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This document details all items that will be included in the V12 2018 R3 release for
Employee Self Service (ESS).

Audience

This document is aimed at all the consultants and business partners that will be implementing
and maintaining the Sage Enterprise Management Payroll system.

Features

The following Employee Self Service (ESS) features are included in the V12 2018 RS3 release:
« Employee.

+ Leave.

» Expense notes.

+ Leave.

« Payslips.

« Manager self service.
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Employee Self Service (ESS)

This is payroll made personal. Self service for you and your employees. ESS (Employee Self
Service) and MSS (Manager Self Service) rolled up into one.

Some of the features of ESS and MSS include the ability for employees to make changes to
personal information, apply for leave, view and print payslips and submit expense notes online,
anywhere, anytime.

Managers are able to submit requests on behalf of employees and to approve requests through
customised workflows.

Design overview

Purpose
An employee can log in and access ESS to:
« View, add or change specific employee information.

« Capture leave transactions.
« Capture expense notes transactions.

« View and print payslips.

Employee
information

Expense notes Approvals

Setup

The ESS workflow requires the following areas to be defined:

« User setup:
o The user setup must be done per employee and manager.
o Access: Setup > Users > Users
» Specify the workflow e-mail addresses.

» Link the Employee code (Parameter definition tab > Common data (DEF) > Detail
> REFNUM,).
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- Signature management:

o Signature management determines which hierarchy to use for the workflow.

o Access: Setup > Workflow > Signature management

» The following workflow codes are applicable for ESS:

EXSMOD: Expense notes.
DGCMOD: Leave.
ESWDMOD: Employee.

Link the employee to the ESS supervisor on the Employment contract
(GESCTR) > Supervisor tab.

ESS process flow

Employee is
notified of the
Approval

status update
via e-mail

Employee can
view approved
items on ESS

Employee
submit
transaction

Manager
receives an
e-mailed
notification

Approval status
is actioned by
the manager

from the
Approvals tab
(Accept [ Reject)

Manager can
view Approval
from ESS /
MSS
Approvals tab

A typical ESS process flow consists of the following:
« The employee submits a transaction.

« The manager receives an email notification.

« The manager can view the approval from the ESS/MSS Approvals tab.

« The approval status is actioned by the manager from the Approvals tab with a status of
“Accept” or “Reject”.

« The employee is notified of the approval status via email.

« The employee can view the transactions in ESS.
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ESS - Setup users

Process flow to setup ESS only users

Syracuse user setup for ESS

Syracuse user setup for ESS

profile with no

Setup/Users/
Function

New setup for users profile{GESAFT)

lvith only access to ESS

Create a functional

functions linked. =

Create a menu
profile linked to no
menus. 3 Setup/
Users/Menu
profile{GESAPN)

User exits in =
Setup/Users/
User(GESAUS)

Create new user =
Setup/Users/
USER(GESAUS)

Link user to
Link to the ESS employee < Setup/
functional and Users/
menu profile 3 User(GESAUS)/
Setup/Users/ Parameter
User(GESAUS) definition/Common
data/Refnum

User setup for home page access to ESS

User setup for Home page
access to ESS

Create Role(HRM-55
— Employee self
service) link to
landing page

“Employee self
service” 3
Administration/
Roles(Entity: Roles)

User setup for ESS
access on home page

exists in 3
Administration/
Groups(Entity:
Groups)

Link group (“Self
service users”) to
role ("Employee self
service”) =
Administration/
Groups(Entity

Groups)

Create Group “Self
service users”

Administration/
Groups(Entity:
Groups)

dser exists in
Administration/
User{Entity:
USER)

Link user to group
“Self service users”

= Administration/
User(Entity: USER)

User(Entity: User)
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Syracuse user setup

Creating a new functional profile
Access: Setup > Users > Function profile (GESAFT)

Marizelle Wilgenbus  Super adminisirator

All > Setup » Users € Close page

Function proﬂle fo
0000 :

WPPR Profile code Description
] ESS 3 ESS Ony Delete
ATEL
ACH
ey ACCESS : S Authorizations
Copy
: : C-afde
) All suihorized functions [J Fixed dashbosrd [ Allaccess codes
4 Options
Inquiry Modifi_ » Selection
P Utilities
b Help

£S5 ESS Only

Last read

This setup caters for employees who are only allowed to see ESS. Employees who need to see
more functions can be linked to other function profiles.

« Add a functional authorization for the ESS profile code and link the function VALEMPESS.

(Access to this function is needed to view payslips).

Creating a new menu profile
Access: Setup > Users > Menu profile (GESAPN)

“ C | O Notsecure | scmx3-dev-xp2.sagefradinternal.com A5y T ht Fi i 24 i f F AFI25 2 FMTEDS pr.. o fr o
Marizelie Wilgenbus  Super administrator lcaldevepment. () S v & @) Q
User meny profile All > Setup 3 Users © Close page
00 .~ - .
Menu profile SR
m, - 0000
Menu profile = Dessription
ap
: £ss e Delete
AR
Al Characteristics
< Profile type Start menu « Addiionsl memary Copy
€ R = S . Function profile
i O
: Hemn o-afe
b Visunlized menu Cusrent line b Selection
% PAPTL Q Starting Menu tarting Mer b Utilities
D P Help
EDi Menu Profile ESS : (Complete)
ESS: ESS -
B
ETUD
HD¥ -
HISTQ {< ]
WA
MAT
PLAN
PEN
PRD
PUR
RCI
RCPF
Last read
Function selection
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This setup caters for employees who are only allowed to see ESS. Employees who need to see
more functions can be linked to other menu profiles.

