
Manager Self-Service Tips and Tricks 

How to get there 
From the Employee Self Service Home Page, select Manager Home Page 

 

 

 
 
1.  Organization Outline 
Provides a list of positions (and the employees in that position) that report to the manager 
using a hierarchical layout; identifies # of budgeted and # of assigned FTEs for each position.  
 
 

1.  Under Reference, select Organization Outline   
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A list of positions that report to the manager will be displayed… 

 
 

For each position, the # of budgeted and the # of assigned (or filled) positions will 
be listed. 

 
2.  Click on the drop-down arrow  (to the left of the position title) to expand the list to see 
the employees in that position.   

 
 

For under-budget positions, it will indicate the (# FTE) vacant. 
 

Over budget positions will appear as follows (ex. 8 budgeted/ 9 assigned). 
 
3.  You can also check Expand All Positions to see all employees/all positions.   
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2.  Employee Profile 

1.  Under Reference, select Employee Profile   
 
2.  A list of the employees that report to the manager will be displayed   

  
 
3.  Click on the employee to view their profile; for each employee you will see the following 
information:   

• Employee Information: Employee ID, In Service, In Position 
• E’EE status: Employee Status (Active/LOA), Employment Status (FT, PT, etc), Original 

Hire Date, Last Hire Date 
• Position Information: Position Date, Position, Reason, Start Date 
• Compensation Information: Salary Date, Position, Base Pay Rate, Frequency, Base 

Pay Annual, % Inc, Grade 
• Performance Review Information: Review Date, Position, Score, Cycle (90 Day, 

Annual Staff, or Annual Mgr Review), Reason, Reviewer 
• Address 
• Phone 
• Emergency Contact Information 
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3.  Compensation 
 
1.  Under Employee Management, select Compensation 
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2.  A list of your employees and their salary information will appear in table format… 
 

 
 
3.  Sort options: name, position, salary, compa ratio, % of last increase, OR pay change date. 
 
4.  Phone List 
Provides the following numbers for employees that report to the manager: 

• Home • Work(Cell/Direct) • Personal Cell • Extension 
 

1.  Under Reference, select Phone List   
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5.  Performance Review List  
 

1. Under Employment Management, select Performance Reviews 
 

 
 

 
 
2.  As reviews become due, they will appear in Performance Review List with a Status of “In 
Progress.” 
 
IMPORTANT:  The Due Date in the Performance Review List refers to the Performance Cycle 
End Date and does not necessarily correspond to the actual employee’s Review Due Date. 
 

• Annual Staff Reviews are set up to become due based on the Last Date of Hire. 
• Annual Manager Reviews have a common due date. 

 
To verify the Employee’s Review Due Date 

• Check the Employee Profile for the Last Date of Hire OR 
 
Filter Options 
You can filter the list of performance reviews to show only those with: 

• A specific Performance Cycle (90-Day, Annual 08, Merit 2008, etc) 
• Review Type 
• Status (In Progress, Finalized, etc) 
• Or a combination of all 3 
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Select the filters you wish to apply from the drop down menu and then click Apply. 
 

 
 
Sort  

 
To sort the list of performance reviews, click on one of the following column headers/titles: 

• Employee 
• Position 
• Performance Cycle 
• Review Type 
• Score 
• Due Date 
• Status 

 
Click a second time to sort the list in the reverse order.  Note:  You can only sort by one column 
at a time. 
 
For 2008, performance review information was entered into KRONOS. 
 
To look up the score for a 2008 review… 
 
1.  Go to the Performance Review List. 
 
2.  Find the Employee record with a Performance Cycle of “Merit 2008” etc, Score of “N/A”, and 
Status of “Finalized”. 

 
 
3.  Then click on their position for that record to open the review. 
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4.  The overall score will appear in the General Comments section.  
 

 
 
 
6.  Event Schedule 
Calendar View of Birthdays and Anniversaries for your staff. 

 

1.  Under Reference, select Event Schedule   
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The current month will open and the current day will be highlighted. 
 

 
 
Click on the Birthday or Anniversary link for the day to see name of the employee 
 

  or  
 
To select a month other than the current one, select the month and year from the drop down 
lists and click Go. 
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