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Employee Self Serve

A project to offer employees and
managers expanded and convenient
access to view and maintain HR
information

HERUG — April 2004

...to the point!

>
& The University of Toronto

e 29 Colleges/Faculties &
Divisions

e 10,000 full time staff including
3,000 academics

e >65,000 Students

e Annual budget of >%$1.4 Billion

e 25 collective agreements
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@ A Few HR/Payroll Facts

e 25,000 active employee records

e Pay Statements 250,000 annually
— 180,000 monthly + 70,000 biweekly

e Tax Forms 32,000

e Home address changes 13,200

» Banking information changes 7,200
» Life event changes 8,500

%
& Service Delivery

o e £

e As much as possible all new service will
be delivered through the web
— MyResearch Online
— MyDevelopment Online
— eProcurement

e Policy to deliver services through the
web

= Services will not be optional

e Provost’s “White Paper”
— Business Improvement
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@ Why ESS?

help manage data

Security

Reduce work load for business
officers and administrators

Improved business process
Hard dollar savings
Data integrity issues — ESS could

P

& Project Phases

foarmst

Phase 1

Implement basic processes
such as:
- change address, bank &
emergency contacts
- view pay statements
- view benefit information
- view basic employee data

For Appointed staff:
- faculty, librarians
- PM, confidentials
- USWA

Phase 2

Implement more complex events
such as:
- marital status change
- benefit enrolment
- adoption or maternity leaves
- time sheet collection
- vacation planning

Expand to additional employee
groups such as:

- library workers

- trades, service workers

etc.

Phase 3

Implement Manager
Self Serve:

- recruitment & hiring

- time sheet approval

- vacation approval

- organizational planning

For managers and
HR staff

Expand ESS to casuals?




& TimeLine (phase 1)

Sept Oct Nov Dec Jan Eeb Mar
System Development
Communicate with stakeholders
Usability
testing
—
Roll-out to employees
Gr——l
Post
Implementation
Review
>-—
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@ Project Benefits (phase 1)

e Service Delivery

— Employees will be able to review and update HR
information at their convenience from any location.

e Cost Savings
— On-line pay statements present opportunities for
savings in paper, postage, printing and distribution.
e Efficiency

— Bank and address changes can be handled directly
by the employee rather than the business officer.

e Accuracy and Security

— Employees can review and update certain HR
information resulting in a more accurate and
complete HR database.
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& Approach

e Ontario Power Generation a
neighbour

e OPG implemented full ESS and
MSS to over 30,000 employees

e Used OPG design as head start

e Used same consultants for initial
design and GAP analysis

e All other work done by UofT Staff

s
& Key Success Factors

= Strong executive support

— Vice President, Human Resources
— Vice President, Business Affairs
— Provost

e Dedicated and Committed Team

— Human Resources
— Administrative Management Systems

» Provided strong evidence of
capabilities and benefits (OPG)

e Communications
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& Communication & Roll-out

o e £

e Prepare key stakeholders for ESS:
— Business officers
— HR Generalists
— HR Client Service Representatives
— UTFA/USWA

e Prepare Employees:

— Bulletin article

— HR web site and AMS web site announcements
— Letters introducing ESS

— Reminder email messages

e Managed Implementation
— Roll-out by group

>
& Security

o e £
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>
& Security

Use of Social Insurance Number
(SIN) as additional security check

Sent confirmation emails for
changed information

e Removed SIN from reports

e Timeout of workstations after 5
Minutes
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Campus Business Connect..tothe point

Campus Business Connect offers various web serices to staff and faculty.
Eind more information on thece services and apply for access.
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Monday April 19, 2004

Available Services:

User ID Activation

In order to Logon to AMS or other Campus Business Connect applications for which you are
authorized, you first need to Activate your User ID. This is typically required for new users. Once your
User D is activated, you do not need to activate it again.

