
ESS – Viewing My Work Schedule Calendar

1. Select Me to display your 
employee functions

2. Click Time and Absences
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3. Click the Calendar tile
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4. Click the Calendar icons to 
change the view from daily to 
weekly to monthly 
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5. Click the arrows to move forward 
or backwards

6. Click Today to return to the 
current week
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7. Click the Team icon to see your 
team’s calendar
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End of Procedure

8. View the Team Schedule

Note: Your team schedule view 
might appear differently than 
what you see here depending on 
the number of people on your 
team and their corresponding 
schedules


