" P N How Do | Upload a Document to the
ay- et ESS Kiosk for ONE Specific Employee?

1. Navigate to the Links and Documents section of the ESS Kiosk as an Admin user.
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2. If the filter you wish to use does not already exist, select Add Filter, and a pop-up window will appear.
Name the filter as desired, and ensure ONLY the employee types you want are included (i.e. Terminated,
Leave of Absence, Active), then hit Next.
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3. If you want your filter to cover a certain Cost Center, you can choose it here. Please note: the options on
this screen will vary for you, depending on which types of Cost Centers you have set up.

Click the magnifying glass next to the desired Cost Center level, and a pop-up window will appear. Select from
the provided dropdown the type of filtering you need. Then select the appropriate checkbox(es), and click
NEXT. This will filter on the selected Cost Center within the selected CC Level.



' @ 4 Pay-Net

s Employee Filter Editor

|‘|. Choose Status ”2 CC Filters ||3 Employee Filters | -
Iz Employee Filter Editor
Filter: | One Of v
i |1 . Choose Status ” 2. CC Filtel 0100 00380
" Choose a cost center filter fge®¥ed. 2100 01601
FIELQ FILTER FILT| 2200 0300
i -1400 0700
Dept 01900 Ctest
i Q, BusUnit
Q, Class
| | | << Previous | Save Filter Values |
: ( Cancel
——— | Next >> I
== Previous —
T r 1T 1 T
4 3
Employees in this Filter Employl
4 3

4. The next screen allows you a number of different filtering options, including selecting a single employee.
The best way to ensure you are creating a filter so that ONLY ONE employee can view a document, is
to create a filter based on Employee ID Number.

In order to do this, click the magnifying glass next to the Employee ID Filter, then check the box next to
the appropriate employee ID, then click Save Filter Values.
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5. At this point ensure that your filter indicates the correct/desired number of included employees.
If, for some reason, your filter numbers do not update, try clicking the PREVIOUS button to go to the
previous screen, then back again—that should refresh the filter for you.
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6. Once your filter is displaying the correct number of included employees, simply close out of the pop-up
window. Your newly created filter is now available for use when adding new Documents and/or Links.
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