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Overview E

Employee Self-Service applications provide you with sasy access to information and services for
employees. Thiz page gives you an overview of the entire offering.

Working Time

Record your planned leave.
Quick Links

Record Working Time

Emplovee Ssarch

Search for employees by name and find basic information about
collzagues and their pesition in the

company.

'ﬁ' Bensfits and Payment

' Display vour zalary statement.

1. Click [Employee Search]
e Can be accessed from Overview page
e Can be accessed from Toolbar on any ESS page
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Additional Information
Employee Search

Vihi's Who Perform a simple =earch for employse information by name, or use the

advanced search feature to
=earch for employees by criteria such as organizational unit and cost center.

2. Click [Who's Who]
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Who's Who

Please enter the search criteria

Advanced search

Last Name: ?_\{if______________.i
First Name: faf o i
§ search.. | Ext

3. Enter [Last Name]

4. Enter [First Name]
e Using an “ * “ in either search field generates a wildcard search

5. Click [Search]
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Please enter the search criteria

Advanced search

Last Mame: wir |

First Mame: a* i
New Search | | Exit
Result List
Lazt Mame First Name Extension E-mal
WILLIAMS ~ ALLEN ALLEN WILLIAMS@SANANTONIO. GOV
WILSON  AMANDA 78853 AMANDA WILSON@SANANTONID. GOV
Williams Annie

Building Number Room Number

Personnel Number
00104288

0108128

0017TET

ESS Portal

| History, Back Forward

EC

6. Click [Last Name] link to view employee information



COSA Time Administration

ESS Portal

Search | Advances Search

Employee Self-5ervice

Overview | Employee Search | Working Time | Benefts and Payment
Who's Who | History, Back Forward [S]

Employee profile for AMANDA WILSON -

Communication

Extension: 78853

E-mail: AMANDA WILSON@E@SANANTONIO.GOV
Department

Organizational Unit: 35-11-01 (11}

Cost Center: 3605010001

Building Number:
Room Number:

Miscellaneous

Last Name: WILSON

First Name: ANMANDA

Position: 38-0204-3r Sanitarian

Job: U204-Senior Sanitarian =]
License Plate Number:

Personnel Number: 00108126

Syzstem User Name: ﬂ

7. Employee information is displayed