Enter a menu profile and description that clearly explains what the profile is used for.
Example:
» Profile code: ESS

« Title: ESS only
« Profile type: Normal

« Start menu: Type in a new option (i.e. do not select an option from the list).

Click on Create.

Creating a new user or linking an existing user to the menu and functional
profiles
Access: Setup > Users > Users (GESAUS)

Q-afde
2 3 commaction 7 Wekt s comectin () Mo ey chiik . Sdlection

Loghn Profession code e L » Utilties
» Help

hocess Uses destinations.

Create a new user:
« Itis important that you use the same login when you create a user for the home page setup.

« For the menu profile and function profile you must select the new ESS only options that you
have created.

» The following section will show how to link an employee to the user.
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Linking the user to an employee
Access: Setup > Users > Users (GESAUS)

User parameters

Access the Parameter definition tab.
« Open the details for TC (Common data) — DEF (Default values).

* Inthe REFNUM (Employee ID) field, search for and select the employee that must be linked
to the user.

» Click on OK and save the changes.
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User setup for home page access

Link the user to the HRM-SS role
Access: Administration > Roles (Entity: Roles)

All > Administration > Administration » Users

Role Employee Self Service

Roles allows personalized configurations for users

Information

Code

Description *

Employee Self Service =

Factory Owner

Administration

Groups

@

Badges

HRMSS ae @

Security profile +

| User Q

Navigation page

| ¥‘|

Landing pages
Employee self service Q @  Manager self service am H

Business Objects Profiles
+ e

BoServer Profile

No data to display

Mobile applications

Q

« Code: HRM-SS.
» Description: Employee self service.
« Security profile: User.

« Landing page: Link the Employee self service page. If the user is a manager, also link the
Manager self service page.
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Create an ESS group

Access: Administration > Groups (Entity: Groups)
X
All > Administration > Administration » Users

Group ESS users

Access administration, groups associate users with roles and endpoints

Information

Description

ESS users

Administration

Role
[ess

Roles allows personalized configurations for users

Users

KESS Qs @
£S5 Test

Endpaints

Local development

X3 server TAGS

Tags can be used 1o prefer some X3 process server defined in X3 salution

Default X3 endpoint

Reference endpoint for madel brawsing
LDAP group

LDAP group mapping

Create a group with values that clearly indicates what the role is used for.
Example:

« Description: Self service users.

* Role: Select the role you created for ESS users.

« Endpoints: Search for and select the endpoints that will use this group.

(Ensure that at least one endpoint is selected).

Release User Documentation — V12 2018 R3 — ESS Page 13 of 39



Create an ESS user
Access: Administration > Users (Entity: Users)

ESS Test

L

ogin
Legin
& Active

Authertication

e passwerd -

[0} Megre passwoed change

LOAF inatance for mmchronization

Tie
First name

LAY e &

Emad

Greupa Teams administratc:
=

»

7 Connpction information for Ve

« Login: Use the same Login name as the one used to create the Syracuse user.

« The setup for the user is standard. It is important to select the group that was created for
Self service users.

« The correct endpoint must also be selected.
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ESS — Employee

Employee overview

Areas
« Employee record information (GESEML) and Employment contract information (GESCTR):

o Civil status.
o Address.
o Admin.

Employee home screen
The employee details will be displayed on the Employee home screen:

« Employee ID.
« Name.

« First name.

« Known as.

« Date of birth.

Employee information:
« Click on the Action button for the employee record to be opened.

e The user will be able to view, modify, add or remove certain information:

Marizelle Wilgenbus  Super admiristrator Local development  (7)

IR Oves et s e Employee self service 4
Manager self service

MY LANDING PAGES LA DXPENSENOTE  APPROVALS  PAYSLIR
+ Ne

Date of birth

Employee ID

A¢ av A¢ A¢ v

Mwot Wilgenbus Marizelle Zella 1171981

« Click on Edit for the different tabs to be displayed.

« The user will be able to add, modify or delete information:

<Back

Employee g o 2
ploy

zzzzzzzzzz & List

Employee ID ? Help
= Home

Employee ID Mwo2

Employee's famlly  Goetzee

..........
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Employee information: Civil status

Employee.

Employees family name
[wigenbus |

Employess st name
=D ]
Country of birth

Saunats

Telephane

126550000

Fax

L 1

E-mall

Relationhip type

=] - Mariska e Bee 785215212 mariska@mail com 125211122

Marital tatus Spouse’s registrati.. | Spouseis name. e’ first name Spousesbinh_. | Coun.. | Telephone

+ | single

The following details can be viewed, modified, added or deleted from the Civil status tab:
« Personal information.

» Persons to contact.

» Spouse information (this information is view only).

Employee information: Additional

CIVIL STATUS BANKING INFORMATION | | CHILBREN

Additional RSA fields

RSA ID number

o e
Passport
+
coemy o
rsae

The following details can be viewed, modified, added or deleted from the Additional tab:
« |ID number.