My Online for Principal |
Wiew the status of your research applications or Funded Research Digests (FReDs). See your FIS
research Funds on-line, the balance in your account & details on expenditures

Eacilities & Services Work Order System
Submit a work order request or view the status of a current work arder.

Telephone Directory Services
Update departmental telephone listings for publication in the U of T phone book and HRIS

ine
Wiew current Campaign statistics for your Division and the University. See gifts processed for your
division or view graduate statistics

Employee Self-Service (ESS] ESS: Latest Changes and New Services

Wiew or maintain selected personal information located on the central HR systern via the intemet.
Initial services include the ability to display and maintain bank information, home address and view
your employee profile and pay staterment
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Welcome to ESS

Welcome to the University of Toronto
ESS Logon Site

This is the gateway to your personal HR & Pay Information. Please enter the
User ID and the Password that are assighed to you to logon.

Please note, your User ID and password are confidential and for your personal use only, DO NOT
provide thig information to any other individual. Confidential information such as your pay statements,
banking information and benefit information is available uging this service,

UserlD:  |CLARKSUW

Fassword: L forgot my Password!
Make an entry in all required fields

Logon I Logoft | MNew Passwaord

(Pleaze note: User ID Activation has heen moved to the main Campus Business Connect page.)

If vou need help with vour User ID or vour password. =
Done [ |8 | mermet
dhistart||| 1) @ 51 &) GENM a5
le®E%
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E55 Home Page osoft Internet Explorer provided by University of Toranta
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Mrs ESS Test - 1040027

ESS Home

Use the Drop-Down Menus above to
access ESS Senices

YWhenyou are finished, please Lag-off
using the Log-off link onthe blue bar
above

Forhelp using ESS services, please call
(116) 9783772
or email ES5.HR@utoronto.ca

Your current emall aadress in ESS s
wajiha.basit@@utoronto.ca

ESS Home | Address | Email | Emergency Contact | Profile Report | Bank | Pay Statements | Benefits Report _‘
Done [ |8 | mermet
dhistart||| 1) @ 51 &) GENM a3
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Mrs ESS Test - 1040027

Email EmergencyContact

ESS Home

Profile Repart

Use the Drop-Down Menus above to
access ESS Senices

YWhenyou are finished, please Lag-off
using the Log-off link onthe blue bar
above

Forhelp using ESS services, please call
(116) 9783772

or email ES5.HR@utoronto.ca

Your current emall aadress in ESS s
wajiha.basit@@utoronto.ca

ESS Home | Address | Email | Emergency Contact | Profile Report | Bank | Pay Statements | Benefits Report

I
o] [ 1 2 [ mtermet
I;“a“”l e s s GBENM s
| || Beberts, catt .| F3mbac - etsca... | Funiversty of ... | Fcansuting & of..| [ ]e56 Home Pa.._ [Slierosoft Pave. >O0%

Current Home Address - Microsoft Internet Explorer pro of Toronto S
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Employee Self Service Office of the Vice President Human Resources and Equity

Home Address

Displayed below is your horme address information.
Ifyouwishto make any changes, please selectthe record and click on the Update button
‘our date farmat is MM/DDIAY

Address: Overview
Select | Effective Date Address AptUnit No. City Province Postal Country Telephone
(cl 0370172004 35 Charles Streat Wy Unit 45 Taranta ON MST 11 Canada
C 03/04/2005 157 kennedy rd Unit 45 Taronto (sl MET 131 Canada
Update Display Delete Address

Please note: You can only use this feature to maintain Canadian addresses. Non-Canadian addresses must be maintained directly in the HR.
System by your Business Officer.

