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ESS — Logging In Tree View

Log into Oracle R12 Employee Self Service Tree View
Follow the steps below to log into Employee Self Service

Step

Action

1.

Open an Internet Explorer browser window and navigate to Oracle R12
Tip: Add this to your favorites.

Click in the User Name field. Enter the Oracle User Name(newuser@nashville.gov) provided in
the User Name field.
Note: The user name is your work email address.

User Name

Enter User Name

Password

oo [l e

Press the Tab key to go to the Password field. Enter the password provided in the Password
field. (Your password should be your network password.)

User Name

newuser@nashville.gov

Password

_ Enter Password
Login [B cancel |

Click the Log In button or Press the Enter key to log in.

User Name

newuser@nashville.gov

Password

m < Click Here

After successfully logging in you will land on the Oracle E-Business Suite Home Page.

Click Metro GG Pensioner Self Service
I 4 B3 Metro GG Pensioner Self-Service I‘_ Click Here
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ESS — Logging In Simplified View

Log into Oracle R12 Employee Self Service Simplified View
Follow the steps below to log into Employee Self Service

Ste
P

Action

1.

Open an Internet Explorer browser window and navigate to Oracle R12
Tip: Add this to your favorites.

Click in the User Name field. Enter the Oracle User Name(newuser@nashville.gov) provided in
the User Name field.
Note: The user name is your work email address.

User Name

Enter User Name

Password

oon [l e

Press the Tab key to go to the Password field. Enter the password provided in the Password field.
(Your password should be your network password.)

User Name

newuser@nashville.gov

Password

_ Enter Password
ogn [ cancel|

Click the Log In button or Press the Enter key to log in.

User Name

newuser@nashville.gov

Password

m « Click Here

After successfully logging in you will land on the Oracle E-Business Suite Home Page.

Click the Navigator icon.
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= ORACLE EBusiness Suite

Click Here

*

Announcement Add to Favorites

Welcome to Oracle E-Business Suite!

You can personalize the choices available in
this page by setting up new favorites using the
favorites star icon.

You can bypass this home page when you
sign on to Oracle E-Business Suite by
selecting a specific start page. Choose
Settings (gear icon) from the top of the page,
and then choose Preferences. Select the
responsibility and Page you want, and apply
your changes. The next time you log in, you

will see your preferred start page immediately.

Copyright (c) 1998, 2017, Oracle andor ils affiiates. All rights reserved.

*

Favorites -

107

Settings - Workl

Click Metro GG Employee Self-Service
Metro GG Employee Self-Service

End of Process
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ESS - Change Personal Information — Gender

Change or update name and/or date of birth information in Employee Self Service (ESS)
Follow the steps below to update your name or date of birth in Employe Self Service (ESS)

Step

Action

1.

Click Personal Information
4 Fm Metro GG Employee Self-Service

.j Personal Information |‘— Click Here
|j Payslip
|j Manage Payroll Payments

|j Tax Form
2. In order to update Basic Details, Click Update
Personal Information Back
Employes Name  Tester, Employee Sell Service Empioyee Number 4000026
Organization Email Address Business Group  Metropolitan Government of Nashville
Basic Details
Fulama. Teste, Emplyes Sa Senics Click Here v |
envtor et tes0css
Phone Numbers
Main Address
Update
City  Nashvilie
"oy oo
-
3| Select the Type of Change you would like to make and Click Next

Note: This allows you to Correct or enter New Information (Correction means your information has
been incorrect all along. Update means there has been a change to your personal information —
such as marriage, divorce, etc.)

Basic Details: Choose Option Cancel
Employes Name  Tester, Employee Self Service Employee Number 4000026
Organization Email Address Business Group  Metropolitan Government of Nashville

Select the type of change you want to make.
Correct or complete the current detalls.

® Enler new information because of a real change lo the current defails (e.g. because of a change in marital status) CI k H

Enter the Effective Date of the gender change and Select Gender
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Basic Details: Update Information Cancel Save ForLater  Back = Next
Employee Name ~ Tester, Employee Self Service Employee Number 4000026
Organization Email Address Business Group  Metropolitan Government of Nashville
* Indicates required field
Name
I * Effective Date  05-Aug:2019 (s | () I_ Click Here
TS T
First Name  Employee Self Service
Middle Name:
Prefix
Last Name Tester
Suffix /]
Preferred Name
Previous Last Name
Other
Employee Number 4000026
rmw'_|em ale = Select Gender
.
5. Click Next
Basic Details: Update Information Cancel Save ForLater Back

