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

Eavuﬁces Man enu > Manager Sef Service » Job and Personal Information » View Employee Personal Info 5

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

Favorites | Main Menu > Manager Self Service > Job and Personal Information > View Employee Personal Info

View Employee Personal Information

Review job and personal information for your employees.

v
Follow this 3-step process to review the job and personal information for an employee:
1. Enterthe date to be used to selectthe appropriate job and personal information. You will be
able to process only those employees that report to you as of this date
2. Selectthe employee to be viewed
3. Reviewthe information and/or select any ofthe additional information links listed on the
page.

Enter the date used to view this information 0515/2014 @

Continue

3. Select the ‘Continue’ button.

Favorites © Main Menu > Manager Self Service > Job and Personal Information > View Employee Personal Info

View Employee Personal Information

Review job and personal information for your employees

5
Follow this 3-step process to review the job and personal information for an employee
1. Enterthe date to be used to select the appropriate job and personal information. You will be
able to process only those employees that report to you as of this date

2. Selectthe employee to be viewed
3. Review the information andior select any of the additional information links listed on the

page

Enter the date used to view this information. 05/15/2014 @

Continue

4. This page shows your direct reports. The
highlighted area tells you the process
steps for selecting a specific employee.

Favertes | ManMenu ; Manager Se¥ Sence o Job and Persenal information » W ETpieyee Persenal info

View Employee Personal Information
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Help & Support: Customer Service Center

(530) 889-4357 HLPCSC@placer.ca.gov

Mon-Fri: 7:00am — 5:00pm

FAQ: www.placer.ca.gov/employees/acorn-system

For ACORN to run correctly, change the following

Internal Browser settings:

- Add “*.placerco.ad” to local intranet

- On the advanced tab, check “Enable Integrated
Windows Authentication”

- Allow pop-ups for “*.placerco.ad”
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5. The first highlighted area will indicate
your name (Reports To) and an ‘As Of’

These are the employees reporting to you
as of today.

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

date. The 'As Of' date will be today’s date.

ACORN Page

Instructions
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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. Toview Job and Personal information
about a direct report, select the radio

button to the left of the employee’s name.

FavrEes | Man Manu + Manages Saf Sence

Heports To: e Mad
Canbrws
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Help & Support: Customer Service Center

(530) 889-4357 HLPCSC@placer.ca.gov

Mon-Fri: 7:00am — 5:00pm

FAQ: www.placer.ca.gov/employees/acorn-system
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8. Select the ‘Continue’ button. ; -
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View Employee Personal Information
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Continue
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9 When you select lcontinuef you W|“ be Fa\'ovrrces Mavaenu > Manager SvelfSer\fice > Job and Persuga\[nfurmation 5 View Employee Personal Info
taken to the Job and Personal information (fmployee Information I
of that employee. The highlighted area is Leghom Faghorn A
specific Job information of a direct report. ]
Empl ID: 51234192
First Start Date: 01/01/2014
Position: 34336 InfarmatienTechnologyAnalystsr
Job Code: 15717 InformationTechnologyAnalystSr
Company: PLR County of Placer
Business Unit: PLACR Placer County
Department: 011104 ADM-Info Tech Systems Division
Location Code: ADMINSVCS  ADM-Administrative Senices
RegularTemporary: Regular

QII-‘PartTime: Full-Time j

Home and Mailing Addresses

Training
Help & Support: Customer Service Center Page 3 of 6 For ACORN to run correctly, change the following
(530) 889-4357 HLPCSC@placer.ca.gov Rev: 1.1 Internal Browser settings:
Mon-Fri: 7:00am — 5:00pm - Add “*.placerco.ad” to local intranet
FAQ: www.placer.ca.gov/employees/acorn-system - On the advanced tab, check “Enable Integrated

Windows Authentication”
- Allow pop-ups for “*.placerco.ad”
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10 The h|gh||ghted area ShOWS “nks tO Favgrites | Main Menu > ManagerS_elfSewice > Job and Persugal Information » View Employee Personal Info
personal information about the employee, Employee Information
and includes: Leghorn Foghorn A
e Home and mailing addresses — 1234102
° PerSOﬂa' phone numberS First Start Date: 010172014
Position: 34336 InformationTechnologyAnalystsr
L] B|rthday Job Code: 15717 InformationTechnologyAnalystSr
. . C : PLR County of Place
e Emergency Contact information e e
Business Unit: PLACR Placer County
e Training summary Department: 011104 ADM-Info Tech Systems Division
Location Code: ADMINSVCS  ADM-Administrative Services