« Second name.
+ Maiden name.
e Passport.

» Addresses (this information is view only).
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Employee information: Banking information

Banking information can be viewed from this tab.
Employees will not be able to add or modify banking details.

Employee information: Children

Child information can be added, viewed or deleted from this tab.

Process
ity - [e—— oot |
- : - pproval by notification
inF;Srrr?loaT}%!n information d noficanan * manager * of approval

of change

status

Steps of the workflow process:

1. The employee modifies, deletes or adds information on the relevant tabs.

2. The manager receives an email notification of the change request.

3. The manager logs in to Sage Enterprise Management Payroll > MSS > Approvals and
approves or declines the request.

4. If approved, the changes are applied in ESS and Sage Enterprise Management Payroll
(on the GESEML — Employee record, or GESCTR — Employment contract record
respectively).

5. If declined, no details are updated.

6. The employee receives an email notification confirming that the change request has
been approved or declined.

Note: The workflow query tool (AREQUETE) is used to monitor ESS workflow items.
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ESS - Leave

Overview

Purpose

To view all leave transactions as well as additional details such as accumulated leave and leave
days taken.

Users will be allowed to create, view and cancel leave transactions.
Modify of transactions are not available.
Users can add attachments.

ESS transactions will be updated to the relevant Sage Enterprise Management Payroll leave
areas (e.g. GESDCG — Entry of absence screen).

Transactions captured from either Sage Enterprise Management Payroll or ESS, will reflect
and can be viewed from both areas.

Note: It is important that leave has been set up in Sage Enterprise Management Payroll
before start using ESS.

Areas

Leave details (GESCNE):

o Cycle information such as accumulated and taken leave per leave type.
Leave request (GESDCG):

o Requests awaiting approval (including cancellations).

Leave history:

o Accepted or rejected transactions (including cancellation approvals).

Create leave requests
An employee can apply for leave in the following ways:

Log into Sage Enterprise Management Payroll > ESS > Leave, then click on Create in the
Leave request section:

Employee self service c
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« Click on the Action button > Leave request on the Leave Detail section:

Employee self service

Q

BB MWOODIO00Z zaM 27 500

E9  Mwoooooo s 2007 1500

« Click on Create/Leave request. Capturing can take place on the Leave request screen:

Leave request o

< Back

Leave request ? Help
Leave request Home page
Employoe D

w0z

Stat date

10272017 B

Aftemoon

Enddate +

O Morning

Gontract

[MWD0000004. q|

Once all the mandatory fields have been completed and saved, the workflow will be kicked off.
See the “Workforce process” section below for more information.

Leave attachments
Several attachment types can be added to a leave request:

Examples:

« MS Excel.
- PDF.

* Jpeg.

« MS Word.
« RTF.

Note: Multiple attachments can also be added to a leave request.
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Click on the + button in the Attachments section, to add attachments:

Leave request

Leave request
Employee D
Mwo1

Start date *

O Afternoon

End date *

O Morning
Contract
[ q]

Contract date

Nature of events
Days
0

Hours.

Comment

Legisiation
ZAF
Souh dtnean legisiztion
Attachments

Attachment | Document name

No data to display
1

Browse for the relevant attachment by clicking on the Upload icon:

Leave request
Leave request

Emplayee ID
MWD

Start date +
O Afternaon
End date %

O Morning

Contract

Q

Contract date

Nature of events + € Open

Deys T

Organize New folder
Hours

0 ~

= This PC

m > ThisPC > Desktop

—

Comment )
m Desktop

Legislation [£] Documents

ZaF
South Avioan legietation & Downloads
Attachments . 00Sage X3
+ R Misi Peaple ESS_2017
1 = + # Videos X . i

v @ | Search Deskiop

Ll

ﬂn‘
(TTIT11]
T T

=
©

00ViewPayslips_Q

A User Notes

1 L = =

|

Cancel

>
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Cancel leave request

To cancel a leave request, click on the Action button of a pending/approved leave transaction
and select Cancellation request:

From the Leave request section:

Should a cancellation be submitted, the leave transaction will be removed (deleted) from the
Leave request section, from Approvals, as well as from Entry of Absences (GESDCG).

From the Leave history section:

The leave transaction status will be displayed as Cancellation request and the workflow will be
kicked off for approval.

Leave transactions with the following status cannot be cancelled:
* Rejected.

« Cancellation request.
« Cancellation accepted.

« Cancellation rejected.

View approved/rejected leave requests

= Mol 1654 1141/2017 * 1n2017 x MWO0000002 Account Manager EZ) naE 100 800 Sick Leave 01 Accepted

Leave requests that have been accepted or rejected by a manager will show in the Leave history
section.
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To view an accepted/rejected leave request, click on the Action button > Display:

Process
' ' Employee | Transaction |
ggﬁg}:g n“g&?;%f;n ‘ . Approval by . notification information
transaction manager of approval updated to

of change

status X3

Steps of the workflow process:

1.
2.
3.

The employee submits a leave request.
The manager receives an email notification of the request.

The manager logs into Sage Enterprise Management Payroll > MSS > Approvals and
accepts or rejects the request.

If accepted, the request moves to ESS > Leave History with a status of “Accepted” and
balances are updated accordingly in the Leave detail section.

