&= Employee Self Service

search|

=15 Employee Self Service
B Personal Information
B3{_) Payment Administration
BH_) Corporate Learning
) Recruting

WPersonal Information Change Request Approval

Personal Information Change Request Approval

Search

] Corporate Information

] Securtty

EHC3 Manager Self Service:

|1 Request Approval

[] Auto Approved Request Lis'
|1 Manager Change Request
[] On Board Action

(1 Open Enroliment Period Setu
{1 Qualify Event Setup

L1 Open Enrolment Approval
[] Qualifying Event Approval
|1 Dependent Approval

[] Self Service Control Setup
{2 Open Enroliment Status

{2 Qualifying Event Status

[] Dependent Enroliment Apprc
{2 Employee Address Change

1
{1 Open Enrolment Control Set

Employee Number

131Jan/2017  Profile

25MNovi2016 Profile AB-34356
04/Jun/2015 Vacation Request LG1-BW-HRS
04/Jun/2015 Vacation Request  LG1-BW-HRS
03/Jun/2015 Vacation Request LG1-BW-HRS
02/un/2015 W4 GLWK-SAL123
03/Sep/2014 Profie Under Review LG1-BW-HRS
101un/2014 Dependent LG1-BW-HRS
31/0ct2013 Vacation Request  LG1-BW-HRS
25(Apr2013  Profile JCRTEST SAL
05/un/2012  Direct Deposit UFAR-EMP-01
25Movi2011 Profile UFAR-EMP-01
11/Aug/2011 Emergency Contact  SWC-WK-SAL3
09/May/2011 Emergency Contact  DM100

Effective Date | On

Jasmine Pansaki

Anand Badinger 25/Now/2016

09iJan/2017

Jane Austin 04/Jun/2015
Jane Austin 04/Jun/2015
Jane Austin 03Jun/2015
GLWK SAL23  01/Mayi2015
Jane Austin 01/Jan/2012
Jane Austin 03un/2014
Jane Austin 31/0ct/2013
Test Salaried 01Hun/2013
Farnaz Harraj  01/Febi2012
Farnaz Harraj  2S5/MNow/2011
Suzette Watson  01/Aug/2011
Dallas McLean  02/May/2011

[=] @
I e Rewsw o e

I currently dont have a work number yet, but when provided, Il enter i via ESS.

W4-for testing

Request Type | -Select-

Submitted | Approve Reject
Submited | Approve Reject
Submitted | Approve Reject
Submited | Approve Reject
Submitted | Approve Reject
Submited | Approve Reject

Under Review | Approve Reject
Submited | Approve Reject
Submited | Approve Reject
Submited | Approve Reject
Submited | Approve Reject
Submited | Approve Reject
Submited | Approve Reject
Submited | Approve Reject

To approve and reject Change Requests, the Approve and Reject links on the main Request Approval screen
must be used, even if the [Approve] or [Reject] buttons were used in the popup launched by clicking a Change
Request’s Transaction No link.

When a request is approved or rejected, the Employee will be notified via e-mail, and the approved/rejected

record will be available to the Employee in the screen used to request the change, as shown below.

save Submit Cancel [I) iy Legout

& B

Employee Self Service

pearch

ol

4 PREV HEXT (b

Instru

ctions:

=+ Employee Self Service

E-E5 Personal Information
] Profile Information
| ] HR Information

W-4 Information

Make changes to the employee Prof

191-2017-01-13(Approved) ™
193 - 2017-01-13(Approved)

Request for change of employee profile

n

Communication Between Employees & Admins via Comments

Transcation No 203

Effective Date 2017-01-30

Edit | Approve | Reject | Close

Comments

20170130 No home phene provided, as T only have a cell phone.

Mo home phene provided, as I only have a cell phone.

Last Name™ |Fernandes
Middle Name
Prefix Tite
Marital Status | Single
Date of Birth |071277

Personal information

First Name™ Mike

Suffix to Name

55N (no space/hyphen) |988543765

Personal information

Last Name™ |Fernandes
Middle Name
Prefix Tide
Marital Status | Single
Date of Birth |071277

First Name™ | Mike

Suffix to Name
55N (no space/hyphen) 988543765

Mailing Address

Mailing Address

Sample of Change Request for Profile Information, with comments entered by employee for administrator.
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Communication between Employees and ESS Administrators is done via comments.

As shown above, if comments were entered for the administrator, they would show up in the Comments
textbox. Also, the Comments textbox can be used to provide comments for the employee.

If any comments were entered for the approved/rejected Change Request by an administrator, the Show All
Comments link will be visible, as shown below, when the approved/rejected record is viewed by the employee.

Employee Self Service

5 £ Employee Seit Service Instrl-l_ctlons.

-} Personal Information

Make changes to

& Employee Self Service Transaction No Effective Date Comments 4] PrEv wExT (4| 194 - 2017-01-13(Approved) ¥
kearch [Go, 194 2017-01-09 Show Al Comments |
Comments for selected record i

] Profile Information

Request for change of employee profile

[ ] HR Information

Effective Date |01/09/2017

Comment I currently don't have a werk number yet, but when provided, I'll enter it via ESS.

j Emergency Contacts

Personal information

17 skils

First Name® | Jasmi

Profile Information — Change Request
TM.,Z“.E_E@M

.

Transcation No 190

Effective Date 2016-11-25

Comments

Further information is required. Please provide a phone number.

Personal information Personal information
LastName" Fernandes First Name™ | Mike Last Name" |Fernandes First Name™ |Mike
Middle Name Middle Mame
Prefix Title Suffix to Name: Prefix Title suffix to Name
Marital Status | Single 55N {no space/hyphen) |988543765 Marital Status | Single 55N {no space/hyphen) |988543765
Date of Birth (071277 Date of Birth (071277
| Mailing Address Mailing Address
Address Line 1456 Lala Lane Address Line 1 456 Lala Lane
Address Line 2 Address Line 2
city (e State [Tlinois city State |Tlinois
ZIP 87654 Country | United States of America ZIP 87654 Country | United States of America
Physical Address Physical Address
Address Line 1 Address Line 1
Address Line 2 Address Line 2
City State City State
P Country i) Country
! Contact Contact
Home Phone Work Phone Home Phone Work Phone
Home Fax Work Fax Home Fax Work Fax
Cell Phone Work Cell Phone Cell Phone Work Cell Phone
Pager Pager
E-Mail Address  mike. fernandes @cmic.ca E-Mail Address |mike. fernandes@cmic.ca
Work Email Address Work Email Address

Attachment

Sample of Profile Change Request Approval screen.

Ho Records Found

Shown above is a sample of the Change Request popup for Profile Information.

44 - Manager Self Service

User Reference Employee Self Service v10x




For Change Requests for Profile Information, if the ESS Administrator has the “Edit” Approval privilege for
Profile Information, the administrator can edit the submitted Change Request via the [Edit] button.

To edit a submitted Change Request for Profile Information, press the [Edit] button and make any necessary
changes to the record on the left pane. The Request Status on the Personal Information Change Request
Approval screen will be changed from “Submitted” to “Under Review”.

To approve a submitted request, press the [Approve] button. Once approved, the Employee Profile will be
updated with the new changes and a history record will be created in Payroll. The Current Profile will be
updated with the new changes, and it will be available for editing in the Profile Information screen. A history of
approved records is kept via the drop-down list at the top of the Profile Information screen. Also, the request
will be removed from the list of submitted requests in the Request Approval screen.

To reject a submitted request, press the [Reject] button. The rejected record will become available for editing
again by the employee in the Profile Information screen so that it may be re-submitted. The request will also be
removed from the list of submitted requests in the Request Approval screen.

W-4 — Change Request

i

Transcation No Date Comments Approve Repml Close

491 2010-11-22 Updating W-4 2010
Updating
Effective Date (10152010 ﬂ Comment W-4
2010
Page 1, go to page 2
orm W 4 201 0 Complete all worksheets that apply. However, you may claim fewer (or zero) payments using Form 1040-ES, Estimated Tax for Individuals. Otherwise, you
F - ( ) allowances. For regular wages, withholding must be based on alowances  may owe additional tax. If you have pension or annuity income, see Pub. 918 to

‘you claimed and may not be a flat amount or percentage of wages find out if you should adjust your withholding on Form W-4 or W-4P.
Head of household. Generally, you may claim head of household fiing status Two earnersiMultiple jobs. If you have a working spouse or more than one
on your tax return only if you are unmarried and pay more than 50% of the job, figure the total number of allowances you are entitled to claim on all jobs

Purpose. Complete Form W-4 so that your employer can withhold the
correct federal income tax from your pay. Consider completing a new Form
‘W-4 each year and when your personal or financial situation changes

N N costs of keeping up a home for yourself and your dependent(s) or other using worksheets from onfy one Form W-4. Your withholding usually will be most
Exemption from withholding. If you are exempt, complete only lines 1,2, o, ajipying individuals. See Pub. 501, Exemptions, Standard Deduction, and ~ accurate when all allowances are claimed on the Form V-4 for the highest
3,4, and 7 and sign the form to validate 1. Vour exemption for 2010 &xpires ey 0 \nformation, for information paying job and zero allowances are claimed on the others. See Pub. 919 for

February 16, 2011. See Pub. 505, Tax Withholding and Estimated Tax.
Mote. You cannot claim exemption from withholding if (a) your income
exceeds 3850 and includes more than $300 of unearned income (for

Tax credits. You can take projected tax credits into account in figuring your  detaile
allowable number of withholding allewances. Credits for child or dependent Nonresident alien. If you are a nonresident alien, see Notice 1392,
care expenses and the child tax credit may be claimed using the Personal Supplemental Form W-4 Instructions for Nonresident Aliens. before completing

example, interest and dividends) and (5) another person can claim you 838 Algwances Worksheet below. See Pub. 919, How Do | Adjust My Tax  this Form

ueugnr_]entontr!e\r tax return. ‘Withholding, for information on converting your other credits into withholding  Check your withholding. After your Form W-4 takes effect, use Pub. 91910
Basic instructions. If you are nol exempt, complete the Personal alowances see how the amount you are having withheld compares fo your projected total
Allowances Worksheet below. The worksheets on page 2 further adjust oy age income. IFyou have a large amount of nonwage income, such as tax for 2010. Ses Pub. 919, especially if your earnings exceed $130,000 (Single)
your withnolding allowances based on temized deductions, certain credits, jniereqt or gividends, consider making estimated tax or $180,000(Married).

adjustments to income, or two-sarner/muttiple job situations.

