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Self Service, 2007

Your first step will be to open the internet explorer and type in this address:
www.hrs.ecsd.net. This will open the Human Resource Services Web Page. If you know your
USER ID and have a valid password, proceed to “click” on the Employee Self-Service
option and then on the Human Resource Self Service link on the next page which will open
the PeopleSoft log-on page. You can also create shortcuts on your desk top to facilitate

access to the site.
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70 promote a climate which inspires all to learn and grow in Christ.
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About Careers Self Service
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e Welcome to Human Resource Services' Web Site

Hurnan Resource Services manages the staffing needs for schools and the adrministrative side
within Edmonton Catholic Schools. areas such as Health Services, Labour Relations, Benefits,
Employee,/ Performance Management/Evaluations, Staffing, Employee Relations, Pension, and Careers fall
Iﬁﬂ:m;.: under the umbrella of the variety of services that we provide.

elations

Qur web site is organized by the areas of service we provide. To learn more about our
department, please click on the links below:

« Welcome Letter from the Director of Human Resource Services
Performance = Migsion Statement & Code of Ethics
Management,/ + Belef Statements

Evaluations Interpretation of the Hurman Resource Services Loao
Hurnan Resources Annual Report

|Compensation #_zon3-2004

+ Human Resource Services Policies
« Emplovee Handbook 2004-2005
« HRS Organizational Chart
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HRS Responsibilities Chart
HR_Management _Pamphlet
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Employee Self Service
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Thark you for visiting our site.  Please click on one of the links below:

Employee/ * AESOP Online

Labour weh (el

Relations Staffing - Web Instructions Booklet

Instructions for Apphing for Positions ondine
« Canads Savinos Bonds Link
PeopleSoft Self -Service
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Management « Hurnan Resource Self Service:

oIS New PeopleSoft User or Foraot Your PeapleGoft Passward?

+ Self Service Booklet
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Contact Info:
Tel: (720) 441-6056
Fax: (7500 441-6147
Address: 9507 - 106 Street, ;I
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Self Service, 2007

As with any ECS application, if you need help creating/retrieving your PeopleSoft
password, please phone the EATS HELP Desk at 441-6111 or e-mail: Helpdesk@ecsd.net.

PeopleSoft Self Service - This is the user sign-on screen.

A} Peoplesoft 8 sign-in - Microsoft Internet Explorer
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PeopleSoft.

user ID: ||
Password: I

Copyright @ 2003 PeoplzSeft, Inc. Soltrus'r

Al rights reserved. Copyrights to partions of o
this sottmare may be omned by others, Ellcic o) darli
PeapleSoft Proprictary and Confidential
P2oplaSoft and the PaaplaSeft 1ogo are
ragisterad trademarks of PeopleSoft, Inc. |

&1 Done [ [2 [8 mternet
Hstart || & | Efisnaqrsz | Edinioos: - icrosoft ... |[E]Peoplesaft & Sig... ‘alwd Documents | Bjsafsars.swee .| [ DM 12zarm

Enter your “User ID” (your 4 digit employee number) and your password. Click the yellow
sign in button.

PeopleSoft Home Page

File Edit View Favorites Tools  Help

GeBack ~ = - @ % | Dsearch [EiFavorkes C@History | Th- b - =
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You may change your password at any time you want. Choose the “Change my
Password” hyperlink and follow the instructions. Don’t forget to save.
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After you have finished setting up your user profile, you can start navigating through Self-
Service.

¥ content -
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le"Wﬁ’eoplesm't

=1

=] ZE Local intranet
gl start | = | [El1nbox - Micrasoft Sutlook | bl snagit/sz | & lEmployee-facing regi.. @]SelfServe.8 WEB Instruc... | | 21<f CD MM =:45 AM
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You now have access to your own employee Information. Some of the options will allow
you to change your information; others allow you to add information but not change what
is already there and still others are “read-only”.

