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Overview 
The Early ID Assignment page is used to assign Employee ID'S after employees have accepted a job but before their hire 
paperwork has been submitted to EMACS for processing.  This document explains how to add new Employee ID'S and 
search for employees who have already been assigned ID numbers. 

Add a new Employee ID 
You will need the Employee's name, Social Security Number and position number for which the employee was hired 
before proceeding.  To assign an ID, follow these steps: 

1. In EMACS, navigate to the Early ID Assignment page as follows:
Main Menu > Workforce Administration > Job Information > Early ID Assignment > Add a New
Value

2. Enter the Employee's Social Security Number (SSN) and click on the Add button.

Employee ID already assigned 
If the employee already has an ID number, the following message will be displayed.  Click on the OK button.  You will be 
prompted to enter a different SSN.

Enter a different SSN.
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Employee ID not already assigned 
3. To confirm the SSN, you will be required to enter the SSN number again.  To proceed with the ID

assignment, the SSN entered on this page must match the SSN entered in step 2, above.  After
entering the SSN, press the TAB () key.

4. Enter the employee name using the format: Last name,First name .  Do not leave a space after
the comma.  If the name is entered incorrectly, for example, without a comma between last and
first name, the system will display the following error message explaining acceptable name
formats.
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After entering the employee name in standard name format, (no space between last and first 
name) press the TAB () key.

5. Enter the position number for which the employee was hired and press the TAB () key.

6. The position description and department number and name should now display on the page as
shown below.
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7. All information necessary for ID assignment has now been entered.  To save the page and have the
system assign an employee ID number, click on the save button.  The assigned ID will display.  Be
sure to record the assigned employee ID number on the hire paperwork.

Find an existing Employee ID 
1. To look up an employee's ID after it has been assigned, navigate to the Early ID Assignment page:

Main Menu > Workforce Administration > Job Information > Early ID Assignment > Find an
Existing Value

2. Enter information into one of the required fields: Name (Lastname,First), Position number or Social
Security Number and click on Search.

3. Select the employee from the names that appear by clicking on his Employee ID, Name, or
Position Number.  This will open the Early ID Assignment page.
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This page opens.  To retain employee confidentiality, the Social Security number does not appear.


