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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.
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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.

Employee Self-Service

P —————
Acknowledgements - Current My Acknowledgements EMASS Labor and Work Perfor... Careers Time and Absence

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

< Employee Self.Service ‘ Acknowledgements - Current

ou have processes in progress.

In Progress 1 row]
Description status Continue
Autormated Time Attestation Compieted 0 of 1 Steps
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Step

Action

Review the Attestation and select the | attest to... checkbox. Next, select the Save
button.

x Exit Automated Time Attestation 3

% AtRomiaind Thie Atiastation; Task: Automated Time Attestation
© In Progress.
AUTOMATED TIME ENTRY ATTESTATION
Purpose
Please note that this applies only gaining, job basis
An INFORMS system enhancement is being impiemented 10 improve employees’ experience with entering and submilting timesheets. You will be required to enter only absences and exceplions on your timesheel. This attestation acknowledges
your understanding of your role and responsibilities in submitting timesheets. Please read, complete and sign the attestation below. A copy of the compieted document will be maintained in your employee folder.
Attestation

| understand and acknowledge that

« Reguiar time entries (i.e. REG) will be systematically generated and submitted to INFORMS based upon my regutar schedue for each day worked in each two-week pay period. | will no longer have to submit hours worked.

« 1 am accountable for the proper recording and documentation of any eave hours used and its associated time reporting code (e 9. ANNL. SICK). | must aiso request and receive approval of such leave time from my supevisor by my
department’s estabished Geadine

+ I there are any Itis my duty and 10 them to my D Personnel (OPR) Immediately.

It my role i supervisory, | understand and acknowledge that | am required to review and approve leave requests and make any necessary corrections to my timesheet by my

D1 attest to Automated Time Entry

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

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

Employee Self-Service

Acknowledgements - Current My Acknowledgements EMASS Labor and Work Perfor... Careers Time and Absence

B =4 oy
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Action

Select the applicable Attestation to review.

< Employse Salf-Sarvice My Acknowledgements
All 1 All

Automated Time Attestation 1

Description Data/Time
IAummaIEﬂ Time Aftestation

04104/2025 11.06:32AM

3 Review the Acknowledgement Response Detail.

Acknowledgement Response Detail

Acknowledgement

AUTOMATED TIME ENTRY ATTESTATION
Purpose
Please note that this applies only to non-bargaining, job basis (salaried) employees.

responsibities in submitting timeshests. Piease rei Py of the compieted document wil be maintained in your em
Attestation

1 Understand and acknowleage hat

Reguiar time entries (L&, REG) will be systematically generated and submitied to INFORMS based upon my requiar Schedule for each 0ay worked n ach two-week pay penod. | will N0 Ionger have 1o SUDIt Nours worked

+ I'am accountable for the PrOper reCOGINg and AGCUMENaion of any leave NOUTS USEA and its ASSOCiAIE lime [epoting Code (8.0 ANNL, SICK). | must alSo (equest and receive appioval of Such leave time Tom My Supervisor by my depanment's established deadiine.
+ ITthere are any di ies, it is my duly and tomy (DPR) immediately.

I my role is Supervisory, | understand and acknowledge that | am required 10 review and APpIove leave rEqUESIS and make any NECESSANy COMECions 1o my Subordinales’ limesheel by my depanment's established deadiine

| attest to Automated Time Entry

An INFORNS sysem enhancemen s being implemented  improve employees’ experence wilhenlerng and submising imesheets. vou il e requied o enter only agsences and excepfins on your meshsel. This atestaon acknonfedges your understanding of your fole and
ad, compiete: and sign the attestation beiow. A copy of the ployes fol




