EHS002 Basic Health and Safety Awareness Training – How to find training records in the Manager Self-Serve (MSS) - August 2018
1. Log into the Employee Self-Service: http://aws.utoronto.ca/services/employee-self-service-ess/ OR the Manager Self-Service” http://aws.utoronto.ca/services/manager-self-service-mss/ 
2. Click the “Manager Self-Service” on the right hand side and then click “Reports”
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3. Under “My Reports,” click “University Training Report.”
4. Entering the appropriate Reporting Period and then click “Run Report.” 
5. The training is called “Basic H&S Awareness”
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terminate in 03:55:12. Unsaved work will be lost.

Manager Self-Service

Welcome to Manager Self-Service (HSS). Please be sure o verify your teants reporting relationships using the ‘Supervisory.
Reltionship Report found under ‘Reports’. Ifyou come across any incorrect nformation, please let vour Divisionl HR Office know. For
technicalassistance, please complete the ESS Help Form,
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Review your team page and calendar

Reports

Run employee information reports, incuding as
WUITF | absence, vacaton and taining reports.
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