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Manager Self Service – Employee Snapshot 

 
Using the Manager Self Service – Employee Snapshot page, managers can view information on 

all direct reports by drilling down on a selected employee.   

Navigation:  Home > Manager Self Service > Employee Snapshot tile 

 

➢ Click on the Home link (located at the top of the page) 

 

➢ Select Manager Self Service  

 

➢ Select the Employee Snapshot tile  
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➢ Select the appropriate employee to view  

 

 

➢ From the Summary section (located in the middle of the page), select the appropriate 

tile: 

o Performance 

o Compensation 

o Job Details 

o Licenses and Certifications  

Summary – Performance Tile 

 

After clicking on the Performance tile, the Performance History page appears. This is a snapshot 

of the employee’s historical performance reviews.   
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Summary – Compensation Tile 

 

After clicking on the Compensation tile, the Compensation page appears. This snapshot displays 

the employee’s current base salary and when the employee’s base salary was last changed.   

Note: If an upward pointing arrow is displayed on the Compensation tile, this indicates the 

employee received a salary increase. If a downward pointing arrow is displayed, this indicates 

the employee received a decrease in pay. If no change exists, the tile reads Last Change None. 
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Summary – Job Details 

 

After clicking on the Job Details tile, the Job Details page appears. This snapshot displays a 

summary of the employee’s job history.   
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Summary – Licenses and Certifications 

 

After clicking on the Licenses and Certifications tile, the Licenses and Certifications page 

appears. This example is a view of the licenses and certifications held by an employee.  

Note: This information will vary per each agency.   

 

Summary Links 

 

From the Summary links section (located along the left side of the page), the manager can drill 

down to view the following page components: 

➢ Promotion Readiness 

➢ Compensation Review 

➢ Performance Review 

 Note: This information will vary per each agency.   
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Summary – Promotion Readiness 

 

After clicking on the Promotion Readiness link, managers can view an analysis of promotion 

readiness for an employee using a combination of the following tiles: 

➢ Current Salary 

➢ Job Competencies 

➢ Salary History 

➢ Performance History 

➢ Personal Competencies 

➢ Learning  

➢ Job History 

 

Note: This information will vary per each agency.   

 

 

Summary – Compensation Review 

 

After clicking on the Compensation Review link, this page provides an overview of the 

employee’s compensation information using a combination of the following tiles: 

➢ Current Salary 

➢ Bonus Earnings 

➢ Salary History 

➢ Performance History 
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➢ Total Rewards 

➢ Employee Impact 

 

Note: This information will vary per each agency.   
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Summary – Performance Review 

 

After clicking on the Performance Review link, this page provides and overview of the 

employee’s overall performance using a combination of the following tiles: 

➢ Performance History  

➢ Responsibilities 

➢ Special Projects 

➢ E&G Special Projects 

➢ Personal Competencies 

➢ Licenses and Certifications 

➢ Job Competencies 

Note: This information will vary per each agency.   
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