Employee Name
Organization Email Address

* Indicates required field

Name

* Effective Date
Title

* First Name
Middie Name

Prefix

* Last Name

Suffix

Preferred Name
Previous Last Name

Other

Employee Number
Date of Birth
* Gender

Tester, Employee Selt Service

Employes Number 4000026
Business Group  Metropolitan Government of Nashville

Click Here

30-Jul-2019 ° @
Mr v]
Employee Self Service

Tester

4000026
05-May-1960
Male [V

Click Submit

Personal Information; Review
Employee Name
Organization Email Address
Review your changes and, if needed, attach supporting documents.
@ Indicatas Changed foms:

Basic Details

Current
Effective Date 25-Ap-2015
Title

Full Name Tester, Employee Seif Sevice
FirstName Empioyee Self Service

Last Name Tester
Sacial Security 999.99.9990
Date of Birth 05-May-1950

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action

Tester, Employee Self Service

Cance] ~Printable Page | Save For Later ~Back

4000026
Metropolitan Government of Nashville

Employee Number
Business Group

Click Here

Proposed
30-4ul20130
.o

Tesler, Mr. Employee Self Service
Employee Self Service

Tester

999-99-9950

05-May-1950

7.

End of process
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ESS - Change Personal Information — Phone
Number

Change or update your phone number in Employee Self Service (ESS)
Follow the steps below to update your phone number in Employe Self Service (ESS)

Step

Action

1.

Click Personal Information

4 Fm Metro GG Employee Self-Service

|:| Personal Information

Ij Payslip
I:I Manage Payroll Payments

Ij Tax Form

|‘— Click Here

In order to update or add Phone numbers, Click Add

Personal Information

Employee Name  Tester, Employee Self Service

Organization Email Address

Basic Details

Full Name

Date of Birth
Employee Number

Tester, Employee Self Service
05-May-1960
4000026

Phone Numbers

Main Address

Address Line 1 1234 Tesling Way
Address Line 2
Address Line 3
city Mashwille
State TN

ennes
Zip Code 37208
County  Davidson
Davdson
Type

Back
Employee Number 4000026
Business Group  Metropolitan Government of Nashville

Update

Click Here  mm[3d]

Update

Select Type of Phone, Enter your Phone Number, and Click Next

Phone Numbers: Enter and Maintain

Employee Name  Tester, Employee Self Service
Organization Email Address

Type Number Delete
123-456-7890

Cancel  Save For Later @

Employee Number 4000026
Business Group  Metropolitan Government of Nashville

Click Here

Review Current and Proposed Changes for accuracy, Click Submit
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Personal Information: Review

Employee Name  Tester, Employee Self Service
Organization Emall Address

Review your changes and, if needed, attach supporting documents
@ Imiicates Change lems

Phone Numbers

Current
Home

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links 1o this action

Employee Number
Business Group

Proposed
123-456.76%0 ©

Cancel Printable Page | Save ForLater Back

4000026
Metropolitan Government of Nashville

Click Here

End of process
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ESS - Change Personal Information — Address

Change or update personal information in Employee Self Service (ESS)
Follow the steps below to update your address in Employe Self Service (ESS)

Step

Action

1.

Click Personal Information
4 Bl Metro GG Employee Self-Service

= Personal Information . Click Here

|J Payslip
|J Manage Payroll Payments

|J Tax Form

In order to Update Address, Click Update

Personal Information

Back
Employee Name  Tester, Employee Self Service Employee Number 4000026
Organization Email Address Business Group  Metropolitan Government of Nashville

Basic Details

Update
Full Name  Tester, Employee Self Service
Date of Birth 05-May-1980
Employee Number 4000026

Phone Numbers

Update

Home  123-456-7890
Main Address

Click Here ) [Ge |

Address Line 1 1234 Testing Way
Address Line 2
Address Line 3

Gity Nashville

State TN

ZipCode 37206
County Davidson
Davidson

Type

Select the Type of Change you would like to make and Click Next

Note: This allows you to Correct or enter New Information (Correction means your information
has been incorrect all along. Update means there has been a change to your personal
information — such as marriage, divorce, etc.)