ESS Home | Address | Email | Emergency Contact | Profile Report | Bank | Pay Statements | Benefits Report

£ Done [ |8 | mermet
start || 1) @ 2 &) GENM a3
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Home Address

Update

Country Canada
Effective Date 03/04/2005  gaM/DDAYYY)

= StreetiHse No. W
AptiUnit Mo [onivas
= ity frorome
*** Province lm
*+* Postal Code W
Telephone No l—

*** Mantatory Fields
Back | Save
)
Done [ |8 | mermet
dhistart||| 1) @ 51 &) GENM 414
|J EReberts, Cothy ... | F¥inbox -tetsca. .| B niversiy of T... | FSconsuting &:inf...|[&]change adar... [&]Microsoft Powe. OO
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Bank Information

Displayed below is your banking information on record for direct depasit of your pay.
Ifyouwishto make any changes, please selectthe record and click on the Update button
‘our date farmat is MM/DDIAY

Banking Data: Overview
Select | EffectiveDate | Bank Name [ Bank Branchiddress | Bank Account No.
« |DQ/D‘UZDD4 ‘CANAD\ANlMPERlAL BANK OF CO |DUFFER|N AND GLEMCAIRM |D113-31 56788

Update | Display | pank Deposit Overview

Please note: You will require a blank cheque or personalized deposit slip in order to proceed with updating your banking information. You
should also have your Social Insurance Number available for verification purposes.

ESS Home | Address | Email | Emergency Contact | Profile Report | Bank | Pay Statements | Benefits Report

[

Done [ |8 | mermet
Fstart|| 1) @ 5 &) GENM 414
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5] microsoft Pawe.
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Mrs ESS Test - 1040027

5.cns.utorontod

You are about to change your banking
information.

[Banking Data: Overview For secunity purposes, please enter the last

[Select [ Effective Date | 4 digits of your SIN to contme: ranchiddress | Bank Account No.
o 0201/2004 CAMADIE GLENCAIRN |D113-31 56788

Cancel
Update | Display | gank Deposit Overview

Please note: You will require a blank cheqgue or personalized deposit slip in order to proceed with updating your banking information. You
should also have your Social Insurance Number available for verification purposes.

ESS Home | Address | Email | Emeruency Contact | Profile Report | Bank | Pay | Benefits Report
)
g Ll Inkernat
Shistart|| 1) & 51 &) GENM  4usem
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Bank Information

Display

Effective Date 02/01/2004  (MDDAYYY) Defaults to first day of next pay period

Payee Mrs ESS Test
Country Canada
Transit No. 00312 DUFFERIN AND GLENGAIRN

Institution No 010 CANADIAN IMPERIAL BANK OF COMMERGCE

Bank Account Mo, |0113-3156788 Include all"0" and "-" when updating your Accaunt Mo

Payment Method | Electranic Fund Transter (EFT) ]

Cheque Example:
Back
Bank Deposit Overview ® 0426w 005 A9/E 7812 L0 b
i e
Cheque ransit Bocownt
Other Cheque Examples Humber Humber Munber
126 00519 Tnstitusion gip4
Humber 676
By updating this information, you will be authorizing the University of Toronto deposit payment in the the bank or designated financial institution L‘
Thic alnn aitharite tha danienatad hank o ralonen o hank aoemt nmbos b o Lo of Taronin Dewal Bonormon

|@ e T [ e
Imstartm o & 5 &) BENME nz%em

|| E5tnbox -etscape Foider | Eberts, cathy - apr. 200, .. |[#]Bank nfo etail - vicr... (»OEB=




ES5 Employee Profile Report Selection Screen =3
File Edt Wiew Favori Help ‘
Grak - o - (D (2] 4| DQseach Gfravortes Gvede (B EY- Sp W] -

Address |§] https:}fqits.cns.utoronto.ca: 441 jscripts/wgatefzhf _profile_sj1?_function=2_H_wwWW_PROFILE_SELECT j 6>Gu ‘Lw’\ks 22

-
{9 Employee Self Service Office of the Vice President Human Resources and Equity

Mrs ESS Test - 01040027

Display Profile

For an explanation of your employee information or how to correct your infc

You are about to wiew confidential

information.