22 Email Addresses - Microsoft Internet Explorer

Fie Edit ‘iew Fa Tools  Help
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PeopleSoft. G
Search: tiew vindow | Help | Customize Page | B
|~- Employee Self Service Email Addresses %
= Personal Information
~ Personal Information el
Surnmars
— Home and nailing
Agoress
— Fhone Numbers Business doej@ecsd.net
Erneroency Contacts
©© Payroll ana =ompensation A an Bl Adaress |
© Benefits
| Chanoe ey asswer a
~Required Field
Save
GoTo:  Employee Home
Personal Information Home
&1 tone [ [ |EF Localintranet
Hstare || [ @& | ESlmbox - vicroscrt ... | #fisnagtisz |[E7eman ada B SelfServa.s WEE I... NG DD 1005 Am

You can add a new e-mail address or telephone number by entering the type and the e-
mail address or telephone number and then clicking the yellow “ Save” button.

2 Email Addresses - Microsoft Internet Explorer = =]l
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Search: M wiindow | Help | Customize Page |

]

I~ Emplovee Self Serice s
~ Personal Infarmation Email Addresses

— Personal Information Jane Daoe
Summary

— Home and Mailing
Address Email Type *Email Address

Business doej@ecsd.net

[ =1 Delete I

> Payroll and Compensatian %
[ Benefits
— Change My Passwaord [ Add an Email Address ]

* Required Field
Save

GoTo:  Employes Home
Fersonal Information Home

@7 Done [ [ [EEocalintranet
;ﬁstart” & | [Sinbos - Microsoft ... | Sesnagitiaz |[E7Emant addresses... E]selfservs.a WEB ... DO E 1007 am
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You can add a new emergency contact, edit the information that is already there, delete a
non-primary contact or change the primary emergency contact.

]

ergency Contacts
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address [@] http:/fssn4/psp hemprod/EMPLOVEE/HRMSc/ROLE_EMPLOVEE.HR_EMERGENCY_CNTCT.GBLNAVSTACK=Clear =] pa “Llnks >

PeopleSoft. TSNS

Search: Mew window | Help | Customize Page |

&

File Edit Wiew  Favori

I~ Employee Self Service
= Personal Information
— Personal Information

Emergency Contacts

Summal Jane Doe
— Home and Mailing
Address Contact Name

— Phone Mumbers

> Payraoll and Compensation Add an Emergency Contact |
[ Benefits
— Change hiy Password

Goto: Employee Home
Fersonal Information Home [%

[&1 [ [ Localintranet
M start & | [ 1nbox - Micrasaft ... | Sefisnagltizz ”@Emergency Cont... ®]selfserva.s WEB 1| Rl DM 1006 am

You can change or edit your current home address and notify PeopleSoft of the effective
date of the change.

ZHome and g Address - Microsoft Internet Explorer : — =]
File  Edit Favortes  Tools  Help | e
@Back - €3 ~ [x] 2] 0| ) search o Favorites @ Media 42 [ (- oL [ EL 4R

Address [&] http:/fsst4/pspihemuser_1 [EMPLOVEEJHRMS/c/ROLE_EMPLOVEE HR_HOME_MAILING GBLPNAVSTACK=Clear B4 Go
Rl Open with Ward

HCMUSER

=13

Mew Window | Help | Gustamize Page | B,

Edit Home Address

Country: Canada Chanae Country
Address 1: [r111-1111 Ra

nagress2: |

ndadress3: |

Addressa: |

Ci [Egmanton Province:|A8 Q. postal; [T1T1T1

Date Change Will Take Effect:
Onthis date:  |05/01/2006 [3] (example: 013120003

Save Cancel

@ [ [ &3 Local intranet
Mistan| @ O] @ @ 3 el snaar/zz | 5] o - Microsaft ... | &1 view Hsa Account... | [E7 Home and Mailin... (-7 Wd Documents | 57 selfserve.s wes In... | [« OBy 9:44 am
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With all of these options, PeopleSoft will let you know if the transaction was successful
after you click on the yellow “Save” button by showing the following message:

j Emergency Contacts - Microsoft Internet Explorer

File Edit ¥iew Fawvarites Tools  Help

dmpack ~ = - Q) 73 | @asearch [EiFavorites cEHistory | By S o

address [@] http:/iss04/psp/hemprod/EMPLOYEEHRMSjc/ROLE_EMPLOYEE . HR_EMERGENCY_CNTCT.GBLYNAYSTACK=Clear | @eo HLunks >

PeopleSoft.