Personal Allowances Worksheet (Keep for your records.)

=

m

A Enter *1° for yourself if no ene else can claim you as & dependent

“You are single and have only one job; or
B Enter *17 if. You are married, have only one job, and your spouse does not work; or
*Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.

@

C Enter *1* for your spouse. But, you may choose to enter “-0-" if you are married and have either a working 2pouse or more than one job. (Entering “-0-" may help you avoid having too lttle tax withheld. )

[ERNs]

D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return

E Enter “17if you will file as head of household on your tax return (see conditions under Head of household above)

-

F Enter “17if you have at least 51,800 of child or dependent care expenses for which you plan to claim a credit
(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details )
G Child Tax Credit (including additional child tax credit). See Pub 972, Child Tax Credit, for more information
If your total income will be less than $61,000 (390,000 if married), enter *2° for each eligible child; then less "1” if you have three or more eligible children.
If your total income will be between 361 000 and $84,000 (390,000 and 3118, 000 if married), enter “1” for each eligible child plus *1” additional if you have six or more eligible children

E-

H Add lines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return.)

For accuracy complete all worksheets |7 you plan to itemize or claim adjustments to income and want fo reduce your withholding, see the Deductions and Adjustments Worksheet on page 2
that apply. If you have more than one job or are married and you and your spouse both work and the combined arnings from all jobs exceed $18,000 ($32,000 if married) see
the Two-Earners/Multiple Jobs Worksheet on page 2 to aveid having too little tax withheld
If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below

form WW-4 Employee's Withholding Allowance Certificate OWB No. 1545-0074
Depariment of the Treasury Whether you are entitled to claim a certain number of allowances or exemption from withholding is subject to review by the IRS. Your employer may 2010
Internal Revenue Service be required to send a copy of this form to the IRS.

Type or print your first name and middle initial. Last Name: Your social security number

! [aifed [ Jonas ? [315695012

Home address(number and street or rural route)

INote. If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.

To access the W-4 for approval, click on the Transaction No. of the request to be approved in the Request
Approval screen.

To approve the W-4 request, press the [Approve] button. Once approved, the Employee Profile in Payroll will
be updated. A new Employment History record will be created, and the Federal Filing Status will be updated to
reflect the status (Single/Married) entered in line 3 on the W-4. The Federal Filing Status for “Single” is “01”
and “Married” is “02”.
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The Primary Exemption field on the Tax Tab of the Employee Profile will be updated with the value entered in
line 5 on the W-4 screen. Federal Withholding tax will be inserted in the Overrides pop-up on the Tax tab of
the Employee Profile, with the value entered in line 6 on the W-4. The Tax Amount will be the value from line
6 and the Amount Type will be “00” (Additional Tax). Once approved, the Original W-4 will be editable again,
and will be updated with the latest changes that were approved.

To reject the W-4 request, press the [Reject] button. The record with the same transaction number will be
editable in the W-4 Information screen for further changes.

The W-4 may also be approved or rejected by clicking on the Approve or Reject link in the Personal
Information Change Request Approval screen.

Auto Approved Request List — Screen

Auto Approved Reguest List

Reuest resteate | ReqestDescoton | Enplyee tumoe | Frettone | Lostame | RecueateecaveOate

188 1252016 Certificate/License AB-34355 Anand Badinger 11125/2016 A
"7 04/25/2013 Certificate/License JCRTEST SAL Test Salaried 04/07/2013 just got it A
91 021172013 Membership LG1-BW-HRS Jane Austin 01/01/2013 A
83 0211172013 Certificate/License LG1-BW-HRS Jane Austin 01/01/2013 A
T8 021172013 Skill LG1-BW-HRS Jane Austin 0170172013 A
53 01/282013 Membership SWC-WHK-5AL3 Suzette Watson 01/01/2012 A
51 01232013 Membership LG1-BW-HR10 Kim Preston 01/01/2013 A
45 01022013 Skill SUS-EMPOH Glenda Stimpson 010272013 for 12.73003 testing A

Submitted and approved requests to add/remove Skills, Education, Certifications/Licenses and Memberships are

displayed in this log. Submitted requests are displayed with a status of “S”, and approved requests are
displayed with a status of “A”.

Skills, Education, Certifications/Licenses and Memberships with a status of “A” have either been approved

manually or automatically without going through the normal approval process.

Requests are automatically approved after submittal when the flag is checked in the Self Service Control Setup

screen.
Egﬂlcatmn ﬂ" List of Skills - Windows Internet Explorer =]
Skill Transaction No Date Comments 340 Close ;I
Membership .
Education 340 2010-11-10 updating skills
kil Request for change of skills
;i:,cmn skill Code skill Description E"".':g:ﬁ::;e Status
Education ADM-1001 Experience - MS Office 52 Added
Education If skills are not in the system, please specify here:
Skill
Skill ;I
Membership
Certificate/License
Education LI
Training Attachment
Membership
Certificate/License File Name Upload Date Note
Certificate/License No Records Found
Training
Certificate/License
Training
Certificate/License

Users may click on the Transaction No. of any record to view the details.
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Manager Change Request — Screen
r] Employee Self Service

s
|} Certification and Licenses
] Degrees
L] Memberships Request for change of employee profile
(1) Interim Evaluation
(] Annual Evalution

Empioyee No™ -
[ Discpine History Transaction o Date Comments A ey neT ) v
{2 Payment Administration
] Open Enroliment
[ Request and Review Vacation Balang ‘
[ Pay Stub Printing
L] Direc Deposst Accouns | commen| |
[ Year End Summary

{5 Corporate Learning Personal [ Company. [ HR Info.

[ Class Enrolment

Action ‘ ~Select— - Effective Date ] ‘

[ Training Nomintion Personal information 3
] Training Request
£ Recruting Last llame First llame™ Middle Hame
() Enter Requistion Suffixto
[ Review Requisiion Activity Prefix Title Name

(1) Review Applicants Marital
7] Appicant Self Service Date of Birth ] ‘Status | Notspecified = SSH (no space/hyphen}
£ Corporate information
[] Forms Requast E

(Q seourty Wailing Address
[ Manager Self Service

[] Request Approval Address Line Address Line

[ ] Auto Approved Request List 1 2

1 flanager Ehange fequest Address Line

[ On Board Action 3 e

[ Open Enroliment Control Setup
{] Open Enroliment Period Setup
L] Quaify Event Setup Physical Address
[ Open Enroliment Approval

Address Line Address Line

] Qualfying Event Approval ] M

[ Dependent Approval

[} Self Service Control Setup Address Line ZP

(2] Open Enroliment Status 3

[ Dependent Enroliment Approval ~ ~ it ~ — = S o -

This screen is used by administrators to request a change to an Employee Profile record.

Request for change of employee profile

Employee No” |LG1-BW-SAL1 [Tiago Spiter -
Transaction Ho Date Comments 41 prev wexT v 17 - 2013-02-15(Submitted) ~
7 20130215
| Action | Increament v| Effective Date | 01-10-2012
Comment
[ Persona, [ Company. [ R b,
Company information
Payroll Company |LG1 - Home Company” [[G1 Sheppard Constructions Inc -
Payroll Department 00, Company Level - Home Department™ 00 Company Level -
Pay Run |LGBW LG1 Biweekly - Pay Group™ [SAL SALARED -
Grade - Trade™ [140 Accountant -
Rates/Salary
Annual Salary 160000 Hourly Rate™
Tax
Federal Filling Status |01 - State Filling Status™ -
City Filing Statue -
Primary Exemptions Secondary Exemptions™

The admin chooses the Employee Number, Action, and Effective Date, then makes a required change.
Then [Submit] the change.

After the request for change has been submitted, it cannot be edited or changed on the same screen.

On Board Action — Screen

This functionality is currently not used.
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Open Enrollment Control Setup — Screen

Save Cancel

Enrollment Setup

Open Enrollment Rule | Mon-Passive Enroliment E|

Qualified Event Days 999
Confirmation Statement

Flease confirm

This Control File for Open Enrollment is used to specify the Open Enrollment Rule, Qualified Event Days and
Confirmation Statement.

If the Open Enrollment rule is set to Passive Enrollment, the employee may review the changes made to their
benefit/deduction elections but they do not have to make any changes and their current plans will continue after

the period end date. For Non-Passive Enrollment, the employee must make their elections before the period end
date.

The Qualified Event Days is the number of days that the employee has to make their benefit elections after the
effective date of the Qualifying Event which is specified when reporting the Qualifying Event. The period start
date for the Qualifying Event in the Open Enrollment screen will be the Qualifying Event effective date. The

period end date is the Qualifying Event period start date + the number of days in the Qualified Event Days set
up in the Control File.

The Confirmation Statement entered here will be displayed when the user submits changes to their
benefit/deduction elections for approval.

Open Enrollment Period Setup — Screen

Open Enrollment Periods
2z ozoz2 /012014 onizoz H X
2013 01/01/2013 1213172013 01/01/2013 SH X
20M 01/01/2011 1203112011 010172011 X
2014 02012 1213112014 05/01/2014 H X

The time during which the employee may make changes to their benefit/deduction elections is specified in this

screen. This period range applies to “General” changes to the benefit/deduction elections, not Qualifying Event
benefit/deduction elections.