If rejected, the leave request will move to ESS > Leave History with a status of “Refused”.

Leave transactions will also update the Entry of Absences (GESDCG) and Leave by
Employee (GESCNE) screens.

The employee receives an email notification confirming that the leave request has been
accepted or rejected.

The employee can cancel a pending or accepted leave transaction. The latter will then
kick off the above workflow process again.
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ESS - Expense notes

Overview

Purpose
To view all Expense note transactions.

Users must be allowed to submit new expense note claims.
Cancel and modification of transactions are not possible.

Users with access to Expense notes, must cancel transactions from Sage Enterprise
Management Payroll Expense notes (GESHREXS).

Users can add attachments.

Transactions from either Expense notes in Sage Enterprise Management Payroll
(GESHREXS) or ESS Expense notes, will reflect and can be viewed from both areas.

Note: It is important that the Expense notes setup has been done in Sage Enterprise
Management Payroll before using ESS.

Areas

Expense notes request (GESHREXS):
o Requests awaiting approval.
Expense notes history (GESHREXS):

o Accepted or rejected transactions.

Create an Expense note
An employee can create an expense note in the following ways:

Log into Sage Enterprise Management Payroll > ESS > Expense notes and click on Create
in the Expense note request section:

Q

Employee self service
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« Click on Create. The Expense note capturing screen will be displayed:

Expense note TF | <sack I

Expense notes

? Help
Note
Home page
Employee 1D
ot

Tile
W_ooT

Logisiation
a8

e 8 0 Qmqom Qq 1 Overtime 0.5 nez | masy| 263 Mol

Total
Paid

26332
Relmbursed

23633

Once all the fields have been completed and saved, the workflow will be activated and the
request will reflect in the Expense note request section with a status of “Request”.

A unique Expense note number will also be issued for the transaction:

Employee self service

Q

EMPLOVEEINFORMATION  LEAVE  EXPENSENOTE ~ APPROVALS  PAVSLIP

EXPENSE NOTE REQUEST SE

T v R RS av T q
B2 Mwol 8/3/2017 11207 MW0000004 =] 1591 Request

[ v 8/5/2017 11/372017 MW000000! = 1671 Reguest Test New_m2

B2 Mwol 8/5/2017 117312017 MW0000000: (=] 1.672 Request Test_Attach

B MWl 8/30/2017 11/3/2017  MW000000 @ 1,674 | | Request o001

[ 8/5/2017 11/3/2017 MW000000! =1 1675 Request 002

= omwor 8r8/207 11762017 MW0O00OD =] 1711 | | request

B Mwor 8/8/2017 117602017 MWODDOD0O: =] 1,712 | Request Test diff attachments
B2 Mwor 8/8/2017 117672017 MW00000002 Ace: = 1,731 Request 2z

BB mMwol 8/8/2017 117672017 MW0000004 = 1 Reguest change attach

B8 Mwol 111/2007 11/30/2017 MW00000002 Acc: tanager [F] 181 Reguest (GESHREXS create2

Expense note attachments
Several attachment types can be added to a single Expense note.
Examples:

» MS Excel.
- PDF.
+ Jpeg.
« MS Word.
 RTF.
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To add attachments to an Expense note, click on the drop-down arrow for the attachment box

to be displayed:

Expense notes
Note

Employes D
Mo

Employee
WILGENBUS marizelle

Period from

811/2017 5]
Periodto

Tl

Logisiation
2k

Cost

Expense codes

cure.. |vAT Quan.. | unit Paidamt  (Taxamou. [Amtreim. |Company

Qe q

o

ATTACHMENTS

Document name

Click on the Add button to open the attachment block.

The File icon can be selected to browse for the relevant file to be attached:

Search Desktop

haLo)

pdf

ESS portal story
document_updat
ed 14un2017

&

Beyond Compare
4

~| Al Fites ~|

Cancel

Title G Open
Test 003
Legislation 1 m > ThisPC > Desktop
ZAF )
‘South Afican legralstior Organize v New folder
Cost : 0l
= This PC
Expenses
+ m Desktop
v Date Expense codes Curr & Documents = |
20 o Downloads : =~
1 1142172017 05 Q ZAR o n .
-~ Vi 00ViewPayslips_Q
b Music A User Notes
ATTACHMENTS =1 Pictures
R Videos &
+ o
File name: “
Attachment Document name
1
.

View accepted/rejected Expense notes

Expense notes that have been accepted or rejected by a manager will show in the Expense note

history section:

EMPLOYEEINFORMATION  LEAVE  EXPENSENOTE  APPROVALS  PAYSLIP
NOTE REQUEST
Employee D Period from Periodto [ Note
T b 4 BY BY aw'
= Mot 8/3/2017 TIA/2007  MWOOD0DB0? Accours Msnager E2]
= MWl 8/5/2017 /32017 MWOO000B0Z Accours Msnager £
= Mwol 8/5/2017 11/3/2017  MWO0000002 Account Manager 2]
MWt 8/30/2017 T1/3/2017  MWOOOOOD02 Account Maager 5]
= Mwor 8/5/2017 T1/3/2017  MWOOOOOB02 Account Manager 5]
= Mwol 8/8/2017 11/6/2017  MWOO00OD02 Acceunt Managar 2]
= Mwol 8/8/2017 T1/6/2017  MWO000D002 Account Managar 5]
B Mwol 8/8/2017 T1/6/2017  MWOO00DBO? Accours Manager B2
= 8/8/2017 T1/6/2017  MWWO00OOO02 Acoount Managar EE]
=] 1017 19/30/2017  MWOOD0DB0? Acsount Manager B2