For secunty purposes, please enter the last
4 digits of your SIN to continue:

ESS Home | Address | Emergency Contact | Profile Report | Bank |Pay S

Cancel

)
[ B [ meernet
ﬁ“a"'“ o & & € G-ENM  a6pm
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3 Report output - Micrasoft Internet Explorer provided by University of Toronto

File Edit wiew Favortes Tools  Help

Employee Profile Report

Employee Profile Report on 19 Apr 2004:

Hame : Mrs ESS Test
Personnel Humber: 01040027

Home Address:
HMrs ESS Test

35 Charles Street W Gender Female

Unit 45 Date of hirth 15 Dec 1981

Toronto M5T 1X1 Age 22 Years

Emergency Contact Information: Pauline Test 905 7412589

Employment Information:

Divn/Dept Administrative Management Systems
Position Information Technology Analyst 4
JToh Appl Prog/Analyst 4

Total Employment & 100.00%

Employment Date 01 Jan 2004

First Day Worked 01 Jan 2004

Hormal Retirement Date 30 Jun 2047
USWASeniorityCalDate 01 Jan 2004
USWA Salary Adj Date 01 Jan 2004
Additional Appointments:

Divn/Dept Appt Type Pasition

Pay Information:

Annual Pay $59,646.00 Monthly Pay $4,970.5000
Payscale Group/Level 12H-00

start]|| 1) @ 5 @) GENM w1
|J EReberts, cot... | Finbox nets.. | B unversiyo... | ESconsuling ... | £1e55 Emplay... | [E]mcrosoft po. .| [Ereport out... OO
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@ Employee Self Service

Mrs ESS Test - 01040027

Pay Statements

Please select one ofthe radio buttans and fill the corresponding field(s) before clicking the Display Statements button.
‘our date format is MM/DDMYYY

Selection of Pay Statements

 Current Pay Statement

© Last Pay Statement(s) |1_

© Statements in period from |I]VEI1;‘ZI]EI3 (MMID DY)
to [nz/29/2004

Display Statements Pavroll information and nay statement details Pavroll Payvroll Statement

Please note: Pay statements may be selected within the last two calender years (current + one calendar year back).
You should also have your Social Insurance Number available for verification purposes.

ESS Home | Address | Email | Emergency Contact | Profile Report | Bank | Pay Statements | Benefits Report

o] [ |5 (4 mkermer
dhistart||| 1) @ 51 &) GENM a7
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Pay Statements

Click the Display Pay Statement button to display the pay staterment in a new window.
Click the Return to Selection of Pay Statements button to get new list

|List of Pay Statements
Select | Period | paymentdate | Payment method | Met payment
& [naioisznoa-0ziasinns [p2a7sa004 |Etestranis Funa Transfer FT) | 5,476.04

=

=

=

=

Display Pay Staternent Return to Selection of Pay Statements

Payroll information and pay statement det:

=)
Ig] [ |8 | mermet
dhistart||| 1) @ 51 &) GENM 4z

|J BReberts, Cot... | Ftnbox -ets...| B niversiyo... | ESconsuling &...|[E]Remunera... | [E]micrasaft Po...| &Jreport outp...| OO
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& University of Toronte

Statement of Eamings and Deductions

Mrs ESS Test - 01040

Personal and Confidential

01040027 Mrs ESS Test Pay date:Feh/27/2004 Monthly Pay

[Bank: CANADIAN IMPERIAL BANK OF COMMERCE Pay period:Feb/01/2004 - Feh/29/2004
Chg/Bank Acct. Gross - Leg Dedns - Other Dedns + Retro Adj.= Het Amount
0113-3156788 4,970.50 - 1,231.84 - B09.26 + 3,548.64 = 6,478.04

IEARNINGS
T4 Income

Rate Current ¥TD
4,970.50

TOTAL EARHINGS 4,970.50

Hours

i}

ILEGISLATED DEDUCTIOHS
Income tax/regular

|51

a

| CPP Employee Contribution 231.60
’—f— [EI Employee Premiums 98.42
— TOTAL LEGISLATED DEDUCTIONS 1,421.86