Only one link (e.g. “Enroll Now”) will appear in the Open Enrollment screen at a time. If the link is on a
“General” period, it will only appear during the period dates specified here. The Start Date and End Dates in
the Welcome to Open Enrollment screen will reflect the period dates entered here. After this time, the period
will not be displayed in Open Enrollment and the employee will not be able to make any changes in that period.
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Qualify Event Setup — Screen

Add

Qualify Events

Code Name Description Profile Cenfirmation Required Dependent Confirmation Required Action
ADOPTION ‘Adoption - Qual Event ‘Adoption of child - Qualifying Event N Y X
BIRTH Birth of child - Qual Event Birth of a child - Qualifying Event N Y X
MARRIAGE Marriage - Qual Event Marriage - Qualifying Event. Y Y X

This setup screen allows employees to define different types of Qualifying Events.

These Qualifying Events may be submitted for approval so that new enrollments or changes to current elections
may be made. To add a Qualifying Event, press the [Add] button.

Save | Cancel
Qualify Event Setup

Code [MARRIAGE NameMarriage - Qual Event
Iarriage - Qualifying Event =
Description
Require Confirmation of Profile Change [V Require Confirmation of Dependent Change W
Qualify Events

Code Name: Description Profile Confirmation Required Dependent Confirmation Required Action
ADOPTION Adoption - Qual Event Adoption of chid - Qualifying Event N Y X
BRTH Birth of child - Qual Event Birth of & chid - Qualifying Event [ Y X
WARRIAGE Warriage - Qual Event Marriage - Qualfying Event. Y Y |x

Enter the Code, Name and Description. Check the Require Confirmation of Profile Change flag and/or Require
Confirmation of Dependent Change flag if necessary. When done, press the [Save] button or [Cancel] to exit.
If the Require Confirmation of Profile Change flag or Require Confirmation of Dependent Change flag is
checked, then the Profile request or Dependent request associated with this Qualifying Event must be selected
when submitting a Qualifying Event for approval.

Open Enrollment Approval — Screen

[~ seect |Emp\nye= No ‘ Employee Name | Confirmation Date Confirmation Number
r SSWK-HR3T Jessica Lange 4884
u SS-WK-SAL40 Hazel Patton 4399
Use This Effecitve Date [ [09102010 g Show Note Approve | Reject |
Coverage Comparision
Current Enrollment Requested Changes
Employee  Employer  Total Employes  Employer  Total
Benefit Description Enrolled Plan Option Effective Date oot Amount  Ameunt | Benefit Description Enrolled Plan Option Effective Date oot Amount Amount
Living Expenses Single T-FREE 1213172008 ] 76.82 76.92 | Living Expenses Famiy T-FREE 1213172008 ] 92.31 9231
Total ] 76.82 76.82 Total ] 92.31 9231

Benefit/Deduction elections that have been submitted are available in the Open Enrollment Approval screen to
be approved or rejected.

If the request is approved, the benefits/deductions will be elected for the employee and HR/Payroll will be
updated. The Election By Employee and Election by Plans screens in HR should be updated, and the Employee
Benefits Maintenance and Employee Deductions Maintenance screens in Payroll should be updated. If the
request is rejected, it is removed from the Open Enrollment Approval screen and the employee will have to
make more changes in Open Enrollment and then re-submit.

An email notification is sent to the employee’s email address as specified on the Employee Profile when the
request is approved or rejected.
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Qualifying Event Approval — Screen

Employee Qualifying Events Approval

Employee Number Employee Name Event Effective Date. Status. Profile Confirmation Number Dependent Confirmation Number
SS-WK-SALLE Elizabeth Rivers. Marriage - Qual Event 09/20/2010 Submitted 265
SSWI-SALA0 Haze! Patton Marriage - Qual Event 102172010 ‘Submitted 281 276

Review Profile Change | Review Dependent Change | Notes | attacnments | Approve | Reject |

Event"|Marriage - Qual Event Effective Date™[10212010 2]
Warriage - Qualifying Event. =

Event Description

Qualifying Events that have been submitted are displayed in the Qualifying Events Approval screen for
approval.

Select the Qualifying Event for the employee that will be approved.

Employee Qualifying Events Approval

Employee Number Employee Name Event Effective Date Status Profile Confirmation Number
SS-WK-SALLS Elizabeth Rivers Marriage - Qual Event 09/20/2010 Submitted 285
SS-WK-SAL4D Hazel Patton Marriage - Qual Event 10/21/2010 Submitted paiil

If‘ http:/ /wintest2006.cmic.ca:7779/cmicoc4jtest2006,/SsePersonallnfo/reviewProfile.do?requestDraseq - - |E| ﬂ

Ciose |

Last Nam‘@ First Nam‘@ Last Nam‘@ First Nam‘@ Review Profile Change Im
Prefix Tite Suffix to Name Prefix Tile Suffix to Name | Date™[10212010 |
wartal Status [N = SSN (no spacenypi792s8s012 | Martal Status [Snge v SSN (no spaceinypf 794586012
Date of Birth[ 06131975 5| Date of Birtn[06131975 |

Mailing Address Mailing Address
Address Line 1 Address Line 1 |

E Personal information Personal information

Address Line 2 | | Address Line 2 |
Address Line 3 Address Line 3
Physical Address Physical Address
Address Line 1 ‘ Address Line 1 |
Address Line 2 | Address Line 2 |
Address Ling 3| Address Ling 3

City State City State New York

Country | United States of America & CuuntrylLlr"nec States of America LI

Contact Contact
Home Phune_ HumeFaxl: Home Pnunel: Home Fax|:
Work Phnne: Work Fax: Work Pnnne': Work Fax:
_ E-Mail Addrmsslsuzeﬂe watson@cmic.ca

The [Review Profile Change] button displays the Profile record associated with the Qualifying Event that was
assigned when submitting the Qualifying Event.
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Employee Qualifying Events Approval

Employee Number Employee Name Event Effective Date Status Profile Confirmation Mumber [
SS-WK-SALLE Elizabeth Rivers Marriage - Qual Event 08/20/2010 Submitted 265
SS-WK-SAL40 Hazel Patton Marriage - Qual Event 1072172010 Submitted 281 276

=lo x|
Dependent Request

B

Effective Date [08212010 Eg| Comment

X Review Profile Change | Review Dependent Chang:

First Name Jacqueline Last Name |Patton Middle Hame
Date Of Birth 01017995 |} $5N (no spaceihyphen) (21212121 I

10212010 2]
Relation [Chid v Priority | Highest
Phone (312) 384-0002 Alter Phone Cell Phone (312) 450-0111
Pager Fax E-Mail Address

Address Line 1 |40 Plum Road
Address Line 2 Chicago

Address Line 3 |linois

ZIP 60608
County B City B
state [llinois B Country |United States of America
First Name [Mike Last Name [Patton Middle Hame:
Date Of Birth [g1011870 |l SSH (no spaceihyphen) [485897444
Relation [Spouse =] Priority lm
Phone |(312) 394-0002 Alter Phone Cell Phone (312} 454-2629
Pager Fax E-Mail Address

Address Line 1 |40 Plum Road

Address Line 2 Chicago

Address Line 3 [llinois

The [Review Dependent Change] button displays the dependent record associated with the Qualifying Event
that was assigned when submitting the Qualifying Event.

Employee Qualifying Events Approval

Employee Number Employee Name Event Effective Date Status Profile Confirmation Number Dependent C
S5-WK-SAL4E Elizabeth Rivers Marriage - Qual Event 08/2012010 Submitted 265
S5-WK-SAL40 Hazel Patton Marriage - Qual Event 10/21/2010 Submitted 281 276

Sigix
Add Close
1

20104104 | Hazed Patton f:/bzwsg Qualifying Event - Marriage for Hazel Pattonon

eview Dependent Change | Notes

Event” |Marriage - Qual Event

Date | Author | Note

Warriage - Qualifying Event

Event Description

The [Notes] button displays any notes that were submitted with the Qualifying Event. More notes may be added
here.

Employee Qualifying Events Approval

Employes Number Employes Name Event Effective Date

Status Profile Confirmation Number Dependent Confirmation Number

SSWK-SALEE Elizabeth Rivers Marriage - Qual Event 0972012010 Submitied 265
SSWK-SAL40 Hazel Patton Marriage - Qual Event 1072172010 Submitied 281 218
=101x]
‘Attachment
File Name Upload Date Mote | Action
TesiDoc doc 11/0412010

eview Profile Change | Review Dependent Change | Notes | Attachments | Api

——
P12010 i

Event®Marriage - Qual Event

Warriage - Qualifying Event

Event Description
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The [Attachments] button displays any attachments that were submitted with the Qualifying Event.

Welcome to CMIC Open Enroliment

Open Enrollment for Marriage - Qual Event is 10/21/2010 through 12/25/2010.
During this period, you have the opportunity to make your 2010 benefit elections.

Hazel Patton Enroliment
Status Start Date End Date Days Left Description Action

Pending 2010-10-21 2010-12-25 51 Marriage - Qual Event Enroll Now
Approved 2010-08-01 2010-12-31 57 General

Pending 2011-01-01 2011-02-01 89 General

Enroliment Links
Add Dependent

Qualifying Event

Report/Review Qualifying Event

Dependent Enroliment

Current Cost

Employee Amount 5107.69 Employer Amount §353.84 Total Cost $246.15

Press the [Approve] button to approve. When the request is approved, the Qualifying Event will appear in the
Welcome to CMIC Open Enrollment screen if the period range is current.

Press the [Reject] button to reject the request. When the request is rejected, the record is removed from the
Approval screen and the employee will have to make the necessary changes and re-submit.

An email notification is sent to the employee’s email address as specified on the Employee Profile when the
request is approved or rejected.

Dependent Approval — Screen

Select Employees
Employee Number Name Search | Show Advanced Search | Ciear |

Employee o Employee Name
SS-WK-HR20 Cameron Masen

Show Note | Approve | Reject

Dependent Enroliment

[ Expand All FirstHame Last Name Relation Date of Birth

Mason Richard Chid 2000-06-05

Description Plan Effective Date
Dental BCBS 2008-06-20 Wiew Coverage

Mason Hyma Chid 2002-06-02

Description Plan Effective Date
Dental BCBS 2008-06-20 View Coverage

Dependent requests that have been submitted will be displayed in the Dependent Approval screen for approval.

