
Course ID: ESS 201
Course: Employee Self Service - eProfile, ePay, 
ePerformance
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Be on time 

Turn off your cell 
phones when in class

Participate actively in 
class; refrain from 
email and internet use

Attendance

Take breaks as needed

Feel free to ask 
questions

Ground Rules



Course Overview
Course Description This course provides a comprehensive review of the eProfile, ePay and 

ePerformance processes.

This course consists of the following modules:

• Module 1: Course Introduction
• Module 2: eProfile, ePay and ePerformance

o Employee Self-Service Personal Profile Updates​
o Profile Management
o Submit Resignation or Retirement Request​
o Employee Self-Service Payroll Data Updates​
o Review Paychecks and W4​
o Employee self-evaluation ​(Optional)
o Participant performance review​

• Module 3: Course Summary
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Course Overview, Continued

Training Audiences • Employee

Prerequisites • ERP 101 – Overview of INFORMS
• ERP 102 – INFORMS Navigation, Reporting, and Online Help

Other Related Courses • ESS 202 – Employee Self Service – eBenefits
• ESS 203  –Employee Self Service - Time Management

Estimated Duration • Day 1 (6 Hours)
• Day 2 (6 Hours)
• Total Duration: 12 Hours 
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Module 1: Course Introduction

5

Module Topics

Course Administration and Logistics

Learning Objectives

Roles and Responsibilities

Navigation

Key Changes to the Business Process

The End-to-End Business Process

Introduction to Demonstrations, Activities, and Exercises



Course Administration and Logistics

Be back from Breaks on 
time 

Please turn off your cell 
phones and refrain from 
checking email and the 
Internet while in class

Actively participate in 
class

To receive credit for 
completing this course, 
Users must record your 
attendance at the 
beginning and end of class

Take Breaks at scheduled 
times

Ask questions; this is 
your time to learn
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Learning Objectives

At the conclusion of this course, participants will be able to:

• Perform Personal Profile Updates

• Submit Profile Management Requests

• Submit a Resignation or Retirement Request

• Perform Payroll Data Updates

• Review Paychecks and W4

• Complete an Employee self-evaluation (optional)

• Complete a Performance Evaluation
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Roles and Responsibilities

The roles and responsibilities associated with:Role Responsibilities

Employee

The Employee is responsible for Self-Service functions (i.e. Life Events, 
Benefits enrollment, Timesheets, Paycheck, W-2, Direct Deposit, request 
leave, review evaluations, add accredited Licenses/Certifications) and is 
empowered to view and update personal information.



Navigation
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Login to INFORMS and select the Employee Self-Service tile from the HOME landing page.



Navigation (continued)
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There are multiple navigation routes within Employee Self-Service. These will be detailed in each Lesson.



Purpose and Benefits to Business Process

• Automation of County workforce performance evaluation business process

• Data persistence – old INFORMS data is never deleted, only past effective-dated and 
inactivated (superseded)

• Decreased data redundancy – Execute all performance evaluation administration 
activities in a single common system (INFORMS) - eliminating manual data re-keying, 
reducing data entry errors and improving data quality

• Employee empowerment - employee self-service and manager self-service interfaces 
are intuitive, easy to use and available on demand on multiple devices and platforms

• Enhanced/rapid pro forma and ad-hoc report development and deployment capabilities

• Ensure dynamic compliance with Human Resources business logic and 
consistent/identical business processes, Payroll salary grade table, Administrative 
Orders, Personnel Rules and ratified Collective Bargaining Agreements
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Purpose and Benefits to Business Process, 
Continued
• Improve workforce efficiency via collaborative processing – reviewers and approvers

• Logical separation of duties - Department Personnel Representatives (DPR) role ensures 
Central HR control and consistency from a dedicated Departmental context and 
perspective

• Robust technical platform – high on-demand availability with minimum downtime, 
scalable, rapid deployment of system upgrades, continuous improvement, iterative 
development, data security

• Streamlined operations - Automated email notifications, approval routing, 
consistent business process between Departments, electronic signatures, reduced 
processing time with online transaction processing, rapid data retrieval via ad hoc query 
capability, seamless integration between County systems

• Workforce resource processing effort smoothing – Performance reviews business process 
is driven by anniversary dates and collective bargaining agreement ratification dates, not 
by arbitrary calendar dates or all at the same time 12



Introduction to Activities and Exercises

• You will take part in two types of hands-on learning throughout this course.

