Employee Self Service (ESS) HESA Guidance

Employee Self Service (ESS) allows you to securely access and update your personal details. This guidance gives you
information on how to update your HESA detalils.

You will need to log into ESS using your University of Bath (UoB) username and password.
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Dashboard

As soon as you login to ESS you will see a Dashboard of information including any relevant UoB news and a quick snapshot
of your remaining holiday entitlement along with tabs for you to view your sickness absence, other absence, time & expenses
and your latest payslips.
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Personal Details

‘My Profile’ allows you to view and update all your personal details and confidential information, you can do this by clicking on the
“view profile” button that is located under your name shown in the top left-hand corner.
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HESA details

In the “My Profile” screen you will be able to view your employment details. Then click on ‘View or amend HESA details’.
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Sensitive information

View and update your sensitive information details for gender identity and disability. You can select up to six disability options.
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Employment

On the same screen, you can view and amend your employment and qualification details.
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Qualifications and awards

After reviewing and amending your HESA details click Save.
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