The approver may approve or reject the dependent request by pressing the [Approve] or [Reject] button.
Dependents are also updated in HR (i.e. Employee Relatives).

An email notification is sent to the employee’s email address as specified on the Employee Profile when the
request is approved or rejected.
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Self Service Control Setup — Screen

Employee Self Service [ [ €y Logout

& Employee Self Service

m Save | Cancel

Gearch

{3 Employee Self Service
[{_] Personal Information
({] Payment Administration Profile [¥| Enable Workflow

(] Corporate Learning W4 Enable Workflow
{_] Recruting

Employee Self-Service Setup

() Corperate Information Contact [¥] Enable workfow
() Securty Skills [¥] auto Approval [ Enable workfiow
=3 Manager Self Service Certificate License W] Auto Approval [ Enable WorkfAow
F| iz?;:;;np\?;;v:;quest List Education [¥| Auto Approval [ElEnable Workflow
(1 Manager Change Request Membership [¥'| Auto Approval [T Enable Workfiow

This screen is used to enable/disable Approval Workflows for changes to an Employee’s Personal Information,
and to set whether or not changes to an Employee’s Skills, Certificate/License, Education, and Membership
information are to be automatically approved (Employee’s Profile gets updated without approvals)

Employee Profile records will be updated once the requests are approved and the request will be displayed in
the Auto Approved Request List screen with a Submit Status of “A”. If the request has been submitted, but not
automatically approved, it will appear in the Auto Approved Request List screen with a Submit Status of “S”.

Open Enrollment Status — Log

eet  Enter Query l} [ ¢y Logout

bd Employee Self Service ‘Open Enrollment

Search E Qualifying Event
1723 LG1-BW-HRS Jane Austin Approved  01/01/2013 12312013 General -126 0140172013

1762 TESTESS TestEss Pending 01/01/2013  12/31/2013  General -126 0140172013

1763 SWC-WK-SAL3 Suzette Watson Approved  01/01/2013  12/31/2013  General -1126 0140172013

=5 Employee Self Service
4_‘) Personal Information
{_‘) Payment Administration
{_‘) Corporate Learning
{_‘) Recrutting
{_‘) Corporate Information
(4} Security

1783 LG1-BW-SAL23  Steve Nash Pending 0102013 123172013 General -126 0140172013
181 LG1-BW-SAL1Z  Grace Kelly Approved 01012013 12312013 General -126 0140172013
1925 JCRTEST SAL Test Salaried Pending 01/01/2013  12/31/2013  General -126 0140172013

P Y

e e LG1-BW-HR2S Luis Carol Pending  OUO12013 120312013  General 1126 010172013

i-[ ] Request Approval 2233 GL-WK-SAL1 Donnnie Warlberg ~ Approved  01/01/2013  12/31/2013  General -126 0140172013
i-[] Auto Approved Request List 2238 GLWK-SALT Donnnie Warlberg ~ Approved  11/18/2013  0813/2016  ChidBith  -170 1182013 Chid Birth

Wanager Change Request 2308 GL-NEW2-SAL1  Barbara Scott Pending 01012013 120312013 General  -1125 0110172013

3;;”::0';;:';' S 662 GLEWSALE2  SAL42GLEBW  Pending  OUDIZM2 12312014  General 761 050172014

-3 Open Enrolment Period Sefup 2944 GLWK-SAL123  GL-WK SAL23 Reected  01/01/2012 121312014 General  -761 0510172014

J Qualify Event Setup Total (12 rows)

The Open Enrollment Status log lists every request transaction related to benefit/deduction elections for
employees, whether they are ‘general’ requests, or Qualifying Event requests. These transactions may be
Pending, Submitted or Approved.
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Qualifying Event Status — Log

Employee Self Service 5 er Se et Enterquery [} [ iy Logout
b Employee Self Service Qualifying Event
Eearch E Event Status
s
Employee No o Eventbate Description s Description
=4y Employee Self Service
) Personal Information 113 LGI-BW-SAL12 GraceKely WARRIAGE Marriage 03202013 A Approved D12 HIBENS 432
51{_] Payment Administration 113 LGI-BW-SAL12 Grace Kely WARRIAGE Marriage 03202013 A Approved 0312013 2SR5 432
8 Corporate Learning 13 LGI-BW-SAL12 GraceKely WARRIAGE Marrage 032012013 A Approved 03/01/2013  11/25/2015 432
Recruiting
5133 Corporate formation 113 LGI-BW-SAL12 Grace Kely WARRIAGE Marriage 03202013 A Approved DI 12M4IZ015 413
2 Securiy 114 LGI-BW-SAL12 Grace Kely BIRHT Child Birth 03/202013 A Approved 037202013 121142015 413
{53 Manager Seif Service 118 LGI-BW-HR25 Luis Carol  BIRHT Child Birth 05232013 A Approved 0S/Z32M13  02MEIZ016 343
{ ] Request Approval Donnnie o
) Auto Approved Request List 127 eLwksaLt TR BRAT Child Birth 11H&2013 A Approved 2013 0BHIZNE A -170 Approved
_] Manager Change Request 138 LGI-BW-HRS  Jane Austin  BIRHT Child Birth 12/20/2013 A Approved 12302013 09142016 138
@l On Board Action 141 LGI-BW-HRS  Jane Austin MARRIAGE Marriage 121812013 A Approved 12192013 0911312016 139
J Open Enrcliment Control Setup
" Open Enrolment Period Selup 146 LGI-BW-HRS  lane Austin  BIRHT Child Birth 0S/04/2014 A Approved 0SI01/2014 01242017 &
L1 Qualify Event Setup 148 LGI-BW-HRS  Jane Austin  BIRHT Child Birth 08/01/2014 A Approved 06/01/2014 021242017 25
i~ Open Enroliment Approval 159 LGI-BW-HRS  Jane Austin BIRHT Child Birth 06/0372014 S Submitted
[ 1 Qualifying Event Approval Total (12 rows)
3 D Aporoval

This log screen lists basic details about Qualifying Events, such as their status.

Dependent Enrollment Approval — Screen

This screen allows to Approve or Reject Benefit/Deduction elections for employee's dependents.

If the request is approved, the benefits/deductions will be elected for the employee's dependent and HR/Payroll
will be updated. The Election By Employee and Election by Plans screens in HR should be updated, and the
Employee Benefits Maintenance and Employee Deductions Maintenance screens in Payroll should be updated.
If the request is rejected, it is removed from the Open Enrollment Approval screen and the employee will have
to make more changes in Open Enrollment and then re-submit.

An email notification is sent to the employee’s email address as specified on the Employee Profile when the
request is approved or rejected.

Employee Address Change — Log

Employee Self Sel et EnterQuery [J [E) £y Losout
kg Employee Self Service Employee Address Change
bt 72mmmwsamava~ebfe Click here fo retrieve 2l rows.
City | City Stzte o . Prev State
omeeee- [ Al e
[#{_] Personal Information
11 Payment Administration Newfoundiand Newfoundiand
o CCO-WKHRT  Tony Gables and Labrador and Labrador
i Newfoundiand Newfoundiand Ml
Recrutin WK
nwpﬂmg formation ESLERY T €5 ML and Labrador and Labrador
O secury CCOWK-SALT  Jenny Aniston ON  Ontario ac  Quebec ac
£ Manager Self Service CLEVELANDEMP Employee Cleveland OH  Ohio OH  Ohio CLEVT E
{1 Request Approval
alas cLean ennsylvania ennsylvania
77 Auto Approved Request Lis | PMCHEAN Dalk ML PA  Pemnsylv PA  Pennsylv SNy
[ Change Request
j‘ o sy e w04 04 EMP WY NewYork  NY NewYork  NYSTATE
{1 Open Enroliment Control Set [ EMPODT EMPLOYEET SHAWMUT o4 Ohio NY  New York COLUNBUS
{1 Open Enroliment Period Setu
BV R e Yor) inois
(3 Qualify Event Setup GL-BW-HR13  HR13 BLBW NV New York L llinok SNY
L] Open Enrollment Approval | G| Bw.HRIE  HR1B GL-BW L llinois L llinois o1
j g‘::imga’:;‘r;:’”w" GL-BW-HRET  HR4T GLBW Wl Wisconsin Wl  Wisconsin  CHIC
i GL-BW-HRS4  HRB4 GLBW L llinois L llinois 100013224
[ ] Self Service Control Setup
pen Enrolment Status -BW- " inois inois
Open Enroliment Stat GL-BW-HRB4  HRB4 BLBW L llinok L llinok CHIC
{_) Qualifying Event Status
) Dependent Enrolment Apgr; | GLBW-SALT  Eden Gendel OH  Ohio NY  New York LONGCODEWE
Employee Address Chan
2 Eme ) cLewsat  Eden Gendel NY  New York NY  New York LONGCODEWC

This log screen lists Employee Address Change records and basic details about them.
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Security

User Maintenance

For details about this screen, please refer to the System Data user guide.

Role Maintenance (JSP Security Roles)

For details about this screen, please refer to the Project Management user guide.

User Access

Employee Self Service
r o Users
1y Employee Self Service
St e o
-1 7 HR Information u User Code Assign o
L] W-4 Information AKHAN - Choose your action |
ﬂ ?‘H Infurmatcmnt . ALBERTP -- Choose your action --
mergency Conta
~{ ] Skils ALEX-TESTINGT Assign Roles
~-{_] Certification and Licenses ALTERN1 Assign Programs
j Ir:::g'l:;:rsships AMAZ Assign Menu ltems
~{_) Interim Evaluation ANDREW Assign Privileges
~{_) Annual Evalution ANDSCH — Choose your action
[ Discipine History ANDY2008 ~ Choose your action
= Payment Administration ANDYL - i

This screen is used to assign security roles, programs, menu items and privileges to User IDs.
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ESS Setup

ESS Administrator Setup

The following steps are required to set up an Enterprise User as an ESS Administrator.