Mew wWindow | Help | Customize Page |

B

Search:

(€3]

Emergency Contacts
Save Confirmation

I~ Employee Self Service
= Personal Information
— Bersonal Information
Summary
— Home and Mailing
Address
— Phone Mumbers
— Email Addresses

“ The Save was successful.

> Payroll and Compensation
[+ Benefits
— Chande by Fassword

4| | |
&1 Done ZE Local intranet

;ﬁstart” &= | [ inbox - Microsaft Outook. | el Snagit/az ”@Emgrgen(y Contacts ... B]selfserva.s WEB Instru... I |Q,1<E|§u@ BloF 101z am

You can view your marital status, your name or your direct deposit account but at this
time these are “read-only” options. If any of the information is incorrect, please notify
Manuela Medeiros, Human Resource Services at 441-6066.

) Personal Information Summary - Microsoft Internet Explorer -
Fo Et Wom  Fosmics  Tede  RER | o ‘
Qback - ) - [x] 2] (0| Search ¢ Favories @R Meds @ | (- i L) G R
Address [&] http://ss04/pspihcmuser /EMPLOVYEE/HRMS/C/ROLE_EMPLOYEE.HR_EE_PERS_INFO.GELZNAVSTACK=Clear
Search: % =
® Addresses
I~ Employee Self Service
L v "
b Time Reporting Address Type  Status As Of Count Address
— Personal Information Hame Current 01/01/1997 CAN
Gh horneimail d
i D el e ||
Address
- NSRUmbErS) Phone Numbers
Email Addresses
— Emergency Cantacts Phone Type Phone Number
I> Payroll and Compensation Business TEOM11-1111
> Benefits
I Recruiting Activities
I> Manager Self Service Ghange phane numbers
1> Workforce Administration
I et Up HRMS
- Chanoe by Password Emergency Contacts
Name Relationship to Emplovee
Change emergency cantacts
Email Addresses
Ermail Type Email Address
Business doej@ecsd.net
Change erail addresses
Marital Status
Marital Status: single Asof:  01/01/1997
Employee Information =l
&) Done [% Local intranet
Astart| @ O] © @& B bl snagtt/s2 | |5] tnbox - Hicraseft utiook | #1] sefserva.a WS Instruc. . |[] Personal Information ... 21 10:15 4m
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You can also see all your pay cheque data for a given pay period. Select this option to see
your latest pay advice or click on “View a different payment” and then choose the correct
pay period end date to review any other month. It is in this section, in the deductions area,
that you will see listed the benefits in which you are enrolled.

Under the “Benefits”, “Benefits Information (ECS)”, “View Leave Accrual” hyperlinks, you
are able to view your sick and vacation entitlements, if you qualify for such leaves, for any
given period. The latest month is the default; to change it, enter a new date and click on
the yellow “Refresh” button. The entitlements are shown in hours. You also see your
service date with Edmonton Catholic Schools.

2l ¥iew Leave Accrual rosoft Internet Explorer =17 x|

File  Edt  view Fa
@ Back - 3 - [x] O search ' Favorites @ Media £0 | (0- iu 3 [ &L 9
Address [@) nhttp://5s04ipspihcmussr/EMPLOYEESHRMS/C/ECS_HUMAN_RESOURCES LY_ACCRZ_ECS.GBL -1 B3 s=

Rl omer vt Word

HCMUSER

Search: Mew window | o,

>

View Leave Accrual Balances
Doe Jane Z1000
Edrnonton Cathalic Schools

Enter as of date: [02/01/2006 [ Retresn |

|~ Employee Seif Service
© Time Reporting
© Personal Infarmation
> Payroll and Compensation
~ Benefits

