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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. 

2.  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. 

  
3.  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.) 
 

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

 

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

5.  Click Metro GG Pensioner Self Service 

  
 

  

Click Here 

Password 

Enter User Name 

Enter Password 

Click Here 

Password 
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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. 

2.  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. 

  
3.  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.) 
 

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

 

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

5.  Click the Navigator icon.  
  

Enter User Name 

Enter Password 

Click Here 

Password 
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6.  Click Metro GG Employee Self-Service 

 
7.  End of Process 

  

Click Here 

Password 
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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 

 
2.  In order to update Basic Details, Click Update 

 
 

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.)  

 
 

4.  Enter the Effective Date of the gender change and Select Gender 

Click Here 

Password 

Click Here 

Password 

Click Here 

Password 
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5.  Click Next 
 

 
6.  Click Submit 

 

 
 

7.  End of process 

 
 
 

Click Here 

Password 

Click Here 

Password 

Click Here 

Password 

Select Gender 
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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 

 
 

2.  In order to update or add Phone numbers, Click Add 

 
 

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

 
 

4.  Review Current and Proposed Changes for accuracy, Click Submit 
 

Click Here 

Password 

Click Here 

Password 

Click Here 

Password 
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5.  End of process 

 
 
 
 
  

Click Here 

Password 
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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 

 
2.  In order to Update Address, Click Update

 
 

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.)  

 
 

4.  Enter Required Fields and then Click Next 
Note: Required fields are noted by an asterisk (*) 

 

Click Here 

Password 

Click Here 

Password 

Click Here 

Password 

Click Here 

Password 
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5.  Review Current and Proposed Changes and then Click Submit 

 
 

6.  End of process 

 

  

Click Here 

Password 
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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 

 
 

2.   Select Adobe PDF Quick Select Payslip  

 
 

3.  Payslip information is displayed 
Note: You can print payslip from this screen 
 
 

Click Here 

Password 

Click Here 

Password 
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4.  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 

 
 

2.   Select Add Deposit Payment  

 
 

3.  Enter Banking Information and Select Apply 

 
 
 

4.  End of process 

 

  

Click Here 

Password 

Click Here 

Password 

Click Here 

Password 
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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 

 
2.   Select Update 

 
 

Click Here 

Password 

Click Here 

Password 
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3.  Update Tax Form and Select the check box I Agree

 
 
 

4.  Select Continue 

 
5.  Review W4 Witholding Form and Click Submit 

Click Here 

Password 

Click Here 

Password 
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6.  End of process 

 

Click Here 

Password 


