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Employee Self-Service applications provide vou with easy access to information and services for
employees. Thie page gives you an overvisw of the entire offering.

Employee Search

Search for employees by name and find basic information about
colleagues and their position in the

company.

Yiorking Tims
Record your planned leave.

CQuick Links
Record Working Time

@ Benefits and Pavment
Dizplay your salary statement
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1. Click [Working Time]
e Can be accessed from Overview page
e Can be accessed from Toolbar on any ESS page

Notes:
¢ “Record Working Time” link is a shortcut, directly to employee’s timesheet
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Working Time

Record Working Time

View and record time and leave on your timesheet. Time entry must be
made on Daily View tab.

Weekly view iz only for dizplay purposes. Make sure to click on the
daily tab first, if you are going to

be entering time or leave.,

Leave Request
Quota Overview
View leave balances

ESS Portal
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Additional Information

Working Time allows you te view and manage time and leave. Record Working
Time allows you to

access your timezhset and enter leave. Quota Overview allows you to sse
what leave queta you have

available for uze.

Pleaze remsmber to follow all City administrative directives and departmental
pelicies and
procedurez when utiizing theze features.

2. Click [Record Working Time]
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3. Click [Daily View] tab
¢ Time entries can only be made in the “Daily View”
¢ All time can be reviewed in the “Weekly View”
4. Type in desired date or select date from drop down calendar

5. Click [GO]
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6.

7.
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Verify correct date is displayed

Select desired “Leave” to be used from drop down Attendance Type list

Enter [Start Time] and [End Time]

Click [Review]
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Check your entries before saving.

Recorded Working Times
Date Rec. CCtr WBS Element Rec. Order At fabs. ty_pe OT comp. type Cellcontent Additional Info
09082011 Annual Leave 2.00

m Previous Step lSa\'e | Exit

10. Verify time entry is correct

11. Click [Save]
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Record Working Time

[¥] vour data has been saved

What do you want to do next?
Record Additional Working Times

Go to Working Time Homepage

Go to Emplovee Self-Services Homepage

Overview of your newly recorded working times
Date Rec. CCtr WBS Element Rec. Order Att fabz. type OT comp. type Cellcontent Additional Info
08/08/2011 Annual Leave 2.00

12. Confirmation of time entry appears