Step 1: JSP Security Role Assignment

Employee Self Service
i Employee Self Service Security Roles -
[ Roecode | Raenane [ninn ctons '
=) Employee Self Service " m_
CXCSUBS  CXC's Subcontractor N EIX - choose your action -
) Personal Information =
FH_) Payment Administration CXROLE Cindy's Role Y ®X - choose your action [
[H_) Corporate Learning DM_MASTER DM Master ¥ X - Choose your action -,
E{ ) Recrutting EMASTER __ Efime Role Master Y X choose vour action -
[_]) Corporate Information = T
553 Securty > - ESS-ADMIN ;iigd’“'"‘s"at”’ =t ¥ BX —choose your action | i
AlClalie, _-= ESSBASIC | ESS Basic N
-] Role Maintenance
o User Access ETIME-ENTR ETime Entry(Employee) N 'sisilyg[?esg];::: ’
() Manager Self Service EWERYTHING  Everything Admin Y Assg i
EXTUSER] ;:;Iemalu‘sar Only - Do NOT N
FAR_MASTER HR Master (JSP) Y X - Choose your action [
HCM_ADMIN HR Administrator N HX — Choose your action [
HRMARJROLE MARJ HRADMIN ¥oEx | 8
HCOLPRJ HCOLLP Y o E|x i

Sample of JSP Role Maintenance screen, in PM JSP module.

JSP Security Roles are used to grant privileges for JSP based screens, such as those of the ESS module. The
relevant JSP Security Roles maintenance screen is found in the ESS module, as shown above (standard
Treeview path: ESS > Security > Role Maintenance).

For the ESS system, JSP Security Roles are used to set which of its screens are available to users assigned them,
for both ESS Administrators and Employees.

For details about setting up JSP Security Roles for the ESS system, please refer to the JSP Security Roles Setup
subsection under the ESS Setup section of this guide.

Employees & JSP Role (ESSBASIC Role)

For Employees (not ESS Admins), the standard ESSBASIC JSP Security Role that comes with the system is
used to set up which screens are available to them. This role does not need to be manually assigned to
Employees, as the system automatically does that when they self-register.

ESS Administrators & JSP Roles

For ESS Administrators, one or more new JSP Security Roles need to be created and set up for them, to set
which Manager Self Service screens in the ESS module are to be available to them. If all administrators are to
have the same privileges, then only one role needs to be created for all of them, otherwise, a roll needs to be
created for each variation of ESS administration duties.
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The appropriate roles are assigned to ESS Administrators manually, using the Assign Users action of the JSP
Role Maintenance screen, as shown in the previous screenshot.

Step 2: HR Security Role Assignment

o Hr Role Maintanence

--{_] Salary Planning - m
-1 ] Salary History HR Roles
) Salary Surveys —
3 Sabry ncresse L ——_ . ——
E@ User-Defined Logs EMP-V Employee (View) X
(g sbHCH EMP-VE Employee (View/Edit) b4
EHCJ File Maintenance . AR Approvar x
{2 Employee Console Maint
~{_] Application Questions LG Approver x
~_] Application Status ESS-MNGER ESS Manager *
[] Area of Interest FARNAZ farnazviix x
~{_] Applicant Rating
-1 ] Attendes Status

Sample of HR Role Maintenance screen in HCM module; standard Treeview path: HCM > File Maintenance > HR Role
Maintenance.

HR Security Roles (HR Roles for short) are only required for ESS Administrators, and they are used to set up
Approval security for them, to set which approval operations for Change Requests (e.g. requests to change
dependent information, or to change benefit/deduction plan enrollments) they can perform.

For each type of Change Request, ESS Administrators can be granted View, Approve and Reject privileges.
For Change Requests for Profile Information, ESS Admins can be granted Edit privileges to change data in the
Change Requests.

For details about setting up HR Security Roles, please refer to the HR Security Roles subsection under the ESS
Setup section of this guide.
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Project Management Show Filter Send To Spreadsheet Enter Query [ [E) €

bd Project Management Menu ‘ Pariners
60383 more rows are avaiabie, Jick here fo refrieve all rows.
search a

e —

[ Project: 12345 - Contract Forecasting (12341 | 4 40D P Abbey Over Head Doors Inc
E{_) Communication Management 4 APACORP P APA Corporation
E1{_) Document Management « 5P e AP
{2 Subcontractor Prequalification
D Bid Management 4 APOTEX P Apotex Pharmaceuticals
E{_] Budget & Cost Management 4 APPFINIS P Applied Finish Systems
E{_) Site Management 4 APR c April Test Company
8 E:::’Eseﬁ"e‘ Loee ’,f‘ 4 APS P All Power System
- d Log -
1] File Maintenance W 4 ARG P Ameriean Reprographics Company
Security 4 ARCHCONS P Architectural Consulting Inc
4 ARKELL P Arkell Construction

q 4 ARTEC P Artec Tools

{_] Convert Partners and Contacts -

-] User Maintenance dJ EDU o GEZE

i-[] Change User LDAP Server 4 ASDA P Asda Construction

[ ] Role Maintenance { ASDFA P asdfa

ﬂ ﬁser ’2";573 « 25R P ASR Architectural Design Group

H roject Roles

[ ] License Pools 4 AST P AST SYSTEMS

[ ] PM-Forms 4 ASTEELCO P Andy's Steel Company

Sample of Partners screen in PM JSP module.

HR Roles are assigned to ESS Administrators via their Contact records. To assign an HR Role to a Contact
record, the Partners screen in the PM JSP module must be used (shown above), as only it has the HR Role field
required to assign an HR Role to a Contact, as shown in the next screenshot.

In the Partners screen, use the screen’s filter, framed above, to search for the Company to which the
administrator-to-be belongs, then click the link under the Name column to view that Company’s Contact
records.

Next, search for the administrator-to-be, and click the Edit icon under the Action column. Next, select the
relevant HR Role via the HR Role field on the System Contact Info tab, as shown below.

Contact Maintenance Apply to Projects Save Cancel Delete [} [0 £

{_] Subcontract ~ System Contact Info E-mail Notifications External Software Logins A

{2 Subcontract Change Orde

) Subcontractor SOV Company Name | M€ Test Consiruction Company Contact Code MR
[ ] cMmic BIM 360
~{) Potential Changs ltsms First Name" | Mike Last Name" |Rock
{2) Change Orders -
() Change Transmittal E-Mail | mike.rock@company.com Initial o
() Request For Payment T . is not
() Compliance Status Log
~{_) Expense Authorization PM Role 4 ﬁdddew:ona\ PM Position(SE) on file
T o S e [ Uplood Photo |
— Photo
] Gost Status Query (Categ.
) Budget Status Query (Cat Primary Contact [ ] Contact Active [#]
[ PCI Projection Collab User [] Bid Contact []
[ Gontract Forecasting with
[ PCI Markup Rules Address
) Subeontractor Tracking Lt Address Code la]
=] 5"2""‘:”:‘33"‘?‘ g Business Address Mike Rock ~
{2 Dily Repo 4850 Keele Street Ground Fioor
() Punchiists Oriando FL 32410 v
() Field Work Directives us
~{) Motices Contact Information
() Weskly Check List
) G Inspection and Testing Viork Phone |453-545-3543 Freferred Contact Method | Mail
.{) Checkiists Home Phone 2nd E-mail (SB)
1) Reports
£ User-Defined Logs Mobile |655-889-4716 Pager
(1] Customized Issues Log Main Fax Web Page
{3 sBDocs
) se sceo 2nd Fax Other Info
Q) RFiLog Use Alternate Fax Method [] Fa Prefix Fax Suffix
{2 Daily Joumal Costs
] SB Cost Stetus Query (Ce User Information
HD VEBDefineLog [0 userip |NOUSER

Step 3: Grant Access to ESS

The way in which ESS Administrators and Employees are granted access to the ESS system is the same. For
details, please refer to the Step 1: Grant Access to ESS subsection under the ESS Employee Setup section.
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Step 4: ESS Self-Registration

The way in which ESS Administrators and Employees self-register is the same. For details, please refer to the
Step 2: ESS Self-Registration subsection under the ESS Employee Setup section.

ESS Employee Setup

For Employees, the first two steps involved to set up ESS Administrators are not required. The first step is not
required, as the JSP Security Role relevant to Employees (ESSBASIC) is automatically assigned to them when
they self-register. The second step is also not required, as HR Security Roles are only relevant to ESS
Administrators.

ESSBASIC — JSP Security Role for Employees

For Employees, the standard ESSBASIC JSP Security Role that comes with the system is used to set up which
screens are available to them. This role needs to be configured, however, it does not need to be manually
assigned to users, as the system automatically does that when Employees self-register.

For details about setting up JSP Security Roles for the ESS system, please refer to the JSP Security Roles Setup
subsection.
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Step 1. Grant Access to ESS

Part I: Ensure Employee Profile Has Relevant Details

EMPLOYEE PROFILE

Hsave [BEit @ @ A

~| EMPLOYEE DETAIL

[Blsearch = Insert  f= Delete  4m Previous mp Next O, Workflows |~ & Report Options |v 2 Import £ ECM Documents |v 5% User Extensions

| * Employee P54434 |[5anr.1esk Padma

4 I

m Company Rates/Salary Address Tax HR Info HCM

* Last Name |Sandesk

Prefix

| * 55N /SIN no. |456789123

* Status |A Active
* Work Status | Working

* FLSA Type | Non-Exempt

Unionized
Union =
Union Mem. No.
Position Desc. a

Place of Birth

* Date of Birth |22/May/1981

* Hire Date |03/an/2017
Termination Date
Re Hire Date

Date Deceased

En

Exclude Other Hours

* First Name |Padma

Suffix

Type

Union Membership Date

Seniority Date

Next Review Date

Adjusted Service Date |03/]an/2017

Hourly

Allow Accrued Leave

* Primary Employee |PS4434

Security

Initial
Alias

* Full/Part | Full-Time

Eligible for Reh

Work Days/Year

Hours/Year
Service/Years

Valid |Y

Country |US

1

Using the Employee Profile screen, on the Personal tab, shown above, ensure that following information is

entered:
Employee Number

SSN/SIN
Date of Birth

This information is required for the self-registration process.

