Bacharach Institute for Rehabilitation
Employee Self Service Portal (ESS)
Quick Start Guide for ‘“Timesheet (Non Time Clock)” Time Keeping

To begin, at the “Welcome” Screen for ESS
The screen below will appear.

A Abra Workforce Connections - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

eBack < Q @ @ i_/h pSearch %:r:?‘Favorites @ 8' h{} = |_J @ ﬁ

Address v Go

Welcome to Bacharach's Employee Self-Service Portal!

If this is your first time logging into the system, cick on the Create a Mew Logon below. You will be prompted to enter personal information to
confirm your identity/status as an employee. Once verified by the system, you will then be asked to establish a user name and password. The

fields are case sensitive, so please be sure to use upper case for only the first letter of your first and last name,
Meed Help ?? Contact HR at 609.748.5470 or Email; HRE@Bacharach.org

Watch this site for great things to comel

User Mame || |

Password | |

Logon I Reset |

Create Mew Logon |) Reguest Logon Information
SAGE ABRA

@ 2005-2007 Sage Software, Inc. Al rights reserved, | Q Local intranet

Click on the “Create New Logon” (lower left side) to begin.

Page 1 of 5



Bacharach Institute for Rehabilitation
Employee Self Service Portal (ESS)
Quick Start Guide for ‘“Timesheet (Non Time Clock)” Time Keeping

The following screen will appear:

3 Abra Workforce Connections - Microsoft Internet Explorer

File Edit ‘Wew Favorites Tools  Help

@Back = '\_9 @ @ \{;j pSearch *Favorites @ @v ;.- .

Create New Logon

To set up your Logon, please provide the following information,

First Mame | |

Last Mame | |

Social Security Number | |

Date of Birth =

Save | Reset I Cancel I

@ 2005-2007 Sage Software, Inc. Al rights reserved. \

‘a Local inkranet

Complete requested information and click on “Save”
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This will take you back to the logon page below:

Enter your “assigned” user name, which for the majority of employees will be the first initial of first name and last
name. For example, “Jane Doe” would be JDOE or jdoe. The user name is not case sensitive. One exception is
when two employees have the same first initial of first name and last name, such as “John Doe”. In this case,
“Jane’s” user name would be “JADOE” and “John’s” would be “JODOE”. Passwords also are not case sensitive,
but must be a minimum of 6 characters, maximum of 10, 2 of which MUST be numeric

& Abra Workforce Connections - Microsoft Internet Explorer

File  Edit View Favorites  Tools  Help

@Back = J @ @ i/h pSearch %"‘j\?‘Favorites @ @v :\?_ E - |_J IE& ﬁ

Welcome to Bacharach's Employee Self-Service Portal!

If this is your first time logging into the system, click on the Create a Mew Logon below. You will be prompted to enter personal information to
confirm your identity/status as an employee. Once verified by the system, you will then be asked to establish a user name and password. The
fields are case sensitive, so please be sure to use upper case for only the first letter of your first and last name.

MNeed Help 7?7 Contact HR at 609.748.5470 or Email: HR@Bacharach.org

Watch this site for great things to comel

User Mame “ |
Password ‘ |
Logon I Reset |
Create Mew Logon | Reguest Logon Information
SAGE ABRA
@ 2005-2007 Sage Software, Inc. All rights reserved, ‘ﬂ Local intranet
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Once signed in, the following screen will appear:

23 Abra Workforce Connections - Microseft Internet Explorer

" File Edt ‘Wiew Faverites Took  Help

OO RE G P e @3- % @ - B

Yr - 2 v |sesrchweb = o7 [ @ antspy @ | Ak Upgade your Toobarflow = [JMal = 5 shopping = (@t vehoo! = [News - s
Address a

Career Center

You have no messages at this time. This page contans
Massage Center all messages that have
= been direcked to you (the
Employee & number of messages is
shown in parentheses).
Parsonal b Depending an your ussr
Payroll ¥ role, these can be

approval notfications,

Employment » rerminders or requesks for

Campany » approval.
Your HR Team )
- For example, if you are
Time and Attendance > an emplovee, you may
\_Eunr_h_mm receive approval

notifications after vou
chamnge parsamal
information; if wow are a
manager, you may
recaive time off approval
requests from your
amployees,

To remove a message,
select the Read
checkbox and click Send
after you have read it
Howevar, you will not be
able to mark a request as
Read until it has bean
approved or rejected (the
checkbox will be grayed
out).

£ © 20052007 Sage Softweare, Inc, Allrights reserved.

Next, click on “Time and Attendance”, on the left side of the screen, to access your Time Keeping menus.
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For a Directors or Supervisors, the following screen will appear. Employees will have a similar screen, but will

have access to fewer modules. For example, an employee will not have the “approval” button.

A Abra Workfarce Connections - Microsoft Internet Explorar

| Filke Edt View Fevarites Tocs Hsh
' 1 A =™ A e = = :
@Bal:k T i) @ E | ) seanch 5 Favorkes £ (,,3- =" .:-l ﬂ ‘:-_i

X! - ¢
i Address E

j;CI'IEI:k for Mew Messages

Time and Attendance

vlSearr.hWeb' o B HFantispy (P JkUpgsde vour Todber Now = (CIMsl = [ Shepping = (QiMy tsheal = [fnews - Gdc

ghout AWC | Log off Welcome,

Main | Back | Forward | Print | Help | Exit

Schedules~ Employes~ Reports=

Carear Center | LiMEshest =

Monitor =

Message Center | welcome to TimeStar Enterprise

Employesi(z Logged in as: Marie E. Wintarstein (02324}
Personal » : ;
Payroll » Active Company: Bacharach [nstitute had
Employment ¥ | Pay Period: Bi-Weekly
Enmpang,.' ¥

Period Dates: 12/0772008 - 12/20/2008

Your HR Team
Teme arnd sttendanca
Punch InfCut

*You currently have 0 alerts and 0 requests walting,

password management]

+ g Ve
Funches Other Hours Total Hours Accruals Attendance
Q AN 2] &
g & &
Feports Status Monitor Team Scheduls Tim=shest

] @ 20082007 Sage Software, nc, All rights reserved.

% |

This page contains

all messages that have
ben directed to vou (the
number of messages is
shawn in parenthasas),
Depending on your user
rale, these can be
approval notifications,
ramindars or requasts for
appraval,

For exarnple, if yvou are
an emplayes, you may
raceive approval
notfications sfter you
change persanal
information; it you are a
rmanagar, you may
raceive bime off approval
requasts from your
emplovess.

To rermoye & messagqs,
sel=ct the Read
checkbox and click Send
after you have read it,
However, you will not be
able to rark a request as
Read until it has been
appraved or rejected (the
checkboz will be graved
outd,

Click on the “Timesheet” button to begin entering time worked.
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