~ Benefits Information

e Service Date 09/01/2005
[ Recruiting Activities
[ Manager Self Service iod:
L \Workfore e Administration Sick fAccrual Period: 0173142008
I SetUp HRMS (Hours) Carried over from previous year: 70.000000|
e i e Earned Year-to-Date: 42.000000

Taken Year-to-Date: 14.000

“acation Accrual Period: 0143142008

(Hours) Carried over from previous year: 35000000
Earned Year-to-Date: [ ers0000]
Taken vear to Date: [ 7om

= [ [ [ S Local intranet
Wistart| & O] & & (3 i snaalt/sz | | 5] inbox - Microsoft Gutiook | ] SeifServs.8 WES Instruc... |[Z] view Leave Accrual - .. <« OB 1010 AM

If you are a certificated or out of scope employee, you will be able to view the information
in your Health Spending Account.

2l ¥iew HCSA Account - Microsoft Internet Explorer =1 x|
File Edit Wiew Favorites Tools  Help | &
@ Back - &3 - [x] 2] [ search ' Favorites & Media 4% | - REDE R

Lser [EMPLOYEE, S_BENEFITS,EMP_FLEX_BEN_ECS.GBL =1 Go

> Payroll and Gompensation =1 Mew Window | Help | Custamize Page

= Benefits

= Benefits Information
(EcS)

Health Care Spending Account

EmpliD: 71000 Dae Jane

[ Benefits Infarmation
& Dependents and
Beneficiaries

Earnings Detail First [4] 4 o1 1 M Last B

[ Life Events Accrual Process Date:  01/01/2006 Status: Active FTE: 1.000000
— Benefits Surmmary
— DependentBeneficiary

L Credit Accrual: 50.00 ¢
— Insurance Summary .
e T Credit CarryOver Amt: 0.00

— Benefits Enraliment
I Stock Activity 3 .
> Training and Development (S LCTIR G TGS o.00
I Recruiting Activities
— Workflow User Preferences Transaction Detail First [4] 4 or 4 [F] Last

- Manager Self Service Transaction Date HCSA Expense Typ Credit Amount
> Recruiting q
I Worktorce Administration

- Benefits
> Compensation Credits as of Accrual Process Date: 50.00 Transaction Credit: 0.00
I North American Payroll
& vwarkforce Development
& org nal D P
I Enterprise Learning

b e e Credits Farfeited: aoo Credit Accrual ¥TD: s0.00
& Pension .
I Set Up HRMS Total Credits: s0.00
[ Sl Credits used year to date: o.00
© Tree Manager
I Reporting Tools Credits Remaining: 50.00
> PeopleTools
— Reset Password (ECS)
— Issue Log (ECSY
v Lot =C Health Spending Account Brochure Healih Spending Account Glaim Form
| Eortal Mavigation Report
Ecs)
— 1y Personalizations | |
— Chanoe by Fassward = =
& ], - e
distart| @ O] & @& (& Efisnaanez | (Sl 1nbex - Micrasart ©... |[&] view HCSA Accou.. %] Home and Mailing A... | |- wd Decuments | ) seifserve.e wes ... | [« OJBERY 2196 Am
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You apply for all positions through Employee Self-Service. The dates the positions will be
visible will be communicated to all employees. Clink on the “Recruiting Activities”
hyperlink, then on “Job Postings/Apply for Job.