NOTE: If information is missing, the Employee History screen (program: PYEMPHIST) is used to enter it.
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EMPLOYEE PROFILE

| EMPLOYEE DETAIL
[B] Search 4= Insert = Delete  <m Previous mp Next "@,}Wurkﬂuws ~ & Report Options " f& Import 9 ECM Documents " ﬁ%USEr Extensions

* Employee |P54434 Sandesk Padma

< m ]

HR Info HCM Exclude Other Hours Security Project History User Defined Fields

Personal Company
d d

* Geo Code From | Mailing Address

~| MAILING ADDRESS
D * Foreign Address

~| PHYSICAL ADDRESS
D * Foreign Address

77 Easy St.

Chicago

Country |US

*Zip Code |60624 Zip Code
* Country Code | US & | |United States of America Country Code -
* State/Province |IL & |Tlinois State/Province -

County/Region =
City/Town =
Home Phone Work Phone
Home Fax Work Fax
Cell Phone Work Cell Phone
Email Address |PS@CCC.com Work Email Address
Pager
Latitude Business Partner Code
Longitude AP EFT Distribution Methed | Email

On the Address tab, ensure that the Email Address field is entered. The e-mail address will be used to send
the Employee an e-mail to ask them to self-register.

Part Il: Grant ESS Access & Send Self-Registration E-Mail

Human Capital Management

[ salary Increase o -
£ User Defined Logs 2 Employee Self Service Maintenance Clear *_Search |_Update |
{20 sb-HCM 1
-1{£3 File Maintenance Employee Self Service Maintenance
{2) Employee Gonsole Maintenance Employe Number First Name Last Name
[ Applicstion Questions o - n
-3 Appiiation Status Employee Type -Select-[v| Payroll Company, 4] Payroll Department [a]
[] Area of Interest Pay Group =) Pay Run =) Union &)
{1 Applicant Rating )
[} Attendes Status. = =
[ Cerlifications and Licenses Total Records - 292
~[] Class Staius 151 - 200 of 252/
{] Course Types
[ Corporste Performance Standards EmployseNo | FirstName | LastName | Manager Mo | Manager Name | Senior Manager No | Senior Manager Name | Company Code Company Access To Self A
L] Degrees PYIMJ-K-004 LaraH  Lopez PYMI MJ PAYROLL COMPANY [H]
[ Education 5
-3 Frequency Status SWC-SAL1 Mana Liza swe SWC Construction Company m]
] Geographical Area CCCWICHR Isabella Lincoln SWCWKHRE  JoannaJudd  SWCWK-SAL11  Felic Anderson cce CMIC Test Construction Company =)
ﬂ :EE A"‘;“ PYIMJ-HR-02T David Lee PYMI MJ PAYROLL GOMPANY ]
ecruiters
a 3 orge er ansiruction Company
T HR Regions SWCWKSALIS G Lak SWE SWC Consiruction G
+[] Membership Type JAKDDT Jodi Knickle z CMIC Canstruction Inc. Mot Registered =)
[ Menu Maintenance -
1 Orgsnization Type ZZWK.SALT Daniel  King z ‘CMC Construction Inc.. m]
{1 Physical Demands ZC-EMP3 Karen Kindness zc ‘Canadian ZC Company O
CAIKCKILEY Bob Kby ALCAD AL Canadian Company
3 ﬂ ::l:sw Grade
[ Trainers SWCVWICHR12 Marie endie swe SWC Construction Company m]
L] Training Teams SWG-WK-HRE Joanna  Judd SWG-WK-SALT1 Felix Anderson SWG-WK-SAL3  Suzette Watson SWG SWG Gonstruction Gompany ]
{_] Trainer Evaluation Questions
[ Trainer Evaluation Refings ZZIOHNJOYCE  John Joyce: zz CMIC Construction In. Mot Registered =)
~{] User-Defined Log Types PYMIWK-10 Mirz H Josh PYMJ MJ PAYROLL COMPANY a
{] User-Defined Logs
[ Work Environment SWC-WKHR1E Serah  Jones swe SWC Construction Company m]
{2J Log Builder SIWC-WK-HR23 Glovskey  Jonathan swe 'SWGC Gonstruction Company [m}
(&) Defan Fliers QAWKHRI Abraham  Jonathan swe SWC Gonstruction Company ]
GCC-WICHR3 Abraham  John coe ‘CMIC Test Gonstruction Gompany ]
ALTWKJESSUP  Dave Jessu AT Andy's Company ALT
) HR On Board Action o2 d = u
7 HR Role Maintenance 2258 Brenda  Jason PYMI MJ PAYROLL COMPANY Mot Registered =}
- ﬂ Prompt Maintenance SWKAWVKHR21 Melinda  Jackson SWC 'SWC Construction Company Not Registered M
HR Documents
L) Employee Request (11) SWC-WICHR44 Tom Jackson SWe SWC Construction Company ]
{1 Empioyee Selr-Service Gontrol JD-SALINGER SAL INGER JouS D US TEST Company hiot Registered [+

Sample of Employee Self Service Maintenance screen in Human Capital Management module
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In the HCM module, launch the Employee Self Service Maintenance screen, shown above, via the Employee
Maintenance link in the HCM module’s Treeview. For details about launching the HCM module, please refer
to the Launching HCM Module subsection under the Appendix of this user guide.

In the Employee Self Service Maintenance screen, search for the Employee, click their Access To Self Service
checkbox, then click the [Update] button on the top-right of the screen.

Note that rows of Employees granted access to the ESS module have a purple-blue background.

After clicking the [Update] button, an e-mail will be sent to the Employee, asking him/her to register for the
Employee Self Service system.

Step 2: ESS Self-Registration

£ Reply 2 Reply All £} Forward G5 IM
Mon 1/9/17 12:50 PM

ravi.venkatachalam@cmic.ca
Your Access to CMIC Employee Self-Service

To Mike Fernandes

Dear Padma Sandesk,

You have been granted access to CMIC Employee Self-Service. Please click the following link to register yourself.
http://testdv10.cmic.ca: 7785/ cmictestv10x/SdMenu/essRegisterPage.do
Sincerely,

The CMIC Employee Self-Service Team

After an Employee is granted access to the ESS system, an e-mail is sent to them, as shown above, asking them
to click the provided link to register for the ESS system.

!

WEm ployee Self Service

Verify Employee Information

Employee Number™ |P54434
Date of Birth” |05-22-1981 &b
55N {no space/hyphen)™ |456782123

| Next

Clicking the provided link launches the following ESS verification screen via the user’s default browser. To
register for the ESS system, the user enters their Employee Number, Date of Birth and SSN number, and
clicks the [Next] button.

NOTE: If you are testing this functionality, after you granted access to the ESS system for an Employee, to test
the Employee’s registration, you must clear your browser’s cache. This is necessary since your login
credentials are saved by your browser, and they will be automatically used by the ESS Sing-In screen.
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WEmployee Self-Service

You are now registered for employee self-service with existing userid PS.
click here to login to employee self-service.

After clicking [Next], the following message is displayed, telling the Employee that they are registered for
Employee Self Service. The message also contains their existing Enterprise User 1D, which is used to log into
the ESS system, along with their existing password for Enterprise.

Also, an e-mail will be sent to them, providing a URL link to the ESS Sign In screen, as shown below. The
provided URL can be added to the user’s browser’s Favorites/Bookmarks for easy access.

(52 Reply (2 Reply &Il (53 Forward G5 IM
Mon 1/9/17 12:54 PM

cmictestv10 x@cmic.com
Welcome to CMIC Employee Self-Service

To Mike Fernandes

Dear Padma Sandesk,

Welcome to CMIC Employee Self-Service!

You are now registered for employee self-service with existing user 1d PS.
Please click the following link to login.
http/ftestdvl0.come.cas7785/comictestv ] Ox/'SdMenu/7appCod e=SSE
Sincerely,

The CMIC Emplovee Self-Service Team
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Clicking the URL launches the following ESS Sign-In screen:

WEm ployee Self Service

Mot registered yet? Click here to register for employee self service.

ORACLE |dentity Management

Enter your Single Sign-On user name and password to sign in.

User Name ||

Password |

Unauthorized use of this site is prohibited and may subject you fo civil and criminal prosecution
Copyright & 1988 2008 Oracle. All rights reserved

Forgot Password

JSP Security Roles Setup

Employee Self Service

b Employee Self Service Security Roles
pearch m
, I T s I -
EHCJ Employee Self Service AL ALl — Choose your action -]
{3 Personal Information
D Fayment Administration ALMASTER Andy Role Y X —Choose your action --[
[+ Corporate Learning AMICHAEL ~ AWICHAEL N @X - Choose your action |
EH_) Recrutting BALRAJS Balraj S Role ¥ EX  —Choose your action |
B0 ;”Wﬂ‘e AliEy CCCMASTER  CCC Master Role Y ®X  —choose your action ]
= B EC" - - CHECKPRN  test N EIX - Choose your action |
i COLLAB IDCollab N 2%  —Choose your action |
- CXCSuBS CXC's Subcontractor N SEX -Choose your action --[
{3 Manager Self Service CXROLE Cindy's Role Y SBX  —Choose your action -]
DNM_MASTER DM Master ¥ X choose your action |
E-MASTER __ E-fime Role Master ¥ 9% - choose your action |
| Ess-ADMIN iii:;dmm sutar=d Y X - choose your action |
ESSBASIC ESS Basic X —Choose your action —| =
ETIMEENTR  ETime Entrv(Employee) SEIR - Choose vour acton 1

Sample of JSP Role Maintenance screen in ESS module, which is the only JSP Role Maintenance screen with settings
relevant to the ESS module (i.e., JSP Role Maintenance screens in other JSP modules cannot be used).
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JSP Security Roles are used to grant privileges for JSP based screens. For the ESS module, which is JSP based,
JSP Security Roles are used to set which screens are available to users, for both ESS Administrators and
Employees.

