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MetroMe ESS View and Maintain Personal Details  

 

 

Outline 
All employees can display their personal data in MetroMe. In many instances the data can also be maintained directly in the 
system by the employee. 

 

Roles 
All employees. 

 
TIP: Where required, the following steps can also be completed by People Services on behalf of an employee. They must 
search for the employee record first, once located they are then able to make changes as required. There are some items 

of personal data which an employee cannot update themselves, in this case People Services must do this on their behalf, e.g. 
married name. 

 
 

 

TIP: The homepage defaults with options (tiles) relevant to the user, which may vary depending a user’s access. 
As a result some people will have more tiles available to them than others.  

 

1 From the MetroMe homepage select My Profile. The Employee Profile screen displays. 
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2 This screen is used to review and change data as required. There are many sections of data available for display. An 
employee is able to maintain some data themselves, such as;  

 Basic and Personal Information 

 Address and Contact Information 

 Emergency Contacts 

 Bank Details etc. 

 

TIP: Each section of data contains various processing options, these may include: 

Help – use to obtain field Help 

 Edit – use to edit data (indicates data that an employee can change) 

  View history of data changes 

  Add – use to add new data (indicates data that an employee can add) 

 - show more data 

 - show less data. 

The processing options available for each section (set of data) will vary depending on whether or not the particular 

Toggle between 
tiles or to go to 
the homepage 

Click the tabs to move between 
the different sections of data or 
click the arrow to list all tabs and 
jump to a specific one 

Toggle between 
Show more and 
Show less data 

Click to display a list of available actions, 
i.e. Edit Profile, Display Org Chart 

 Edit profile picture 

 Edit background 
image 
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type of data is able to be displayed only or displayed, edited and added to. For any changes to data which you are 
not able to edit yourself, you must contact People Services. 

TIP: Use the section titles displayed across the screen directly beneath the Header information to move 
between data or simply scroll up and down the screen. The data is displayed continuously down the page. 

The example displayed is an employee who is yet to complete full set up of their personal data. 

TIP: Review the data contained in each section and makes changes as required using the Edit or Add 
buttons. Data highlighted in blue is either an active link or can be clicked to display further information. 

 

    

 

    

 

    

 

Data in these sections can be changed with 
the exception of Work Eligibility 
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Data in these sections cannot be changed 

Click to display 
additional Job 
Information 
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Data in these sections cannot be changed  

Click to display additional 
Compensation Information 

Employees can maintain 
their own bank account 
details (but cannot add 
or edit deductions)     
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3 End of process. 

Displays details of any 
extended leave 

Click to display Payslips and 
Payment Summaries 


