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Introduction

This guide describes how managers view employees’ personal details, salary and career history.

Procedure

View Employee Details

Managers can access employee details from the Direct Line Reports pagelet on the Manager
homepage.

1. Navigate to Manager SSO Home.
2. Click on the My Team tile to select from the related actions for this employee.
3. Click the View Employee Personal Info tab.

4. Select the employee you wish to view. A new page will open up in your browser with
information on this employee.

5. Click on the links Home and Mailing Addresses, Email Addresses, Phone Numbers,
Emergency Contacts or Birthday for more personal information on the employee.

Note: You can also use the Direct Reports tab, then Actions link to access the same page.
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Staff Services Online - View Employee Details

Employment Summary

Managers can also access further employment details about their staff.
1. Navigate to Manager SSO Home.

2. Click on the My Team tile.

2. Click directly on the link on the employee Name.

3. This page provides current salary and the career history for each employee.

Employment Summary
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- Attions Job Title Cat 2 Addihonal Level E HR Status Active
Job Code Org Relstionship Employee
Position Universfy Prof Res Feliow (E Last Stan Date 070
FullPart Time Ful-Time Years of Service 214
Empioyee ID Date In Current Job D101/2015
Birthday Years in Comvent Job 0.5

Location ‘Waite Campus

Retun To Manager Dashboard

03 Current Salary c ov r';: Career History T o~
Job Title Posmon Number Posmon Description Job Code Start Date End Date
Annual Base Satary
Pay Frequency Annua Cat 2 Adabonal Leve Jniversity Prol Res Eeflow (E 1015

dotonal Leve

Universily Snr Res Feliow (D 01012008 31122014
Cat 2 Adational Lever i e
o University Res Felow (B) 1) Q2007 1 200
Cat 1 Adations! Leve - . YT
B 3ROC Res Felow (B) Q30A2005 3108200
Cat 2 Acabonal Leves E e e 7,
5 " GRDC Res Felow (B) 271082005 D0A200
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