In the JSP Security Roles screen of the ESS module, the Assign Menu Items action, framed below, is used to
set which screens are available to ESS users:

DWM_WASTER D Master

E-MASTER E-time Role Master

ESS-ADMIN ESS Administrator - Full Acces
ESSBASIC ESS Basic

ETIME-ENTR ETime Entry(Employee)
EVERYTHING Ewverything Admin

EXTUSER1 External User Only - Do NOT Mo
FAR_MASTER HR Master (JSP)

HCKM_ADMIN  HR Administrator

HRMARIJROLE MAR) HRADMIN

5 X — Choose your action —{ |
"2 X - choose your action El
“H X - Choose your action |T|
“H ¥ | -- Choose your action --
*H X | Assign Users

"2 % | Assign Programs

X ‘ Assign Menu Items
X Assign Privileges

R Assign Field Security
5 ¥ ' —Thoose vour achion =1

£ Z & Z L Z Z oL <

To set up JSP Security Roles for the ESS module, the JSP Security Roles maintenance screen in the ESS
module must be used, as only it has settings for the ESS module.

For Employees, the standard ESSBASIC Security Role that comes with the system is used to set up which
screens are available to them. And when an Employee self-registers for the ESS module, the ESSBASIC role is
automatically assigned to the Employee.

For ESS Administrators, one or more new JSP Security Roles need to be created and set up for them, to set
which Manager Self Service screens in the ESS module are to be available to them. If all administrators are to
have the same privileges, only one role needs to be created for them all, otherwise, a role will need to be created
for each variation of privileges.
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Assign Menu Items

Employee Self Service [» [0 fy Lowout

bd Employee Self Service Add[/Remove menu items from the ESSBASIC Role -
e a2 [“setect Al | unscect Al | Update | Bock |

) Employee Self Servi
= E) mP rvme Personal Information
EMC3 Personal information ————
[ Profile Information Profile Information
~_] HRInformation HR Information

-4 ] W-4 Information

-/ ] Td1 Information W-4 Information

j Emergency Contacts Td1 Information
L] skils Emergency Contacts
-4 ] Certification and Licenses -+
3 Degrees Skills
-] Memberships Certification and Licenses
-{]) Interim Eva\ua?mn Degrees
-{_) Annual Evalution
j Discipline History Memberships
B3 Payment Administration Interim Evaluation
- 1 Open Enroliment .
j Request and Review \acation Balance T BT
- Pay Stub Printing Discipling History L
~] Direct Deposit Accounts “*—-\____ Payment Administration
-4 ] *ear End Summary
EHC3 Corporate Learning Open Enroliment
-4 1 Class Enroliment Request and Review Vacation Balances

-4 ] Training Nomination
- ] Training Reguest
EHC3 Recru iting Direct Deposit Accounts
-{_7) Enter Requisition
|1 Review Reqguisition Activity
-{_) Review Applicants
{1 Applicant Self Service \
EHC3 Corporate Information
*_q Forms Request
B9 Security
[ 7 User Maintenance
-+ ] Role Maintenance
] User Access
=1L Manager Self Service
Request Approval
- ] Auto Approved Reguest List

Pay Stub Printing

“ear End Summary
Corporate Learning

Class Enrollment

NEESEEEEEEEEEEREEEEEE

Training Nomination

Training Request

Recruiting
Enter Requisition

Review Requisition Activity
Review Applicants

Applicant Self Service

/1

j Manager Change Request | 4
- ] On Board Action Corporate Information
j Open Enrellment Control Setup Forms Request
- ] Open Enroliment Period Setup .
[ Qualify Event Setup Security
-4 ] Open Enrolment Approval User Maintznance
| ] Cualifying Event Approval
Role Maint
-9 Dependent Approval \ /" ole Maintenance
[ ] Self Service Control Setup M User Access
8 Open Enrolment Status relevantto ESS Manager Self Service =]
Qualifying Event Status Administrators onl .
-9 Dependent Enrolment Approval Y E LR AT O
mployee Address Change uto Approved Request Lis
Empi Add Ch T Auto A ed R it List

Manager Change R

Shown above is a sample of the Assign Programs sub-screen. The screen has checkboxes for each screen in
the ESS module, to set which screens are available to users assigned the JSP Security Role.
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HR Security Roles Setup

Hr Role Maintanence

[] Salary Planning
-{ ] Salary History HR Roles
+{_]) Salary Surveys

[ Application Status
[ ] Area of Interest
~{_] Applicant Rating
-1 ] Attendee Status

3 Saary orease
EHC User-Defined Loos EMPW Employes (View) x
+{ sb-HCH EMP-VE Employee (View/Edt)
EHC File Maintenance APPR Approver
[#{_) Employee Console Maint
-] Application Questions LG1 Approver

Sample of HR Role Maintenance screen; standard Treeview path: HCM > File Maintenance > HR Role Maintenance.

Overview — HR Security Roles Setup

HR Security Roles (HR Roles for short) are created and used to grant approval privileges for ESS
Administrators, to set what Change Requests (e.g. requests to change dependent information, or

benefit/deduction enrollments) ESS Administrators are allowed to approve.

HR Roles are assigned to ESS Administrators via their Contact records, using the Partners screen in the PM JSP
module (Partners screen must be used, as only it has the HR Role field required to assign an HR Role to a
Contact record). For details, refer to the following subsection: Step 1: HR Security Role Assignment.

Create HR Security Role for ESS Administrators

To create an HR Security Role for ESS Administrators, click the [Add] button on the HR Roles Maintenance

screen, framed in the previous screenshot.

In the next screen, shown below, use the Code field to enter a code for the HR Role, and the Description field

to enter its description:

Hr Role Maintanence

Y HR Recruit

id HCM Manager = Save | Cancel
HR Role Maintenance
Fearch [ Go]
Code” | ESS-ADMINF Description | ESS Admiinistrator - Full
HCM Mal
=o T Select Al Prvieges ¥
[#4{_]) Pesition Control < 7 ) )
- Hiring Requisiions Employes Profile Employee Diract Daposit
[#4{_]) Applicant Management ¥ Employee Vacation Balance ¥ Employee Pay Stub
E;-g;.;.‘o(mrcaPMnning Object ( I Select Al Objects) | View ( &2 Seect A Edi ( 1 Select A Reject ( 9 Select Al) approve { £ select Al
raining
@) Performance Management I Profile ti Ci rl ti
E]g Compensation Management | Emergency Contact i v td i
= User-Defined Logs
| Di d rd d d
ML) File Maintenance Direct Deposit
E{_) Employes Console Maintenance | skills o L4 L o
-4 ] Application Questions ¥ Education wl * " wl
[ ] Application Status » @ ” » @
~{ ] Area of Interest Membership
~{ ] Applicant Rating #| Dependent L t ) ’
[ ] Attendee Status @ " w i 7 w
Vacat
~{] Certifications and Licenses eatien
[ Class Status ?lws ) ] ] )
~L] Course Types | Certiicate/Licenss 5 G e 5
~{_] Corporate Performance Standar HR Roles
-4 ] Degrees —
3 Eueston - = = ——
[ ] Frequency Status OA Database Administrator *®
-4 ] Geographical Area LGt Approver x
dl Hing Actions SMI-APP1 SM Approver x
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Next, check the employee information for which the ESS Administrators assigned this HR Role will be able to
perform approval operations. Click [Save] when finished.

NOTE: Currently the Employee Profile, Employee VVacation Balance, Employee Direct Deposit, and
Employee Pay Stub checkboxes along the top of the screen are not used.

Employee Self-Service Control

Human Capital Management

o HCM Manager

E

earch

=3 HCM Manager

Position Control
Hiring Requisitions
Applicant Management
+1{.) Workforce Planning
[#1{_]) Training
() Performance Management
[#{_) Compensation Management
i {2 User-Defined Logs
) File Maintenance
{2 Employee Console Maintenance

il ] Application Questions.
]

Apnlication Status

Employee Self-Service Setup

Profile [¥] Enable Workflow

W4 [¥] Enable Workflow

Contact [¥] Enable Workflow
skills [¥] auto Approval [FlEnable workfiow
Certificate/License [¥] auto Approval [FlEnable workfiow
Education [ uto Approval [Flenable workfiow
Membership (V] puto Approval [Clenable workfiow

Sample of Employee Self-Service Control screen; standard Treeview path: HCM > File Maintenance > Employee Self-

Service Control.

This screen is used to enable/disable Approval Workflows for changes to an Employee’s Personal Information,
and to set whether or not changes to an Employee’s Skills, Certificate/License, Education, and Membership
information are to be automatically approved (Employee’s Profile gets updated without approvals).

NOTE: These settings are also available in the Self Service Control Setup screen of the ESS system (ESS >

Manager Self Service > Self Service Control Setup).

Instructions Maintenance (Prompt Maintenance)

Instructions display area

A

Comments 4l PRV HEXT (M 100 - 2016-11-25(Submitted) -

Employee Self Service
b Employee Self Service Transaction No Effective Date
earch | Go| 190 20161125
=25 Employee seif Service Instructions:
- Make changes to the employee Profile

=)

Personal Information

|7 Profile Information

Request for change of employee profile

[ 3 HR Information

~{] W-4 Information Effective Date |25/Nov/2016 Comment

~{ ] Td1 Information

- ] Emergency Contacts

Personal information

-] Skils

-] Certification and Licenses
-{ ] Degrees

-{ ] Memberships

Interim Evaluation

) Annual Evalution

LastMame Fernandes

Prefix Title

Date of Birth  12/Jul/1277

Sample of Instructions display area at top of ESS screens.

