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PURPOSE AND DESCRIPTION 
Purpose 
This document explains the key activities involved in completing an Attestation 
Acknowledgement via Employee Self-Service (ESS). It provides an overview of the sub-
processes involved, as well as step-by-step procedural guidance to perform the activity. 
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ATTESTATION ACKNOWLEDGEMENT 

Step Action 

1.  Log in to INFORMS and select Employee Self-Service from the home landing page below. 

 

2.  Select Acknowledgements - Current.  

Note: The “Current Acknowledgements” tile will allow you to complete and sign 
outstanding forms and will only appear when action is required. 

 

3.  Select the applicable Attestation.  In this example, we will complete and select the 
Automated Time Attestation. 
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Step Action 

4.  Review the Attestation and select the I attest to… checkbox. Next, select the Save 
button. 

 

5.  To review the completed Attestation, select Employee Self-Service from the home 
landing page.  

 

6.  Select My Acknowledgements.  

Note: The “My Acknowledgements” tile will always be available for you to view historical 
form records. 
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Step Action 

7.  Select the applicable Attestation to review.  

 

8.  Review the Acknowledgement Response Detail.  

 

 