Employee D Period from Period 1o
T T ar By awv
=] 8/3/2017 T1/172017  MWOODO0002 Assaunt Mansger (2]
= MWt 8/3/2017 11172017 MW0O00000Z Account ansger (2}
B Mwol 8/5/2017 11/3/2017  MW0000D0? Acoount Mansger (2]
B Mwoi 8/5/2017 1Y/32017  MWOODO0D02 Account ianager 2]
=] 8/5/2017 1932017 MWOOD00D0 Account Manager E2)

191
161
1672
1678
1675
m
12
13
1

1am

Disglay: 10+ QQ C
Staws Tl Legislation
T 3 X Q
Request ZAE Soutr afrca B
Request TestNew.mz ZAE son
Request Tesanach Z8F Som atics E
Request w0 ZAF sou atrcs B
Requsst o0z ZAF soum atica B
Request ZAE Sout sfrica [
Recuest Testaiff amachments ZAF soun s B
Request z ZAF sout afvca B
Request change attach ZAE sou atics B
Requsst GESHREXS creste2 ZAF soum atica £
gy 10 - @ &
o Legisiation
¥ =t T Q
Accepied ZAE soun s £
Accepted comp select ZAE sountica £
Accepted TestNen M ZAE soun ics
Accepted No Attachtest ZAE soun aica 2
Refused 003 ZAE soun ica £
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To view an accepted/rejected transaction, click on the Action button > Display:

rrrr:m|i|

Details of the expense note will be displayed as follows:

Expense note

4 - <Back

= List

Expense notes

2 Help
Note
Period from 8212017

Home page
Period to /172017

Contract MWO0O00002 Account Mansger

Expense note 1593

Paidamt

Taxamount | Amt. reimbursed | Company

112017 1553 MWuw 0 ZAR Rend B

Process
' ' Employee Transaction |
E;ﬁ:;le ;; ntqtaiaf?czgggn | . Approval by - notification information
traraaation of change manager of approval updated to

status , X3

Steps of the workflow process:
1. The employee submits an Expense note.
2. The manager receives an email notification of the request.

3. The manager logs in to Sage Enterprise Management Payroll > MSS > Approvals and
accepts or rejects the request.

4. If accepted, the request moves to ESS > Expense note history with a status of
“Accepted”.

5. If rejected, the request will move to ESS > Expense note history with a status of
“Refused”.

6.

The employee receives an email notification confirming that the expense note request
has been accepted or rejected.
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ESS - Payslip

Overview

Purpose

« The employee can view all his/her payslips.

« The employee can print the payslips to hardcopy, from PDF.

« No workflow or approval is applicable, therefore the Approval tab is not available.

Note: The Sage Enterprise Management Payroll payslip setup must be done before using
ESS. Setuo documents are available on reauest.

Note: Only payslips with a Printed status in Sage Enterprise Management Payroll (GESVEP
— Employee payslips) will be displayed.

Areas
« Payslip generation (GESVEP).

« Pay month (MOIPAY).
« ESS payslip generation (ESSEMLPAY).
« ESS > Payslips.

Release payslips to ESS

Paylips will not be visible in ESS unless it has been released though the ESS payslip generation
(ESSEMLPAY) function.

Once a payslip has been calculated, the ESS payslip generation (ESSEMLPAY) function can
be called. The following screen will be displayed:

X
| ESS payslip generation | £o]
Criteria OK
Criteria Close page
Company * Memo
Delete memo
Site
& Allsites )
Ls lati P
caisation » Utilities
24F » Help
Department
& Al departments
Profile
& All profiles
From employee To employee
Population
Q&
Other criterion
Payroll elements
From payment date * To*
Pay date start + To
11/01/17 =) 11/3017 [
Close
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On the ESS payslip generation screen there are different criteria options for the generation of a
payslip:

All companies: If selected, the payslips for all companies will be released to ESS for
employees to view.

Company: The user can type in a company code or select the applicable company from the
Lookup icon. The payslip will only be released for the selected company’s employees.

All sites: If selected, the payslips for all sites will be released to ESS for employees to view.

Site: The user can type in a site code or select the applicable site from the Lookup icon. The
payslip will only be released for the selected site’s employees.

Legislation: The user can type in a legislation code or select a legislation from the Lookup
icon. The payslip will only be released for the selected legislation.

All departments: If selected, the payslips for all departments will be released to ESS for
employees to view.

Department: The user can type in a department code or select the applicable department
from the Lookup icon. The payslip will only be released for the selected department’s
employees.

All profiles: If checked, the payslips for all profiles will be released to ESS for the employees
to view.

Profile: The user can type in a profile code or select the applicable profile from the Lookup
icon. The payslip will only be released for the selected profile’s employees.

From employee: The user can enter a range of employees for which he/she wants to make
the payslips available in ESS.

To employee: The user can enter a range of employees for which he/she wants to make
the payslips available in ESS.

