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Self Service
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The following guidelines will support a successful learning experience 

Before we begin…

Check-In for Attendance Refrain from side-conversations

Silence cell phones Check E-mail during breaks ONLY

Complete post-training survey
prior to leaving this session

Enjoy! 
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CHECK IN / ATTENDANCE

Introducing Course Owner

My name is …  

❑Instructor Name

❑Place of Birth

❑Current Hometown

❑What is one food you 

could never, ever eat? ​

❑Which is harder to give 

up? Coffee or Wings?

❑What is the best piece of 

advice you’ve received?
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Throughout training, you will come across the following icons:

Training Icons

Instructor Demos: View a live 
demonstration of the system functionality

Important: Emphasizes information that can 
impact how you handle a specific area

Remember: Reminds you about 
previous important information

Quick Tip: Provides extra 
instructions intended to give immediate, 
practical advice

Take Note: Recommends that you take note of 
information needed for future activities

System Exercises: Indicates that you will be 
participating in a group or paired activity

For Reference: Indicates a Reference Material 
is related to the topic that you are learning 

Knowledge Checks: Test your knowledge of key 
concepts 



5

Welcome to the Employee Self Service Lifecycle training course. This course is designed to provide DeKalb 
County Employees an overview of how to navigate through the Redwood UI within CV360

Course Overview

• 2.5 Hours 

We recommend the following prerequisites before taking this course:

• CV360 Navigation Training

Who should take this course?

Prerequisites:

Duration:

• Employee Self service
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Upon the completion of the Employee Self Service, you will be able to:

Course Objective(s):

Objectives

• Personal Details
• Contact Info
• Identification Info
• Document Records
• Employment Info
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Course Agenda

# Employee Self Service Duration

1 Personal Details 10 minutes

2 Contact Info 15 minutes

3 Identification Info 20 minutes

4 Document Records 10 minutes

5 Employment Info 20 minutes

Below is a list of the sections within this course as well as an estimated duration of each
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Lesson 1: Personal Details

Redwood Employee Self Service
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Upon the completion of the Personal Details Lesson, you will be able to use:

Lesson Objective(s):

Objectives

Personal Details:
• Name
• Demographic Info
• National Identifiers
• Biographical Info 
• Disability Info 
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Personal Details

Select the Me tab

1

2

Select the Quick Actions 
section and select the 
Show More link from the 
drop-down list
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Personal Details

3

Locate the Personal Info section and select Personal Details.
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Personal Details - Name

4

Validate Name, if needed use 
Pencil icon to edit the existing 
Name and provide required 
details and click Save
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Personal Details – Demographic info

5

Validate Demographic Info, if 
needed use Pencil icon to edit 
the existing Demographic Info
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Personal Details – Demographic info

Select appropriate Marital 
Status from the drop-down

6
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Personal Details – Demographic info

After selecting Martial Status 
When does martial status 
change start? Auto-populates. 
Enter Date and select Veteran 
Self-Identification Status and 
check the Tick box accordingly. 

7
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Personal Details – National Identifiers

8
Validate National identifiers, use eye icon to unhide the National ID 
and check details
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Personal Details – Biographical Info & Disability Info

Validate Biographical Info

Validate Disability Info, use pencil icon to edit existing details. 
Use (+)plus icon to add new Disability info

9

10
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Personal Details – Disability Info

Select Country, then 
Voluntary Self-Identification 
of Disability page appears. 
Check the appropriate Tick-
box and Click Save

11
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Lesson 2: Contact Info

Redwood Employee Self Service
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Upon the completion of the Contact Info Lesson, you will be able to:

Lesson Objective(s):

Objectives

Contact Info:
• Phone Details
• Email details
• Other Communication accounts
• Address
• Order of preference
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Contact Info

Select the Me tab

1

2

Select the Quick Actions 
section and select the 
Show More link from the 
drop-down list
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Contact Info

3 Locate the Personal Info section and select Contact Info.
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Contact Info – Phone Details