The instructions displayed in the Instructions (prompts)

First Name™  Mke

Suffix to Name
- I=
Marital Status | Single

Middle Name

SSN (no space/hyphen) 988543755

area of ESS screens, shown above, can be customized.
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To customize the Instructions, use the Prompt Maintenance screen in the HCM module (standard Treeview
path: HCM > File Maintenance > Prompt Maintenance).

HCM Manager Message Maintenance -
Required fields are indicated with a blue triangle (x)
Bearch
Message Key ™ |hr_ess% A [Reference key" A | Message™ User A | Project & | Program | Select Program [ Locale | en
ge Key hr_ [+ Y L4 | Messag g [ Proes = g o g
523 HCM Manager
{3 Hiring Requisifons Hr_Ess_Cerilic_instructions. How to make a change request for cerfficates/icenses en @ X
{20 Applicant Management Hr_Ess_Direct_Depostt_Instructions. How to make a change request for direct deposit en B X
Workforce Pk
B Tr::m"g'”" annng Hr_Ess_Disciplinary_Action_Acknowledgement By signing this notice, | am acknowledging that | have been counseled about my inappropriate conduct and informed of consequences if mprovements are not made. o WX
) Performance Management Hr_Ess_Education_nstructions How 1o make & change request for education e VX
{20 Compensation Wenagement | | | Hr_Ess_Emergency_Contact_instructions How 1o make & chang request for emergency contacts e VX
{2 User-Defined Logs Hr_Ess_instructions Instructions e VX
File Maint
6 i ance Hr_Ess_Login_Fai Employee numberipin code is not correct or you are not a registersd user: en WX
{22 Employez Console Maintz|
[ Applcation Questons Hr_Ess_Login_Pin_Expire: our PIN has expirad, please change your PIN en WX
L] Application Status. Hr_Ess_Login_Server_Error Login failed dug to internal server error' en WX
L] Area of interest Hr_Ess_Login_Temp_Pin “Your PIN is temporary, please change your PIN. en WX
Appicant Ral
B e He_Ess_Lopn_Terp_Pin_Expire our temporary i hes expired, please e-regter o WX
[ Certfications and License| | | H1_Ess_Membership_instructions How to make a change request for memberships en VX
[ Class Status Hr_Ess_Dpen_Enroliment_Tille <ba<h1=<font size="8" color="#cc3333 > Welcome to CHIC Open Enrolimentfonts</h»</b e WX
[ Course Types Hr_Ess_Fin_Change_Error Cannot change your PIN, the information you provided is not correct en WX
Corporae Per s
j Dz;pri:"‘ eriormance 3= | W ess_Pin_Change_Server_Error Failed to update your PIN due to server error. e WX
[ Education Hr_Ess_Pin_Change_Success our PIN is updated successfuly, please login using the new PIN(valid unti{0}). en WX
[ 9 Freguency Status Hr_Ess_Pin_Email “our temporary PIN is {0}, itis valid until {1}. en @K
L] Geographical Area Hr_Ess_Pin_Email_Subject Temporary PIN for employee seif serviee en VX
Hirng Act
ﬂ g Hr_Ess_Pin_Reset_Email Your PINis reset to {0}, R is valid unti (1. e VX
1] HR Regons Hr_Ess_Pin_Reset_Emai_Subject Temporary PIN for employee self service en WX
[] Membership Type Hr_Ess_Pin_Reset_Error Cannot reset your PIN, the information you provided is not correct or you are not a registered user. en WX
L] Menu Waintsnance Hr_Ess_Pin_Resst_Server_Error Failed to reset your PIN due to server error en WX
L] oroanization Type
A e Hr_Ess_Pin_Reset_Success “our PIN has bean reset and sent to your registered emeil e WX
[ Salary Grade Hr_Ess_Profie_nstructions Make changes to the employee Profie en VX
0 skils Hr_Ess_Register_Fail Cannot register, the information you provided or your emailon fil i not correct e WX
L] Trainers Hr_Ess_Register_Server_Error Registration failed due to server error. en WX
Training T
j T::;DEE‘:EM uesti| | | HEss_Register_Success Register for self service success! A temporary PN has been created and sent to your registered email e WX
[ Trainer Evalustion Ratings| | | Hr_Ess_Skils_nstructons How to make a change request for skils en WX
[ User-Defined LogTypes | | | Hr_Ess_Training_nstructions How 1o make a change request for raiing classes en WX
[ User-Defined Logs

Sample of Prompt Maintenance screen.

To list the prompts relevant to the ESS system in the Prompt Maintenance screen, click the [Query Mode]
button on the top-right of the screen, enter “hr_ess%” (without quotes) in the Message Key field, then click the
[Execute Query] button, which was the [Query Mode] button when the screen was not in Query Mode.

To edit a prompt, click its corresponding Edit icon under the Action column, then double-click the Message
field to bring up an editor popup, as shown below:

tal Management

HCM Manager  *

Search

3 HCM Manager

{2 Postion Control

{2 Hiring Requistions.

{2 Applicant Manageme

{2) Workforce Planning

{2 Training

{2 Ferformance Manage

{_) Compensation Manag

{2) User.Defined Logs

{3 File Maintenance

FH_) Employee Console

[] Appiication Quest

[] Appiication Status

[] Area of interest

-] Applicant Rating

[ ] Aftendee Status.

L] Certifications and

-] Class Status

[] course Types

L1 corporate Perforn =

-1 Degrees.

[] Education

[] Frequency Status|

[] Geographical Are;

-] Hiring Actions

[ HRRecruiters

L] HR Regions

-] Membership Type

[ menu Maintenancy

L1 organization Type
3

Bhueical Namands

Message Key™ Hr_E:

Message Key

relevant fields for ESS

\ Message Maintenance

ser 4| Project
A — 5

How to make a change request for certicatesficenss 2Nd: double-click

Hr_Ess_Login_Temp_Pin
Hr_Ess_Login_Temp_Pin_Expire
Hr_Ess_Membership_instructions
Hr_Ess_Open_Enroliment_Titie
Hr_Ess_Pin_Change_Error
Hr_Ess_Pin_Change_Server_Error
Hr_Ess_Pin_Change_Success
Hr_Ess_Pin_Email
Hr_Ess_Pin_Email_Subject
Hr_Ess_Pin_Reset_Email
Hr_Ess_Pin_Reset Email_Subject
Hr_Ess_Pin_Reset_Error
Hr_Ess_Pin_Reset_Server_Error
Hr_Ess_Pin_Reset_Success

Hr_Ess_Certic_nstructions

Hr_Ess_Direct_Deposit_instructions. How to make a change request for direct deposit “~~\
Hr_Ess_Disciplinary_jction_Acknowledgement 8y signing this nofice, | am acknowledging that | havelbeen counseled about my inappropriate conduct and informed of consequences f improvements are not Risdg,
Hr_Ess_Education_nstructions How to make a change request to change education formation s,
Hr_Ess_Emergency_Contact_instructions How: to make a change request for emergency conta. ‘.\‘\
Hr_Ess_instructions. Instructions. "Ny

Hi_Ess Logn_Fail Employee numberipin code is not correct or you are rht & registered user:

Hr_Ess_Login_Pin_Expire Your PIN has expired. Please change your PH

Fir_Ess_Logn_Server_Ermor Togin falkd dus 1o internal server errort =

-:-Ehg

Your PIN is temporary, please change | @) Edit Text - Mozilla Firefox

1st: click ‘

Your temporary PIN has expired, ple:
T D PO T T D) | testdv10.cmic.ca:7785/ cmictestv10x/cmic/EditText jspImaxLimit=4000 o @ x
<b=<hi><font size="8" color="#cC33 i en B X
Gannot changs yaur P, the informatily <07/ PIN s expired. Please change your P </b> - 9x
Failed to update your PN due to servet en X
Your PIN is updated successfully, plead|{ en WX
“Your temporary PIN is {03, tis vaid unfl} HTML tags en WX
Temporary PIN for employee self servi)| en 2 X
Your Pi s reset to {0}, it is valid until {{ | en WX
Temporary FIN for employee self servi en B x
Cannot reset your PIN, the information you provided is not correct or you are not a registsred user. en hilb 4
Failed to reset your PIN due to server error. en | X
Your il has been reset and sent to your registered email en Y X

Use the editor to change the prompt, and click [Accept] when finished. Note that prompts can be formatted
using HTML. On the main screen, click the [Update] button to save the changes.

In the Prompt Maintenance screen, the only fields that are relevant to the ESS module are: Message key, and
Message. The other fields are used by the PM JSP module.
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Appendix

Launching HCM Module

There are two main ways in which the HCM module can be launched.

Method 1: CMIiC Launch Page

The HR Self-Service option under the Software V10 section of the CMIC launch page, as shown below, can be
used to launch the HCM module.

DEVELOPMENT TOOLS SOFTWARE V10
Treeview Builder testv10x = Enterprise Console « testv10x
Query Builder pretestvi0x * Enterprise Classic « pretestv10x
Process Euilder = Classic without treeview
Workflow Monitor - Project Management
Form Letter Definition + Timesheet Entry
Jasper Server / Analytics "+ HR Self-Service
Program Builder = Opportunity Management
Simple Menu * Subcontractor Prequalification

Report Parameters
Oracle Report Queue
Server Logs

Latest Server Log

RUN DevToals » RUN Software »

Logout
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Method 2: Default Forms Treeview

The Human Capital Management link in the default Forms Treeview (Menu Type: v10 Menu, Menu
Description: v10 Menu Default Menu) can also be used to launch the HCM module.

]

ODEHEEHEBH

General Ledger
Accounts Payable
Accounts Receivable
Payroll (US)

Payral

Human Resources

Setup

Personnel

Benefit Administration
Applicants
Training/Certification
Medical

Safety

Reports

Utilities

Human Capital Management I
Employee Console
E-Time

Emnlovee Self Service

I HEEHEHEH
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