Training
Exercises

Training
Activities
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Module 1: Course Introduction Summary
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Module Topics

Course Administration and Logistics

Learning Objectives

Roles and Responsibilities

Navigation

Key Changes to the Business Process

The End-to-End Business Process

Introduction to Demonstrations, Activities, and Exercises



Module 2: eProfile, ePay and ePerformance
Module Topics

Module Introduction

Lesson 1: Employee Self-Service Personal Profile Updates

Lesson 2: Profile Management

Lesson 3: Submit Termination or Retirement Request

Lesson 4: Employee Self-Service Payroll Data Updates

Lesson 5: Review Paychecks and W4

Lesson 6: Employee self-evaluation (Optional)

Lesson 7: Participant performance review

Lesson 8: Reports and Queries
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Lesson 1: Employee Self-Service 
Personal Profile Updates

At the conclusion of this lesson, participants will be able to:

• Request An Address Change

• Review, Edit and Update Contact Details

• Review and Edit Ethnic Groups

• Review and Edit Emergency Contacts

• Update Disability

• Review and Update Veteran Status
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Lesson 1: Key Terms
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Term Definition

Preferred
A checkbox that identifies which option in a list is the Employee's personal 
preference.
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Lesson 1: Personal Profile Updates, Continued



Employees review, edit and update the following Personal Profile 
information.

• Address
• Contact Details
• Ethnic Groups
• Emergency Contacts
• Disability
• Veteran Status
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Lesson 1: Personal Profile Updates, Continued



Review/Update Address

Employees may review and/or update their address in INFORMS:

• Employees may have a Home Address and Mailing Address
• Address Changes may be present dated or future dated
• Address Changes can not be past dated

INFORMS empowers employees to specify where their mail is 
delivered.
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Lesson 1: Personal Profile Updates, Continued



Navigation – Review/Update Address
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NAVIGATION: Employee Self-Service > Personal Information > Personal Details > Address



Review, Edit and Update Contact Details

Employees maintain the following Contact Details in INFORMS:

• Telephone Numbers (Business and Personal)
• Email Addresses (Business and Personal)
• One Telephone Number must be designated as "Preferred"
• One Email Address must be designated as "Preferred"

INFORMS empowers Employees to specify their contact 
preferences.
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Lesson 1: Personal Profile Updates, Continued



Navigation – Review/Update Contact Details
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NAVIGATION: Employee Self-Service > Personal Information > Personal Details > Contact Details



Review and Edit Ethnic Groups

Employees have the option to voluntarily self-identify Ethnicity.

• May specify Hispanic/Latino heritage
• May choose to identify Race
• May choose to identify with one, multiple or no designations

The County must capture voluntarily reported ethnic 
demographic data in compliance with federal government 
requirements.
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Lesson 1: Personal Profile Updates, Continued



Navigation – Review and Edit Ethnic Groups

25

NAVIGATION: Employee Self-Service > Personal Information > Personal Details > Ethnic Groups



Review and Edit Emergency Contacts

Employees may add, change or remove Emergency Contacts and their 
contact detail information.

• May choose to specify one, multiple or no Emergency Contacts
• May specify multiple contact methods for each Emergency Contact
• Must specify one Emergency Contact as "preferred"

If only one Emergency Contact is listed, INFORMS designates 
them as "preferred" by default.
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Lesson 1: Personal Profile Updates, Continued



Navigation – Review/Edit Emergency Contacts
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NAVIGATION: Employee Self-Service > Personal Information > Personal Details > Emergency Contacts



Update Disability

Employees have the option to voluntarily self-identify disability.

• Disability Status is always blank when opened
• Employees may indicate whether or not they have a disability
• The Employee may choose whether or not they wish to respond

The County makes reasonable accommodation for disabilities as 
per government guidelines.
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Lesson 1: Personal Profile Updates, Continued



Navigation – Update Disability
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NAVIGATION: Employee Self-Service > Personal Information > Personal Details > Disability



Review and Update Veteran Status

Employees have the option to voluntarily self-identify veteran status:

• Employees may choose whether or not to identify as a Veteran
• Veterans may choose whether or not to indicate Protected status

If the Employee voluntarily specifies Veteran status, the DPR must 
review and approve the Employee's update request.
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Lesson 1: Personal Profile Updates, Continued



Navigation – Review/Update Veteran Status
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NAVIGATION: Employee Self-Service > Personal Information > Personal Details > Veteran Status



Lesson 1: Activities and Exercises
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Lesson 1: Lesson Summary

Employees review, edit and update their personal profile in INFORMS

• Request An Address Change

• Review, Edit and Update Contact Details

• Review and Edit Ethnic Groups

• Review and Edit Emergency Contacts

• Update Disability

• Review and Update Veteran Status
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At the conclusion of this lesson, participants will be able to:

• Perform Profile Management

• Review and Edit Certifications & Licenses

• Review and Edit Educational Details
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Lesson 2: Profile Management



Employees are empowered to manage Profile information such as:

• Education
• Qualifications
• Licenses and Certifications
• Driver License
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Lesson 2: Profile Management, Continued
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Lesson 2: Profile Management, Continued



Perform Profile Management

Employees may review and/or submit a request to update data such as:

• Talent (e.g. Qualifications, etc.)
• Additional Information (e.g. Driver License, etc.)