-

[RETRO /MEMO INFORMATION

TOTAL RETRD PAYMT/DEDUCT 3,548.64
IEARNIHGS
T4 Income

Current ¥TD
4,970.50
[Regular tawable income 9,968.64

TOTAL EARHINGS 4,970.50 9,968.64

E |

[LEGISLATED DEDUCTIONS
Income tax/regular 900.45 1,992.29

IR

|J BQEberts, Cat.. | Slnbux'NEts.ul %Umvers\tyuu.l F5consulting &..‘! 4 |Remunerati... | [ Microsoft PUH.“@Rgpnrt out... EGIE

start|| 1] @ L1 €] TENM

4:19 PM

rosoft Internet Explorer provided by University of Toronta
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Security Information Link

Security Information Link

The University of Toronto ESS application has a number of security layers to
ensure the privacy of your HR information including data encryption, firewalls, and
timed log outs. Ta protect your passwiord and onling ESS session, we have
implemented state-of-the-art encryption technology comparable to that used in the
banking industry. For this reason your browser must be compatible with 128-hit
encryption in order to access ESS. Software programs have been implemented
by U of T to monitor network traffic and to identify unauthorized attempts to access
the server.

Wvith respect to changing your banking information, or viewing sensitive
information on ESS such as your employes profile report or benefit report some
extra levels of authentication have beenimplemented. You are required to verify
your identity using a portion of your Social Insurance Number (SIN). The SIN is not
stored on the web server and is not displayed to the user on the wieb browser
Only the last four digits are required which are then verified against existing
information on the central Human Resources Information System {HRIS). When
changing your banking information, a confirmation email is sent to your email
account as an additional security measure

Iéj [ [2 [ mernet
Hseat]|| 4] @ 5 &) ]
I |J EReberts, cot... | Ftnbox - ets...| B unversiy o... | ESconsuling .. | &remunerati.. | [Elmcrosoft po. .| &1Report autp...|[E7es5 secunt... @O
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& ]
@ Reaction

Initial Flurry of Excitement:

“l am going to sue the University”

“How could you put all my personal information on the
Web?”

“l want to opt out”
“You #@"N&% (&"N#H@0”

“What about OPERA and Mozilla?”

>
& Response

Aoayusk

e Numerous meetings with
committees

e One on One meetings with most
outspoken critics

e One on One Communications

e Additional Communications to
Clarify Issues

15
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& Rollout Issues

e Change Management

— Convincing staff of the security
— Encouraging staff to use the system

e Security/Password Management

— Implementing a reduced cycle of password changes
to accommodate casual users

e Email Addresses
— Not all staff have email accounts
— Many staff have non UofT accounts
— Many shared Email accounts

P
& Rollout Issues

e Help Desk Support

— ensuring adequate resources to answer ESS
questions/calls

* Browser Support
— Only provided support for IE

e System Stress

— ensuring we have system capacity to handle over
8,000 ESS users

16
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& What We Would do Differently

Aoyl

e Improve communications and
marketing

e Include more things in the first
phase

 More prepared for security and
browser issues

e Distribution of User IDs

e Make sure all procedures are in
sync.

2
& Summary

Aea ek

“Providing employees with online access to their personal
information is best practice among all top employers. It’s
really about improving the level of service we provide our

staff.”
Professor Angela Hildyard, VP Human Resources and Equity

“Employees are in a better position than anyone else to notice
mistakes in their personal information and fix them.”

“It also improves efficiency, reduces the amount of paper and
the number of steps involved in any transaction.”

Christina Sass-Kortsak, AVP Human Resources

17
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& Contact List

DL

e Cathy Eberts
—cathy.eberts@utoronto.ca

= Steve Dyce
— Steve.dyce@utoronto.ca

e Graham Kemp
—Graham.kemp@utoronto.ca
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