A Employee-facing registry content - Microsoft Internet Explorer

1= x|
Flo Edn vew Favomes Took relp [ |
Back - = - @D | @ scorch GEiFavorites  Cristory | Bh- &b [ - =

Address [€1 heepr —oerALLT =1 o
Links @1Peoplesoft 8 Sign-in &1 Customize Links 451 Fres Hotmail &1 Windows Media &1 Windows

Rl open e werd

HCMUSER

Help
[~ Employee Seir Service
© Personal Infarmation
b Payroll and Compensation =Y
e it
~ doh PosfingsfAnply far Job
|- Chanoe by Password
o
“Beoplesoft

[l

[ [ S tocalntranst
S User 10 Password ... | [<B-IFDMM 1259 P

&1
Hstare||[H] & © & | Eslsnagiysz | Elinbox - Micrasoft ... | Biselfserva.s weB L..| &730b Data - Micraso...| [E]Employee-facin...

Choose the employee group and limit the job search using any of the various parameters
offered. Click on search. All jobs matching the search criteria are shown.

2} estaffing Job Search - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help

Q@Back - ) - [ (2] (b O search JoFavorkes @ Meda £ | (10 i 3 [ @ R
Address [&] http://ss04/pspfhemuser/EMPLOVEE{HRMSjc/ECS_ESTAFFING.ECS_ES_JOBPOSTGEL

Rl O with twiord

HCMUSER

=l

Mew Wincow | Helo | Customize Page | 5,

Employee Group | Teacher  ~ Keyword: [
™ Full Time ™ Part Time I Probationary ™ Regular ™ Temporary
Job Function
[~ ECS Teacher I~ Junior High Tescher I~ Primary Teacher [~ Senior High Teacher
[~ Special Education Teacher I~ Upper Elementary Teacher [ [
Q = Q FHE
Search | Reset Search Criteria |

Job Postings List Fing  First (1 or 1 [F] Last
Position # Job Title Contract ETE Ref # Department
00001418 Teacher Regular 1.000000 B 5t Clement Detail

Apply to Selected Job Postings

[&] Dare [ [ &3 Local intranet
distat) @ O] ® @ & blsneayaz | | ©] trbox - Micrasoft outiook | 1) selfServa.a wEE Instruc... |[ 27 estaffing Job Search .. < Ol 1045 4M
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The “Detail” hyperlink will show a detailed job description to help you decide whether or
not you wish to apply to the position.

3 estaffing Job Search - Microsoft Internet Explorer E ==l x|
File Edit Wiew Favorites Tools  Help | o= ‘
Q@Back v ) - ] 2] (h].Osearch oFavorkes @ Media £ | (v i 3 [ & SR

Address |@ htep: | ss04fpspihemuserEMPLOVEE/HRMScfECS_ESTAFFING.ECS_ES_JOBPOST.GBL LI & G
il Oen with Word

HCMUSER

=

Hew Window | Help | Customize Page | &

Job Posting Det: Information

School Year 2006 Date Closed  03i31/2006

Position # ooo01416 Job Title Teacher

FTE 1.000000 Contract Regular

Department 231 &t Clement ™ nad to Job Basket

Job Description

Gr B Academic Support Program Teacher - provides modified program to students on IPP. =]
Teachers must have awillingness and commitment to teaching in the 1B program. This
includes extensive PD, collaboration and curriculum planning and an ability to provide a

global education in an integrated approach

Return to Job Search Page
&) Done [% Local intranet
distart| @& (O] @ @ (@ bl snaanyaz | | 5] tnbex - Microseft Outlask | #] seffserva.8 WEB Instruc. . |[£] estaffing Job search ... < /MR 10:43 M
2} =staffing Job Search - Microsoft Internat Explorer — ] x|
File Edit Yiew Favortes Tools  Help | & |
Q@ Back - @y - [x b | O search U Favorites @ Media €2 | (- in [} [ AL 9B
Address I@ htkp: user_2/EMPLOVEE, S_ESTAFFING.ECS_ES_JOBPOST.GBL

Rl Open with word

HCMUSER

Mews Window | Help | Custorize Pade | o

Employee Group | Teacher - Keyword: |

= R I~ part Time ™ Probationary I Regular [ Temporany
M ECS Teacher [~ Junior High Teacher [~ Primary Teacher [~ Senior High Teacher
[~ Special Education Teacher I~ Upper Elementary Teacher [} [}
Department
=N = =8 =1
Search | Reset Search Griteria |