Population: The user can type in a population code or select a population from the Lookup
icon. The payslips will only be released for the selected population’s employees.

Other criterion: The user can specify any other criteria to indicate which payslips must be
released to ESS.

Once the relevant criteria has been specified, click on OK.
Click on YES when the following message is displayed:

2 : X
ESS payslip generati e — New
Criterid You are about to send paysiips to ESS. Do you want to progeed? oK
Criteria No Close page
Company * Memo
O Allcompanies Mol CE] Recall
She Delete memo
& Allsies = -y &
Legisiation » Utiltles
ZAF =
South African legislation > HEIP
Department
& All departments =
Profile
(& Allprofiles &
From employee To employee L]
Population
Other eriterion
I =1

Release User Documentation — V12 2018 R3 — ESS Page 28 of 39




The user will then be notified that the process is in progress:

X

Operation In Progress . . .{¢

Please wait

Once the process has been completed the log will indicate which payslips have been released
to ESS (this is based on the criteria selected):

Log Reading F54004
0000

Q "
11/10/17 10:16:47 (ELSWA) ESS Payslips

1 File sent by workflow: marizellectvlZfigmail.com Zrplovee MH0L Mazizelle Wilgsnbus : Fayslip November 2017

2

ESS Payslip view

Log into ESS > Payslip and view payslips that have been released through the ESS payslip
generation (ESSEMLPAY) function:

Employee self service 5]
PAYSLIP fs iy

Display: 10 =~ @ 2

Payslip Employee Date of contract Contract

v T Qv av By v Qary
1700001878 MWO1 wigenbus 9/1/2017 9/30/2017  MWO0000002 MW SA-PAYSLIP
1700001900 MWO1 wigenbus 9/1/2017 11/30/2017  MWOD000002 MW SA-PAYSLIP

To view a specific payslip, click on the applicable Action button and select Display:

ERELyes Sserks Employee self service 2|

Manager self service

MY LANDING PAGES
4 New

EMPLOYEE INFORMATION  LEAVE  EXPENSENOTE  APPROVALS  Pavsup

Display. 10 = @ =

T T ar ar BT X avT

Y 1700001878 W01 wigerius EE) an20n 93012017 MWDOOD0DE2 DV v £ SAPAVSLIE
1700001900 MWD1 Wigerbus ER] 902007 F1/30/2017  MWO0000002 MW BB SAPAVSLIP
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The payslip screen will now be displayed with a short summary of employee details and the
payslip will be visible in PDF format:

Employee values
Payslips

Payslips

Payslip 1700001963
Employee MWO1
Contract date 9/1/2017

Pay date 11/30/2017
Contract MWOD000002
Site MW

Click on the PDF icon to download the payslip for viewing:
Employee values

Payslips

Payslips

Paysiip 1700001900
Employee MWO1 wigerbus
Contract date 97172017

Pay date 11/30/2017
CGontract MWO0000082

site MW M sie ()
Payslip .21

B mMwo1_Mwo0000..pdf A

Click on the downloaded file as shown above to open the payslip.
Alternatively, navigate to My Documents > Downloads to open the payslip.
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All the info added on the different tabs during payslip creation will now be visible on the payslip:

EMP. CODE: w1 DATE ENGAGED: 20170801 PAY PERIOD: 200710
EMP. NAME: Mrs. M Wilgenbus: 0B TITLE: Account Manager CO. MAME: M1
EMP. ADDRESS: 123 J08 GRADE: GO ADDRESS:  Co address 1

Test sveet RATE | HOUR: Co address 2

Pretoria HOURS I PERIOD: 176,00 Co address 3

0 0081
ACCOUNT ND=  TZME PAYEREF.NO.:  TE2O712804
BRANCH MO 28228 UIF REG. NDL: La0TE0002
0N
ADDITIONAL INFO EARNINGS AMOUNT  DEDUCTIONS AMOUNT
Ecpaty Penod 200 Bamc Salary 4823832 Tax 815631
Special Remuneration 100000 L 472
Duphicate
¥TD+ TOTALS
PAYE 1713342 TOTAL EARNINGS 4623632 TOTAL DEDUCTIONS 534503
Tatal Eamings B2ATZES
Tatal Deducion 17.430.85
Campany Cantrit: 122186
CURRENT PERIOD
PAYE £, 786.31 NETT PAY 23 B12E
Total Earmings. 4523832
Total Deducion 6,348.03
Campany Contrity 1108
Anrusal Leave Ta e @ Start 0.00 Taren: 10.00 DuegEnc: -10.00
Sick Leave Ta Due@Stat 0.00 Taken: £.00 DuediEnd: 5.00
Fam RespLve Ta Due@Start 0.00 Taken: 3.00 DuesfEnc: -3.00
marizellecs 123@gmakcom

It is important to note the following scenarios with regards to payslip viewing on ESS.
A payslip will not be visible in ESS if:

« The payslip status is “Entered”in Sage Enterprise Management Payroll (GESVEP).

« The payslip has been calculated and printed in Sage Enterprise Management Payroll but not
released to ESS through the ESSEMLPAY function. This will only create a payslip record
but with no attachment.

« Changes have been made to an already released payslip, calculated, printed but not yet
released through the ESSEMLPAY function.
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Process

All payslips Status = ESSEMLPAY |

created on printed / (release to
calculated | ESS)

. View payslip
on ESS

Steps for viewing ESS payslips:

1.