Main Address: Choose Option Cancel
Employee Name  Tester, Employee Self Service Employee Number 4000026
Organization Email Address. Businéss Group  Metropolitan Government of Nashvilie
Select the type of Change you want 10 make: Cofmect if delails of e A0Aress are INCOMECt, Of eNter 3 New Adress.
) Correct or amend this address

® Enter a new address if you have moved

Click Here

Enter Required Fields and then Click Next

Note: Required fields are noted by an asterisk (*)

Main Address: Enter New Address

Employee Name  Tester, Employee Self Service

Organization Email Address

Enter the date your change takes effect. Select your counlry and enter your address.
Indicates required fiekt

* Effective Date

TYPe  Primary Home Country Address[v| (D)
Country United States
15 Address Sty
* Address Line 1 12345 TestDr
Address Line 2
Address Line 3
*eity Nashvile
*state TN
* Zip Code 37210
County

WI2019 G @

Employes Number 4000026
Business Group  Metropolitan Government of Nashville

Cancel Save ForLater Back [Next]

Click Here
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Review Current and Proposed Changes and then Click Submit
Personal Information: Review

Employee Name ~ Tester, Employee Self Service
Organization Email Address
Review

ur changes and, if needed, attach supporting documents.

Main Address

Current
Effective Date 29 Ap-2013
Country United Stales
Address Line 1 1234 Testing Way
City Nashville
state TN
Zip Code 37206
County Davidson
Type

Additional Information

Attachments

To help approvers understand he fequest, you can attach supporting documents, images, of ks 1o this action

Tt

Cance|

Employee Number 4000026
Business Group  Metropolitan Government of Nashville

Click Here

Proposed
30-20190

United States

1234 Test Dro

Nashville

™

arzwe

Davidson

Primary Home Country Address @

Printable Page  Save For Later

Back [ Subm]

End of process
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ESS — View Employee Payslip

View employee payslip information in Employee Self Service (ESS)
Follow the steps below to view your payslip in Employe Self Service (ESS)

Step

Action

1.

Click Payslip
4 Bl Metro GG Employee Self-Service
Personal Information

Payslip |¢— Click Here

Manage Payroll Payments
Tax Form

Select Adobe PDF Quick Select Payslip

Payslip
Employee Name  Tester, Employee Self Service
Organization Email Address
Pay Information
WPreTax CTaxes [ AfterTax WEretPay
Current Amount

5.34%

20.74%

7273%

Value

Gross Earnings: 261348

FromDate (20-/-2019) (3  ToDate (20-u-2019) (5 | Search
Choose a Payslip  21-JUN-2019 - 4000026 - Check 1[v] B (@)

Quick Select Payslip

[ 2 91 s Click Here

Printable Page

WFeTax Craxes [AnerTax W netPay
YTD Amount

Value

Gross Earnings: 261348

Employee Number 4000026
Business Group  Metropolitan Government of Nashville

Payslip information is displayed

Note: You can print payslip from this screen
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Payslip

Fage

The itan Gx
Davidson County

700 2nd Ave S Ste 301
Mashville, TH 37210

And

Account Type _AccountMumber | Amount |

| Summer Pay

Mo M. s} Found

End of process
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ESS — Add/Change Direct Deposit

Change or update direct deposit in Employee Self Service (ESS)
Follow the steps below to update or change your direct deposit in Employe Self Service (ESS)

Step | Action

1. | Click Manage Payroll Payments
4 Bl Metro GG Employee Self-Service

= Personal Information

D Payslip

D Tax Form

D Manage Payroll Payments |[*™= Click Here

2. Select Add Deposit Payment

Manage Payroll Payments: Define Payments

Employee Name  Tester, Employee Self Service
Organization Email Address.

Use these pages 1o Speciy ow you wisN 10 be paid. Click CONtinue to proceed 1o SUDMI your changes or Cancel t fetum winout change.
Indica ired fiekd
Employee Payments

Sort By Priority | Add Deposit Payment | | ] &

* Priority Payment Type IAT  Account Type Account Number
1 Deposit O  Checking Account 123456789
2 Check o
Inspect MDS Contents.

Click Here

Employee Number 4000026

Business Group  Metropolitan Govemment of Nashville

Amount Type Amount
Monetary | v| 150.00

Remaining Pay

Currency
US Dollar

US Dollar

Cance] = Continue

Update Delete

3. | Enter Banking Information and Select Apply
Add Deposit Payment

Employee Name  Tester, Employee Self Service
Organization Email Address
* Indicates required fiekd
& TIP Payments containing new Bank account informeation will be paid by check untl the bank account informaion s verified
& TIP This payment will be used to pay any pay remaining after all other payments have been made

* Payment Method ~ Direct Depost

* Account Name

* Account Type ﬂ
* Aceount Numper

Employee Number

Business Group  Metropolitan Government of Nashville

[ Intemational ACH Transaction {IAT) ()

