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Employee Self Service

1. Purpose
Document
ESS stands for Employee Self Service. It is a web-based application that conveniently allows
employees to access and update their personal details via an Internet browser at anytime and anywhere..

1.1. Process Steps
In this document, you create, Maintain and display employee master data.

1.1.1.Login to ESS

Use
Following steps are followed during the Process of Employee Self Service.

Procedure
1. Access the activity using one of the following navigation options:

ESS Menu UserPasswordLogon to

Login Address http://ac-hana-2.abacus-global.com:50300/irj/portal
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2. Click Log on button.
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3. On the next Screen See Employee Data

Field name Description User action and values Comments

Personnel No 10000536

4. On this screen, Click on the Employee Profile:
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5. View the Employee Detail.

6. Click on Personnel Data Detail.
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1.1.2.Update Address

1. Click on Edit Button to Update the Record of Address
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Field name Description User action and values Comments

Care No. Click on Employee Profile

House Number

Street House No 377 Street No. 29 G-9/2-1

Address Line 2

City Islamabad

State

Postal Code 44000
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1.1.3.Update Email Address

1. Click on Edit Button to Update the Record of Address

1.1.4.Update Personnel Data

1. Click on Edit Button to Update the Personnel Data.

Field name Description User action and values Comments

Email KHALID.KAMDAR@GMAIL.COM
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Field name Description User action and values Comments

Form of Address Mr.

First Name KHALID KAMDAN

Last Name Yousafzai

Martial Status Marr.

Since 01.01.2004

Date of Birth 01.04.1988

Language English
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1.1.5.Update Spouse Data

1. Click on Edit Button to Update the Spouse Data.
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Field name Description User action and values Comments

First Name Sana

Last Name Yousafzai

Nationaity Pakistani

Date of Birth 01.01.1987

Name of Birth SANA

Gender Female

1.1.6.Update Bank Details

1. Click on Edit Button to Update the Bank Detail.
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Field name Description User action and values Comments

PAYEE KHALID KAMDAR YOUSAFZAI

POSTAL CODE 44000

CITY ISLAMABAD
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COUNTRY PAKISTAN

BANK KEY ABPA0006

ACCOUNT NUMBER 010002000660

PAYMENT METHOD BANK TRANSFER
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1.1.7.Update Internal Data

1. Click on Edit Button to Update the Internal Data.
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Field name Description User action and values Comments

Building Number 1

Room Number 23

Licence Plate Number
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1.1.8.Leave Request

1. Click on Workflows Icon.
2. Also click start approval button.
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3. On Leave Application section enter personnel number and leave type.
4. Enter Leave type, start and end dates.(You can enter up to three Leave types at once).
5. Comments may be entered in the Box.
6. A file may be attached for reference.
7. Save file.
8. Click Submit button.

Field name Description User action and values Comments

Personnel Number 1000808

Leave type 9001

Strat Date 01.01.2019

End Date 02.01.2019
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1.1.9.Salary Statement

1. Click on Salary Statement Icon.
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1.1.10. Organization Chart

1. Click on Organization Chart Icon.
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