Suggested text for message to HR Contacts for redistribution to managers, supervisors, and employees regarding accessing and using PeopleSoft Employee Self Service and Manager Self Service.  

Purpose: To serve as a reminder to employees and managers about accessing and using Employee and Manager Self Service. Ensure that employees and managers have access to ESS and/or MSS. This will get them familiar with the system.
Date to be sent: 
Between 1/2/09 – 1/30/09



Similar communication to be printed in January 2009 GA Statement
Sent by:  Ronnie Witcher
Sent with:  Regular Status

Follow up:  Phase 2 Performance Management Change Readiness Calls – January 27 & 28, 2009
Distribution: Phase 2 HR Contacts to Managers, Supervisors, and Employees

Sent Via:  E-mail where appropriate.  Printed and handed out for employees without email access
******************************************************************************

BEGIN EMAIL TEXT (Same changes as the GA Statement)
Date:  January 2, 2009
Subject:  Employee and Manager Self Serve
Have you ever wondered how to get a copy of your check stub, change your W4, check your leave balance, review your benefits, change your address, or add an email address to your work profile? You can do all of this in one location, PeopleSoft Employee Self Service (ESS) or Manager Self Service (MSS). 

Go to http://team.georgia.gov and click on the ESS/TEAMWORKS. Once you log in, you can review your information, check to make sure your email address is correct, print your paycheck stub, and more.

Beginning in July 2009, the State is moving to a new performance management process and system, ePerformance, which will be accessed using ESS or MSS. All managers and employees will need to be able to access MSS and ESS in order to do performance management planning and evaluation. More detail about the new performance management system will be forthcoming, but for a preview, go to the User Productivity Kit (UPK). http://route88upk.state.ga.us/toc.html, Module 12 – ePerformance.
If you have never accessed ESS or MSS:
Go to the Team Georgia Connection State Employee Intranet Site: http://team.georgia.gov.
· Click on the ESS/TEAMWORKS Tab

· IMPORTANT:  Be sure to turn off pop-up blocker before clicking on the link.  

· At the State Employee Self Service Log In, enter your Employee ID in User ID field and SSN without dashes in password field.

· Create a new password, which must include at least one capitalized character, one special character and/or one numeric character.
· Select and answer three security questions.

· Log out, close browser and log back in using new password.
If you have any questions, please contact [HR or appropriate agency person] at: You can also call the SAO Help Desk 404-657-3956 or 888-896-7771 Option 3.