* Transit Code
* Bank Name
* gank ranch

4000026

Cancel  Add Another

Click Here

4. | End of process
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ESS — View/Update W4 Tax Information

Change or update W4 tax information in Employee Self Service (ESS)

Follow the steps below to update or change your W4 tax information in Employe Self Service (ESS)
Step | Action

1. | Click Tax Form
4 Bl Metro GG Employee Self-Service

= Personal Information
I:I Payslip
I:I Manage Payroll Payments

Ij Ta_:.-‘ Fu[m — CIle Here

2. Select Update

Tax Form

Employee Name  Tester, Employee Self Service Employee Number 4000026
Organization Email Address

Business Group  Metropolitan Government of Nashville
Tax Form Region

Tax Form Type

@ Federal () State

Federal W-4 Details

Filing Status (3
o
@
Allowances 0 [i)
Additional Amount Withheld 0 [i)
FITExempt No (i

Click Here Uedste
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Update Tax Form and Select the check box | Agree
Update Tax Form

Employee Name Tester, Employee Self Service
Organization Email Address

Tax Form Region

Tax Form Type
@ Federal Q State
Federal W-4 Details

The IRS Federal W-4 Form(PDF) comes with worksheets and tax information that may be helpful in completing this form. Click this link to view the full form in a new window.
Filing Status
L

() Married, but Withhold at Higher Single Rate

® Single

Allowances
Additional Amount Withheld

0
0

Last Name Different

If your last name differs from that shown on your social security card, check here. You must call 1-800-772-1213 for a new card.
[[] Last Name Different

Exempt from Withholding

I claim exemption from withholding for 2019, and | certify that | meet BOTH of the following conditions for exemption

Last year | had a right to a refund of ALL Federal income tax withheld because | had NO tax liability AND
This year | expect a refund of ALL Federal income tax withheld because | expect to have NO tax liability.

If you meet both conditions, check 'EXEMPT"

[] Exempt
Agreement
Under penalties of perjury, | declare that | have examined this certificate and to the best of my knowledge and belief, it is true, correct, and complete.
[] 1 agree | — .
Ii‘ Click Here
4. | Select Continue
Update Tax Form Cance|
Employee Name  Culbreath, Brittany Employee Number 330676
Organization Email Address  Brittany.Culbreath@nashville.qov Business Group Metropolitan Government of Nashville

Tax Form Region

Click Here

Tax Form Type

Federal W-4 Details

The IRS Federal W-4 Form(PDF) comes with worksheels and tax information that may be helpful in completing this form. Click this link to view the full form in a new window.

Filing Status Married

Married, but Withhold at Higher Single Rate

Atovances ®
Additional Amount Withheld 0 | @

Last Name Different

If your last name differs from that shown on your social security card, check here. You must call 1-800-772-1213 for a new card.
[] Last Name Different

Exempt from Withholding
| claim exemption from withholding for 2019, and | certify that | meet BOTH of the following conditions for exemption:

Last year | had a right to a refund of ALL Federal income tax withheld because | had NO tax liability AND
This year | expect a refund of ALL Federal income tax withheld because | expect to have NO tax liability

If you meet both conditions, check 'EXEMPT"
[] Exempt

Agreement

Under penalties of perjury, | declare that | have examined this certificate and to the best of my knowledge and belief, it is true, correct, and complete.
| Agree

Review W4 Witholding Form and Click Submit
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Tax Form: Review

© inficates Changod rma
Tax Information

Employee Name  Tester, Employee Self Service
Organtzation Emad Address

Emplayee Number 4000026

ron W-4 ployee’s With Certificate | cue s ice
sodih .| 2019
. RS Your.
7 . e T
Employee Self Service. Tester | $99.99.9990
1234 Teating Way 3 (3 g Cuaried L Marid, st itk s highae S 1t

T

check here. Yo st call 80-T72-1213 for » eplacement card. L1

5o

& Addsonal amourt, & any. you want wibheld bom sach peycheck

S0

"

et both condions. write here
o porkry. | Geciae Sl ave examin

T paeaties T o, ot and o
Emplayee's s:
(Form s not vald
unlesayousignt) __Employee Selt Service Tester Date__ 31-4UL-2019
® Empioyers name 3nd Sadress (Employer Compie bares. T Feviden o | 10 Empioyer senitcsion cumber (€01)
o ampiopmert
29-APR-
2019
Cat No. 102200 Fom W4 2019)

images, or ks fo s action.

+

Click Here

End of process
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