Contract ETE # Department
Te: Regular 1.000000 B St Clement

Teacher

Regular 1.000000 32 St Clement ~

Apply to Selected Job Postings

&) Dane ] [ [ Lacal inkranet
@istart| @ O] & @ (& fisnaarsz | [ 5] tnbo - Micrasoft ... | ] Selfservs.s WEB Tn... | &1 Job Data - Microsof... | &7 estaffing List - Micr... |[£7] estaffing Job Se... | |< oIl 2] 11:35 am

If there is more than one job you wish to apply for, click the box beside each one. This will
allow you to fill out the application only once and send it to all the positions you wish to
apply to. Click on “Apply to Selected Job Postings.” On the next screen, you will see
your personal information and the positions you have selected. Click on “Next” to go to
the application form.
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j estaffing Job Search - Microsoft Internet Explorer _ =] x|
File FEdit View Favorikes Tools  Help | o> ‘
@Back - ) - [x] 2] | 0 search oFavorites @ Media 45 | (- oL [ [ G4 @R

Address |@ http://ss04/pspfhemuser_2/EMPLOVEE/HRMS/c/ECS_ESTAFFING.ECS_ES_JOBPOST.GEL LI >
Rl open with Ward

HCMUSER

»
From To School i Principal |

100
100

*Please note that your current and past principals f supervisors may be contacted for references

Degree Type Year Major i, Vears with Edmonton Catholic Schools: | I3

[
[ [ Vears sxperience with other boards: |
[

Please state your experience(s) in the permeation_of our faith.

100

511

Give 2-3 examples of how you have differentiated Instructi and T

Sl

Give 2 ples of how you have provided serviceto others (i

B

Note: Only shortlisted candidates will be contacted

Submit Cancel

[&] bone [ [ 8 Local intranet
Bistart| @ O] © & & bl snaare/z2 | 1] selfserve.e wEB ... | 4 0b Data - Microsof... | & estaffing List - Micr... |[£7 estaffing Job Se... | 0] Inbax - Microsoft O... | [« OBy 11152 Am

Fill out the application form. (Please note the certificated and non-certificated application
forms are slightly different.) Once the form is filled out, click the “Submit” button at the
bottom of the page. The application is sent to the Supervisor with an e-mail to your ECSD
account and a copy of the e-mail to Human Resource Services. This completes the
application process.

2l estaffing Job Search - Microsoft Internet Explorer 1 x

File Edt  View Favortes Tools  Help | & |
QBack - ) - [x] 2 0| SO search i Favorites @ media £ | Co- S B3 [ B SR
Address [&) hitp: //ss04/psphomuser/EMPLOYEE (HRMS/C/ECS_ESTAFFING.ECS_ES_JOBPOST.GEL - Go

Rl Open with Word

HCMUSER

Mew Window | Help | Customize Pag Saved

Employee Group | Teacher B2 Keyword: [

™ Full Time I~ Part Time ™ Probationary I Regular [ Temporary
Job Function
I~ EcsTeacher I~ Junior High Teacher I~ Primary Teacher I~ Senior High Teacher
I~ Special Education Teacher I~ Upper Elementary Teacher O (=]
Department >
= L ‘2 The process was successful. (Z1000,56)
Search | Reset Search Criteria | -
Job Postings List
Basition # Job Title Contract ETE Ref# Department Detail Select
00001416 Teacher Regular 1.000000 6 St Clement Detail @
00001420 Teacher Regular 1.000000 32 St Clement Detail [
£pply to Selected Job Pastings
[&] Dane & Local intranet

Bistart| & (O] © & (3 Bl snagivez | 5] trbs - microzoft outiock |[E7 estating Job Search - « IO v am

If you need assistance Human Resource Services will be happy to help you. Please phone
Linda Sandl at 441-6187, Jessie Foley at 441-6058, Paul Gagné at 441-6097 or Charolette
Player at 441-6098.
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