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Manager Self Service 

 
View Employee Personal Information 

Main Menu > Manager Self Service > Job and Personal Information > View Employee Personal Info 
  Instructions ACORN Page 
 PURPOSE: As a manager/supervisor, you have employees that report to you.  These are your direct reports.  The 

ACORN system allows you to view Job and Personal information about your direct reports (and your indirect 
reports).  The purpose of this exercise is to walk you through the steps required to find your direct reports, select 
a specific employee from that list, and view Job and Personal information about that employee.   
1. Navigate to View Employee Personal Info 

 

2. This is the first step in the process.  The 
highlighted area tells you the process you 
will follow.  

 
3. Select the ‘Continue’ button.  

 

 
4. This page shows your direct reports.  The 

highlighted area tells you the process 
steps for selecting a specific employee.      
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 5.  The first highlighted area will indicate 

your name (Reports To) and an ‘As Of’ 
date.  The 'As Of' date will be today’s date.  
These are the employees reporting to you 
as of today.   

• The second highlighted areas are 
your direct reports.  Job 
information about each employee 
is displayed. 

 
6. You can also ‘drill-down’ to see your 

indirect reports.  These are employees 
who report to one of your direct reports.  
If you see this icon on the right side of the 
page, it means that you have indirect 
reports. 

 

7. To view Job and Personal information 
about a direct report, select the radio 
button to the left of the employee’s name.  
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 8. Select the ‘Continue’ button.  

 
9. When you select ‘Continue’ you will be 

taken to the Job and Personal information 
of that employee.  The highlighted area is 
specific Job information of a direct report.  
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 10. The highlighted area shows links to 

personal information about the employee, 
and includes: 

• Home and mailing addresses 
• Personal phone numbers 
• Birthday 
• Emergency Contact information 
• Training summary 

Employees have the ability to add and 
maintain address, phone, and emergency 
contact information.   

 
11. Select the blue ‘Emergency Contacts’ 

hyperlink.   
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 12. This is the employee’s emergency contact 

page.  If you select the blue ‘Contact 
Name’ hyperlink, you will be taken to the 
emergency contact details for that 
contact. 

• Select the blue ‘Return to 
Employee Information’ hyperlink.  

 
13. You may also view the training summary 

for the employee and enroll the employee 
into a training course.  Select the blue 
‘Training’ hyperlink. 

 
14. This page displays the employee’s training 

summary.  You can see the courses the 
employee has enrolled in and has taken.  
You can also enroll the employee into a 
training course directly from this page.  To 
do so, you would select the blue ‘Enroll 
this employee in an internal training 
course’ hyperlink.  
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 15. Select the blue ‘Return to Employee 

Information’ hyperlink to return to the 
Employee Job and Personal Information 
page.  

 
16. Select the blue ‘Return to Select 

Employees’ hyperlink to return to the 
direct report selection page.  
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