Validate Phone details, use pencil icon to Edit existing details, 
click (+)plus icon to add new phone details 

4
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Contact Info – Phone Details

Select appropriate Country5

6

Select appropriate 
Phone Type  
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Contact Info – Phone Details

Provide your Area Code 
and Number. Click on 
Primary to make it as first 
preference and click Save

7



26

Contact Info – Email Details

Validate Email details, use pencil icon to Edit existing details, 
click (+)plus icon to add new email details 

8
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Contact Info – Email Details

9
Select Email Type, enter the Email ID. click on Primary to make it as 
first preference and click Save
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Contact Info – Other Communication accounts

Validate Other communication accounts if present, click (+)plus 
icon to add new details 
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Contact Info – Other Communication accounts

11

Select Provider, enter 
the Account Name and 
click Save
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Contact Info – Address

Validate Address, use 
pencil icon to Edit existing 
details, click (+)plus icon to 
add new Address details 

Enter Address Type, Country, 
Address change date, Address 
Line 1, Address Line 2, Zip code, 
etc. and click Save

3
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Contact Info – Order of preference

Validate Other communication accounts if present, click (+)plus 
icon to add new details 

3
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Contact Info – Order of preference

3

Employee can set Order of 
preference for the Contact 
Info from this section and 
select Save
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Lesson 3: Identification Info

Redwood Employee Self Service
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Upon the completion of the Identification Info Lesson, you will be able to:

Lesson Objective(s):

Objectives

Identification Info:
• Citizenship
• Driver’s Licenses
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Identification info

Select the Me tab

1

2

Select the Quick Actions 
section and select the 
Show More link from the 
drop-down list
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Identification info

3

Locate the Personal Info section and select Identification Info.
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Identification info – Citizenship 

Validate Other communication accounts if present, click (+)plus 
icon to add new Citizenship details 

4
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Identification info – Citizenship 

5 Select appropriate Citizenship

6

Set Citizenship 
Status to Active



39

Identification info – Citizenship 

Select From Date & To Date if 
there is any Citizenship Proof 
upload in Drag and Drop 
section and select Save

7
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Identification info – Driver’s Licenses

Validate Driver’s licenses if 
present, click (+)plus icon to 
add new Driver License 
details 

8
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Identification info – Driver’s Licenses

9

Select Issuing Country, license 
Type from the drop-down list
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Identification info – Driver’s Licenses

Enter License Number, 
Issuing Authority. If there is 
any Driver’s license upload 
in Drag and Drop section 
and select Save

10



43

Lesson 4: Document Records

Redwood Employee Self Service
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Upon the completion of the Document Records Lesson, you will be able to:

Lesson Objective(s):

Objectives

• Document Records
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Document Records

Select the Me tab

1

2

Select the Quick Actions 
section and select the 
Show More link from the 
drop-down list
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Document Records

3

Locate the Document Records section and select Document Records 
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Document Records

4 Click on the +Add button 
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Document Records

If you have any Document 
Records to be updated this 
is where you can add your 
document record

5
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Document Records

Fill in the Required 
information and then 
click Submit.

6



50

Lesson 5: Employment Info

Redwood Employee Self Service
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Upon the completion of the Employment Info Lesson, you will be able to:

Lesson Objective(s):

Objectives

• Employment Information
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Employment Info

Select the Me tab

1

2

Select the Quick Actions 
section and select the 
Show More link from the 
drop-down list



53

Employment Info

3

Locate the Employment 
section and select 
Employment Info
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Employment Info

Employe can validate their 
Assignment Info and can 
see their Managers in this 
section

4
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You have reached the end of the Employee Self Service. You should now be able to:

Redwood Employee Self Service Summary 

✓ Personal Details

✓ Contact Info

✓ Identification Info

✓ Document Records

✓ Employment Info
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Redwood Employee Self Service Summary

For additional information on the topics covered in this course:

• DeKalb POC:

• Katherine Furlong |kdfurlong@dekalbcountyga.gov

mailto:kdfurlong@dekalbcountyga.gov
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