INFORMS notifies DPRs when an employee update request 
requires review and approval.
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Lesson 2: Profile Management, Continued



Review and Edit Certifications & Licenses

Employee requests to update License and Certification data must 
include:

• Issue Date and Expiration Date of the License or Certification
• License Name
• License/Certification Number

INFORMS notifies DPRs when Employees request an update to 
their License and Certification data.
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Lesson 2: Profile Management, Continued



Navigation – Licenses and Certifications
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NAVIGATION: Employee Self-Service > Talent Profile > Qualifications > Licenses and Certifications



Review and Edit Educational Details

Employees are empowered to submit requests to update academic 
accomplishments in INFORMS.

• Degree
• Date Acquired
• School

INFORMS notifies DPRs when Employees request an update to 
their Educational Details.
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Lesson 2: Profile Management, Continued



Navigation – Perform Education Details
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NAVIGATION: Employee Self-Service > Talent Profile > Education



Lesson 2: Activities and Exercises
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Lesson 2: Lesson Summary

Employees view, edit and submit requests to update their profile 
details in INFORMS

• Perform Profile Management

• Review and Edit Certifications and Licenses

• Review and Edit Educational Details
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Lesson 3: Submit Resignation or Retirement 
Request
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At the conclusion of this lesson, participants will be able to:

• Submit a Resignation Request

• Submit a Retirement Request



Lesson 3: Key Terms
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Term Definition

Resignation Voluntary separation from County employment.

Retirement An employee's retirement from County service, if eligible.
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Lesson 3: Submit Resignation or Retirement 
Request, Continued



Employees are empowered to submit the following in INFORMS:

• Resignation Request
• Retirement Request
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Lesson 3: Submit Resignation or Retirement 
Request, Continued



Submit Resignation Request

Employees may submit a resignation request in INFORMS.

• Voluntary Resignation
• Used when projects / assignments end
• The position held by the employee becomes vacant

DPRs were involved in legacy system terminations; now with 
INFORMS, Managers are involved.
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Lesson 3: Submit Resignation or Retirement 
Request, Continued



Navigation – Submit Resignation Request

49

NAVIGATION: Employee Self-Service > Personal Details > Related Actions > Job > Submit Resignation



Submit Retirement Request

Employees may submit a retirement request in INFORMS.

• Benefits continue
• The Position held by the Employee becomes vacant

DPRs were involved in legacy system retirements; now, 
Managers are involved.
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Lesson 3: Submit Resignation or Retirement 
Request, Continued



Navigation – Submit Retirement Request
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NAVIGATION: Employee Self-Service > Personal Details > Related Actions > Job > Submit Retirement



Lesson 3: Activities and Exercises
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Lesson 3: Lesson Summary

Employees initiate the following in INFORMS:

• Submit a Resignation Request

• Submit a Retirement Request
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Lesson 4: Employee Self-Service Payroll Data 
Updates
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At the conclusion of this lesson, participants will be able to:

• Update W-4 Information

• Request Direct Deposit
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Lesson 4: Employee Self-Service Payroll Data 
Updates, Continued



Employees are empowered to perform the following in INFORMS:

• Update W-4 Information
• Request Direct Deposit
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Lesson 4: Employee Self-Service Payroll Data 
Updates, Continued



Update W-4 Information

The Employee is empowered to adjust their W-4 withholding in 
INFORMS.
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Lesson 4: Employee Self-Service Payroll Data 
Updates, Continued



Navigation – W-4
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NAVIGATION: Employee Self-Service > Payroll > W-4 Tax Withholding



Request Direct Deposit

The Employee may add and manage up to three (3) direct deposit 
accounts in INFORMS.

• Manage multiple direct deposit accounts
• Specify deposit by dollar amount or by percentage

INFORMS ePay module is fully integrated with Payroll.
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Lesson 4: Employee Self-Service Payroll Data 
Updates, Continued



Navigation – Direct Deposit
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NAVIGATION: Employee Self-Service > Payroll > Direct Deposit



Lesson 4: Activities and Exercises
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Lesson 4: Lesson Summary

Employees are empowered to perform the following in INFORMS

• Update W-4 Information

• Request Direct Deposit
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Lesson 5: Review Paychecks and W-4
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At the conclusion of this lesson, participants will be able to:

• Review Paychecks

• Review W-4



Lesson 5: Key Terms
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Term Definition

Bi-weekly Pay Rate
The Employee's Base Salary with any additional Components of Pay that 
they are entitled to.
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Lesson 5: Review Paychecks and W-4, Continued
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Employees are empowered to perform the following in INFORMS:

• Review Paychecks
• Review W-4

Lesson 5: Review Paychecks and W-4, Continued



Review Paychecks

The Employee is empowered to review their paychecks in INFORMS.

