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Employee Self-Service Setup

Once Click2Gov Employee Self-Service (ESS) has been installed it your responsibility to grant access through HTE's Menu Driver security system users who are assigned the responsibility of creating and maintaining Click2Gov ESS account identification number’s (AI’s) and personal identification number’s (PIN’s).

The applicable menu options (be default) are added the Payroll application’s File Maintenance menu.  The Click2Gov menu options are; Employee Self-Service Setup and Emp Self-Service Maintenance (see below).
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Figure 1:  Payroll/Personnel File Maintenance Menu Display

By selecting Employee Self-Service Setup you are brought to a prompt screen where you can search for an employee using either social security number (if authorized) or their employee number or simply select <enter> to see all.

Next you identify and select the employee you want to work with.  The following screen will display the employee, whether or not their account is enabled, whether or not their PIN has been changed as well as their Click2Gov user ID, PIN and e-mail address (if applicable) (see below).
[image: image2.png]PR415U01 Payroll Base Library 4/23/03

C2G Employee Self Service Setup 15:87:48
Employee . . . . . . . : 678-14-5302 BATES, DON D
Account enabled . . . : N
Pin changed . . . . . : N

Type information, press Enter
User . . .. ..... 1
Pin e
Internet address .

F3=Exit F12=Cancel

MA] 10/028





Figure 2:  Example of disabled/inactive C2G ESS account

Account enablement is a multi-phase process:

1. In order for a user to enable their account authorized users will first have to enter an ID, an initial PIN (the user will be forced to change this on their first login attempt) as well as an email address (the user will be forced to change this on their first login attempt).

2. Once an account has been created the User, PIN and Internet Address should all contain data.  The Account enablement and PIN changed status should still be ‘N’.

3. Once a user attempts to log into their account using the ID and PIN created for them they will be forced to change their (initial) PIN as well as their email address.  This will change the “PIN changed” flag from ‘N’ to ‘Y’ but their Account enabled flag will remain in an inactive status (i.e. ‘N’).

4. Once they complete this process an email will be sent to the email address they entered along with some (user-defined) text and a URL they will be required to follow in order to complete the enablement process.  When the user does respond to the email the Account enabled flag will change from ‘N’ to ‘Y’ and they will have full access to their Click2Gov ESS Account.
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Figure 3:  Sample of active/enabled C2G ESS Account

Employee Self-Service Maintenance

Once Click2Gov Employee Self-Service (ESS) has been installed it your responsibility to grant access through HTE's Menu Driver security system users who are assigned the responsibility of maintaining and approving any change requests that have not been set to automatic approval (see section on Payroll system control options for C2G Employee Self-Service).

The applicable menu options (be default) are added the Payroll application’s File Maintenance menu.  The Click2Gov menu options are titled; Employee Self-Service Setup and Emp Self-Service Maintenance (or something similar).

The Employee Self-Service Maintenance screen is where all Click2Gov requests that were not automatically approved are routed (see below).
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Figure 4:  ESS Administrative Screen

These records can be filtered (F17 Subset) so that only pending, posted, reviewed or canceled records are displayed or simply subset by an employee.

Click2Gov Payroll ESS - Change Type Definitions:

1. Contacts – Changes submitted by an Internet user specific to contact related data.

2. Demographic - Changes submitted by an Internet user specific to demographic related data.

3. Dependants - Changes submitted by an Internet user specific to dependent related data.
Click2Gov PR ESS - Status Definitions:

1. Pending – Pending records were submitted by an Internet user and have not been reviewed by any administrative personnel.

2. Reviewed – Reviewed records were submitted by an Internet user and were rejected by administrative personnel.  Rejections can occur for any reason (i.e. insufficient data, incomplete data).  Internet users have the option of correcting the data and re-submitting it.  Records that have been re-submitted will change from ‘reviewed’ back to ‘pending.’

3. Posted - Posted records were submitted by an Internet user and approved by administrative personnel and the appropriate employee data was updated.

4. Canceled - Canceled records were submitted by an Internet user and disapproved by administrative personnel.  The employee’s data is not updated.

Employee Self-Service Canned Text

Click2Gov ESS allows you to use email to respond to each request that was not automatically approved.  Users will be present with a pop-up screen to enter a specific response and/or they may choose to select a response from the Canned Text File using the (F4) prompt.
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Figure 5:  Employee Self-Service email prompt

Click2Gov PR ESS – Canned Text Maintenance:

The Employee Self-Service canned text feature allows you to create a text response, which can later be selected and attached to the response of a users request.  The responses can be general or specific to the type of request for example, you could create a general approval message or an approval message for demographic changes and a separate one for dependant changes.
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Figure 6:  Responses set-up through C2G ESS Canned Text Maintenance
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