2.

3.

Payslips are created in Sage Enterprise Management Payroll from GESVEP (Employee
payslips).

Once all the variables have been added on the different tabs, the payslip needs to be
calculated.

Function ESSEMLPAY is used to release a calculated payslip to ESS. Using the
ESSEMLPAY function for a calculated payslip will automatically update the payslip
status to “Printed”.

A payslip that has been calculated and printed will not automatically display in ESS. The
ESSEMLPAY function still needs to be used to release the payslip to ESS. The record
will be visible in ESS but there will not be an attachment.

Different criteria can be selected to release payslips to ESS.

If a released payslip is deleted in the Sage Enterprise Management Payroll system, it
will clear in ESS.
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MSS - Manager self service

Purpose

A manager of an employee should be able to act as an employee (i.e impersonate an
employee), from his/her own profile.

« Leave and expense notes transactions can be submitted on behalf of the employee.
« The manager can approve any transactions awaiting approval.

« The usual expected ESS workflow will apply for any impersonations done.

« The employee’s ESS record is updated accordingly after approval.

« The manager can also view any pending approvals from this page (i.e. simulates the
approvals page from the ESS area).

MSS — Approvals

MSS Approvals is an area where the manager of the employee can action any ESS requests:
« The manager can access all unapproved transactions for his/her employees.

« The manager must be set up as a “Manager” on the employee’s Supervisor tab in Sage
Enterprise Management Payroll (Employment contract - GESCTR).

« The manager receives a notification on email of a pending transaction.
« The approval status is either “Approved” or “Rejected”.

» Approved transactions from ESS should action the changes to Sage Enterprise Management
Payroll, e.g. update leave balances, entry of absences, expense notes, employee record
changes, etc.

« This tab is also available from the MSS view.

Approvals tab

sage X3 Elsabe Swanepoel  Super administrator Local development  (7) vx @ (
— Manager self service 2

Manager self service

Y LANOINOPAGES s oo
4 ew

Display: 10~ &

[rractesten

1700002690 1772017 7:24:08 AM

uest no.(1591) Entry of expense note by the employee with 1D number MWOT

@ @

1700002873 11/3/2017 81729 AM

uest no.(1671) Entry of expense note by the. number MWO1

1700002874 1/3/2017 £18:59 AM

cequest no.(1672) Entry of expens number MWO1

1700002880 11/3/2017 8:46:59 AM

uest no.(1674) Entry of expense note by the e with ID number MWO1

1700002881 11/3/2017 £:56:59 AM

est no (1675) Entry of expense note by the e number MWO1

1700002908 11/3/2017 112527 AM

uest no (1675) Enty of expense note by the number MWO1

1700002949 11/6/2017 807.08 AM

uest no (1711) Entry of expense note by the. number MWO1

1700002950 11/6/2017 809.08 AM

equest o (1712) Entry of expense note by the e number MWO1

@

1700002951 11/6/2017 812:08 AM

uest o (1731) Entry of expense note by the er number MWO1

1700003007 11/6/2017 10:0821 AM

estno (1771) Entry of expense note by the employee with ID number MIWO1
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From the Approvals tab, the manager can see pending leave and expense note requests. On
the grid view, the manager will have an overview of the following:

« Sender.
» Date.
« Time.
+ Type.

« Tracked text (which will display the request number that is also included in the notification
email to the manager).

To view the details of a request, the manager can click on the Action button of a request and
click on Display:

ERA AR Manager self service <}
Manager seif service

MY LANDING PAGES

Fy —

Expense notes o bait
Accepted
Detail Rejected |

Details Detail
‘Sequence no. 1700002690 List
Recipient ELSWA f Hels
Recipient e-mail mal l Hur:e age
‘Company "~
Sender MAWIL Marizelle Wilgenbus 2

tesue date o

lssue time 7:2408 AM

Typeof workfiow Vi Ach

Tracked text he employee with ID number MWD

Signature date limit |

Signature flag To be signe
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Alternatively, requests can be approved or rejected by clicking on the Action button on the grid
view:

Employee self service Manager self service -

Manager self service

MY LANDING PAGES
.

e PSR WiTh 10 narmber MWDT

SORCEAM IS acimominiy B 5t 10 {1712) Eiry of xperon 1ot by T empicyee wilh 1B rermber MWD!

9

If a leave or expense note request is approved, the request status will be updated to “Accepted
on the employee’s side (ESS) and will move to the history section:

Employee self service 4
EMPLOYEE H\FORMA‘HC“‘ EXPENSE NOTE APPROVALS PAYSLIP
LEAVE DETAIL [=2%
Display: 10~ @ &
Contract Nature of events Year Days Taken Cyole start Cycle end Period start Period end
v v v T v v [ ¢ ey i g ]
MWO0000002 AL 2017 200 100
MWO0000002 AR 2017 200 0
MWO00000002 ZamL 2,017 500 0
MWO00000002 ZAsL 2,017 1500 0
LEAVE REQUEST o
Display: 10 ~ 2
Employee ID Request Start Aftemoon End Morning Contract Nature of events Days. Hours Comment Tracking
A A7 Al I ¢ (] A ¢ [a} Al av Qv Al A7 h¢
(=2
Display: 10 ~ () &
Employee ID Request Start Afternoon End Morning Contract Nature of events. Days Hours Comment Tracking
A7 v v ay O T =y O ¥ Qv av A7 v A7
MWO1 16,546 1/1/2017 x 11172007 x MWO000000Z Aczount Manager ZAasL 1.00 800 SickLeave 01 Accepted

If an employee request is approved, the relevant details will be updated in ESS, as well as in
Sage Enterprise Management Payroll (Employee record — GESEML or Employment contract
record — GESCTR).
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MSS - Impersonations

Process flow

MSS uses the same workflow and signature management as for ESS, except that the manager
impersonates the employee, and can submit the leave or expense note request on the
employee’s behalf.