• Employees can search, sort and filter to access their pay 
stubs

• Pay stubs specify pay rate by pay period
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Lesson 5: Review Paychecks and W-4, Continued



Navigation – Review Paychecks
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NAVIGATION: Employee Self-Service > Payroll > Paychecks



Review W-4

The Employee is empowered to review their W-4 in INFORMS.

• Review current withholdings
• Print a copy
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Lesson 5: Review Paychecks and W-4, Continued



Navigation – Review W-4
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NAVIGATION: Employee Self-Service > Payroll > W-4 Tax Withholding



Lesson 5: Activities and Exercises
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Lesson 5: Lesson Summary

Employees are empowered to perform the following in INFORMS

• Review Paychecks

• Review W-4
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At the conclusion of this lesson, participants will be able to:

• Complete an optional Employee Self-Evaluation in INFORMS

73

Lesson 6: Employee Self-Evaluation



Lesson 6: Key Terms
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Term Definition

Self Evaluation
An optional self-assessment performed by Employees prior to their 
Performance Evaluation.



75

Lesson 6: Employee Self-Evaluation, Continued



Employee Self-Evaluation (optional)

The Employee may perform an optional Self Evaluation in INFORMS

• List Accomplishments for the evaluation period
• INFORMS routes completed self-evaluation documents to the 

Supervisor
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Lesson 6: Employee Self-Evaluation, Continued



Navigation – Employee Self-Evaluation
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NAVIGATION: Employee Self-Service > Performance > My Current Documents



Lesson 6: Activities and Exercises
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Lesson 6: Lesson Summary

Employees are empowered to perform the following in INFORMS:

• Complete an Employee Self-Evaluation in INFORMS
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At the conclusion of this lesson, participants will be able to:

• Acknowledge a Performance Review in INFORMS
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Lesson 7: Participant Performance Review, 
Continued



Lesson 7: New Terms
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Term Definition

Acknowledge
The act of completing an evaluation after an Employee reviews their 
Performance Evaluation document in INFORMS.
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Lesson 7: Participant Performance Review, 
Continued



Lesson 7: Participant Performance Review, 
Continued

The Employee's Supervisor schedules and conducts a Performance 
Review with the Employee for their current review period.

The Employee:

• Reviews their performance evaluation document
• Enters comments (optional)
• Acknowledges their Review

The Employee may print their evaluation if desired.
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Navigation – Participant Performance Review
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NAVIGATION: Employee Self-Service > Performance > My Current Documents



Lesson 7: Activities and Exercises
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Lesson 7: Lesson Summary

Employees perform the following Performance Review activities in 
INFORMS:

• Review and add Comments to their Performance Evaluation

• Acknowledge their Performance Evaluation
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Module 3: Course Summary
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Module Topics

Course Content Summary

Additional Training and Job Aids

Course Summary



Course Content Summary

Congratulations on completing the eProfile, ePay and ePerformance. 
You now understand:

• Employee Self-Service Personal Profile Updates​

• Profile Management

• How to Submit Resignation or Retirement Request​

• Employee Self-Service Payroll Data Updates​

• How to Review Paychecks and W4​

• How to Complete Employee self-evaluation ​(optional)

• Participant Performance Review​

For more information on eProfile, ePay and ePerformance, please visit www.miamidade.gov/informs 88

http://www.miamidade.gov/informs


Additional Training and Job Aids

If you have further questions about any of the topics presented in this course, use the 
following resources:

User Productivity Kits
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• Review and Edit Addresses
• Review and Edit Emergency Contacts
• Review and Edit Additional Information
• Update Veteran Status
• Review and Edit Disability
• Review and Edit Email Addresses
• Review and Edit Phone Numbers
• Review and Edit Ethnic Group
• Review and Edit Certifications & Licenses

• Review and Edit Educational Details
• Submit Retirement
• Submit Resignation
• Update W-4 Information 
• View Paycheck
• View W-4 Information 
• Complete optional Self Evaluation
• Review and Acknowledge Performance 

Review

For additional Information: www.miamidade.gov/informs

http://www.miamidade.gov/informs


Congratulations on successfully completing the eProfile, ePay and 
ePerformance course!

ESS 201 - Employee Self Service - eProfile, ePay and ePerformance
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