County Policy or Standard Practice for HRBP’s
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EMACS now offers the ability to acknowledge new or revised Policy’s or Standard Practices.
There is a new homepage available to assist with reviewing the policies or standard practices that have been completed and to see a count of the employees who have or have not completed the policy or standard practice.

Accessing the Homepage
To access the homepage, select the drop-down menu at the top of your EMACS screen.
You will now see a page named “Acknowledgement Review”
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Once you select the page, you will see the following view:
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As more policies or standard practices are utilized in EMACS, this page will reflect those changes with additional tiles to assist in the validation and review of data.


Review Acknowledgement – Admin Tile
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This tile allows you to review:
· an individual acknowledgement
· the employees’ signature on the acknowledgement
· the date and time that it was acknowledged
· or print a copy 

Using the Quick Search
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· Category – Required - You must select a category to search. The category for the Policy or Standard Practice Acknowledgements is “SBPOLICY”
· Acknowledgment ID – Not Required - This is optional and will be something you may want to use as more policies are implemented in EMACS. Right now there is only 1, PM001 – Social Media Standard Practice.
· EMPLID – Not Required - If you would like to view a specific employee, enter their employee ID here. 
· From and Through Dates – Not Required – This will allow you to narrow your search parameters down by the date the acknowledgement was completed.
· Select Search
[image: ]
Once you have searched for the record, select the line that you want to view. The Policy or Standard Practice will open up in the same window as a PDF. The document can be viewed, saved, or printed.
To Exit, select the “X” that is inside the EMACS window.
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Pivot Grid
The Pivot Grid is limited by department security. The user will only be able to see departments that they have security access to view.
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There are several viewing options within the pivot grid. The main view shows the number of people who have and have not completed the acknowledgement.
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The Excel sheet beneath this chart contains the queried data. The employees who have complete the acknowledgement will appear first. 
If you want to see the Excel sheet in its entirety, select the gear wheel icon in the upper right-hand corner, then select Export data. 
The other views allow you to see data in relation to department IDs and Union Codes 
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