Manager
submit
Employee can [ transaction on
view approved [l Employee’s
items on ESS behalf

Employee is ™_ Manager

notified of the g receives an

Approval > e-mailed
status update notification
via e-mail

\pproval status | Manager can
Is actioned by view Approval

the manager | “from ESS /

Approvals tab MSS
(Accept / Reject) | Approvals tab

Impersonation process
« The manager navigates to MSS > Impersonation:

Q

Manager self service

e
MY LANDING PAGES | \MPERSUNAT\ONI APPROVALS

+ New

LEAVE IMPERSGNATION o

Moming Contract Nature of events

Display 10+ @ &

Mwo1 8/16/2017 11/14/2017  MW00000002 Accaurs anager 2111 Request MSS_01 ZAE souh afics FE
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« The manager clicks on the Action button of the relevant impersonation type (i.e. leave or
expense note) and selects Create.

Manager self service
¥ LANDING PAGES ieeiiE
4 o

oy

A v LI ay aT T =¥ x a
B/1602017 1142017 WDOC0O00R susecrn Mamager Bl 111 Reguest Ms5_01

This will open the same Create screen that is seen in ESS, but with additional subordinate and
employee fields.

The manager clicks on the Lookup icon in the subordinate field and selects the relevant
employee from the lookup list. The lookup list will display all employees that is linked to the
manager on the Supervisor tab (Employment contract record —- GESCTR):

Subordinate

16_PSP_C PsP Campany

C16_PSP_C s company
C16_PSP_C P52 Campany
C16_PSP_C s Company
C16_PSP_C PSP Carmpany
C16.PSP_C

C16_PSP_C FsP Campany

C16.PSP_C

C1_ST Ststutory Tables
C1_ST Statveory Tables
C1_ST Statutory Tablea
C1_ST Statvtory Tables
G1_ST Statutory Tabies

C1_ST Statutary Tabies

C1_ST Statutary Tables

100000032 Account Manager
100000032 4cca.
100000032 Acca:
100000032 Account Manager
100000032

100000032 Aceau Mansger
100000032 Accaunt Mansger
100000032

100000032 Account Manager
100000032

100000032 Accor
100000002 Accor
100000002 Acea.
100000002 Accor
100000002 Acca.
100000002 Account Manager
100000002 Acczunt Mansger
100000002 Aceount Manager
100000002 Acezunt Mansger
100000002 #ccount Manager
100000002 Aceaunt Mansger

100000002 Account Manager

1/1/2015
1172015
11/2015
1/1/2015
1/1/2015
1/1/2015
1/1/2015
11/2015
1/1/2015
1172015
1/1/2015
11/2015
1/1/2015
11/2015
11/2015
11/2015
11/2015
1/1/2015
11/2015
1/1/2015
11/2015
11/2015

Display: 200

avy
V001 Swanepoe!
IVOO1 Swanepoe!
[T —
IVOO1 Swanepoel
[T —
V01 Swanepost
V001 Swanepoel
V001 Swanepoe!
V001 Swanepee!
V001 Swanepoe!

V001 Swanepoe!

V001 5w

IVOD1 Swanspas!
IVOOT Swanspoe!
[ E—
IVO0T Swanspoe!
IVOD1 Swanspas!

IVOD1 Swanspost
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To search for a specific employee, the manager can use one of the many column filters by
adding the relevant criteria in the filter fields.

Example of using the employee ID filter:

Leave request

Leave request

Subordinate

Leave request
Subordinate

[ q

Start date *

Y Clear fiiter Display: 200 ~ @ & "

Employee ID

1 | Contract 1 | Date of contract Supervisors t%Level iSequence
~ A 1T i 3 : B T

V002 wean Nisuwerhuizan ILVAZ V00000002 Training Manager 3172017 VD01 Swanepoe! 1 1

Close
[0 Afterncon

g
!i

O Morning

o

The manager clicks on the relevant employee which will populate the subordinate field:

sage X3 ILVAT lise Van Niewwenhuizen  Super administrator caidepment (D) Yy |v %
Leave request & - <Bak

v Save
Leave request

1 ? Help
Leave request

Home page
Subordinate

Once all the remaining fields have been completed and the request has been saved, the
workflow will be kicked off.

Workflow summary
« The manager creates a request on behalf of the employee.

The manager receives a notification email of the request (as per the ESS workflow).

The manager will see the request under MSS > Approvals.

The manager will approve or reject the request.

The employee receives a confirmation email.

The request is removed from the Approvals screen.
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