RegularTemporary: Regular

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

FulliPart Time: Full-Time

Home and Mailing Addresses

Phone Mumbers

Training
11 select the blue lEmergency Contacts’ Favgrites © Main Menu > Manager SvelfSerwce > Job and Persugal Information > View Employee Personal Info
hyperlink. Employee Information
Leghorn,Foghorn A
Empl ID: 51234192
First Start Date: 01/01/2014
Position: 34336 InformationTechnologyAnalystSr
Job Code: 15717 InformationTechnologyAnalystsr
Company: PLR County of Placer
Business Unit: PLACR Placer County
Department: 011104 ADW-Info Tech Systems Division
Location Code: ADMINSVCE  ADM-Administrative Services
RegularTemporary: Reqular
FulliPart Time: Full-Time
Phone Numbers
Birthday
Person Profile Training
Return to Select Employees
Help & Support: Customer Service Center Page 4 of 6 For ACORN to run correctly, change the following
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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.
e Select the blue ‘Return to
Employee Information’ hyperlink.

ACORN Page

Favorites - Main Menu ManagerSveIfService » Job and Persogal Information > View Employee Personal Info

Employee Information
Emergency Contacts

Leghorn,Foghorn A

Relationship to Employee Primary Contact

Other v

13.

You may also view the training summary
for the employee and enroll the employee
into a training course. Select the blue
‘Training’ hyperlink.

Favuvr'rtes MainvMenu » Manager Svelf Service > Job and Persugal Information > View Employee Personal Info
Employee Information
Leghorn,Foghorn A

Empl 1D: 51234192

First Start Date: 01/01/2014

Position: 34336 InformationTechnologyAnalystSr
Job Code: 15717 InformationTechnologyAnalystSr
Company: PLR County of Placer

Business Unit: PLACR Placer County

Department: 011104 ADM-Info Tech Systems Division
Location Code: ADMINSVCS  ADM-Administrative Services
Regular/Temporary: Regular

FulllPart Time: Full-Time

Email Addresses

Emergency Contacts

Home and Mailing Addresses
Phone Mumbers

Birthday

Person Profile

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.

Favorites  Main Menu > ManagErSvEVfSErwce > Job and Persuga\lnfurmat\un > View Employee Personal Info

Training Summary
Employee Information

Selectthe Intermal Training Course Name to view Details

Course Name Course Start Date Course End Date Status

New Employee Orientation 03/28/2014 03/28/2014 Enrolled
LCW Retirelssue CA

PublicEmply 031212014 03M2/2014 Enrolled
Adult CPR & First Aid 01/29/2014 01/28/2014 Enrolled

Professional Training

( Enroll this employee in an internal fraining :-IUrSD

Help & Support: Customer Service Center

(530) 889-4357 HLPCSC@placer.ca.gov

Mon-Fri: 7:00am — 5:00pm

FAQ: www.placer.ca.gov/employees/acorn-system
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15. Se|eCt the blue lReturn tO Employee Fa\fovrtes Mamvrv‘lenu » Manager S'erf Service > Job and Persogallnformation > View Employee Personal Info

Information’ hyperlink to return to the Training Summary

H Employee Information

Employee Job and Personal Information
Leghom.Foghom A

page Select the Internal Training Course Mame to view Details
Course Hame Course Start Date Course End Date Status
New Employee Qrientation 03/28/2014 03/28/2014 Enrolled
ST a— 031212014 031212014 Enrolled
Adult CPR & First Aid 01/29/2014 01/29/2014 Enrolled

Professional Training

Enroll this employee in an intemal iraining course

16 Select the bIUe ,Return tO Select Favuvrites MainvMenu > ManagerS'elf Service > Job and Persugal Information > View Employee Personal Info

Employees’ hyperlink to return to the Employee Information

direct report selection page. teghomfoghom
Empl 1D: 51234192
First Start Date: 01/01/2014
Position: 34336 InformationTechnologyAnalystSr
Job Code: 15717 InformationTechnologyAnalystSr
Company: PLR County of Placer
Business Unit: PLACR Placer County
Department: 011104 ADM-Info Tech Systems Division
Location Code: ADMINSVCS  ADM-Administrative Services

RegulariTemporary: Regular

FulliPart Time: Full-Time

Home and Mailing Addresses

Phone Numbers

Person Profile Training

Help & Support: Customer Service Center Page 6 of 6 For ACORN to run correctly, change the following
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