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ESMT History 

 

Background   
The ESMT History quick link may be used to view your current employees complete ESMT history, 
including updates made by previous agencies. 

The Power BI report refreshes every morning and uses your HRM security to pull ESMT History based on 
search filters. The employee list displays based on the Employee ID in numerical order. 

The ESMT History quick link is only available on the Department Inquiry role. 

This Job Aid covers how to use the ESMT History quick link.  

Steps 
1. Select the Department 

Inquiry role. 

 

2. Click the ESMT History  quick 
link. 
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3. The ESMT History page displays. 

 
• Use the Back button to return to the Department Inquiry home page. 
• The Last Resfresh Date displays in the upper right-hand corner. 
• Use the left-hand navigation to filter your search criteria. 

o Employee ID – May use the asterisk (*) in place of zeros (0). 
o Transaction ID 
o Department, Unit – Click the carat ( ) to select a unit. 
o Action Code 
o Action reason Code 
o Employee Name – If name has changed, be sure to select all version to view complete list. 

• Click the Search button after updating filters to execute the search. 
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Search by Employee ID 

  Use the Employee ID search 
filter to view the complete list of 
ESMTs for an employee including 
current, XXX, and previous 
agency(s). 

1. Click the Employee ID drop-
down. 

2. Enter the Employee ID in the 
Search field. 

Note: The list auto updates as 
you type.  

May use the asterisk (*) in 
place of zeros (0). 

3. Click the check box to select 
the employee ID. 

4. Click the Search button.  

The page redisplays with the employees complete ESMT History. 

 
5. Click the Transaction ID to view the transaction details. 
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Once the Transaction ID is 
selected the transaction number 
along with the View Details arrow 
displays. 

6. Click the View Details arrow. 

 

The details page displays. 

 
7. Click the Back button to return to the Employee List. 



 

Job Aid – ESMT History Last revised: 10/09/25 
© 2016 – Intended for State of Alabama users only. Please do not copy or distribute without permission. 5 

Search Current Employees 

By default, the Department, Unit 
All search results will list XXX 
users first.  

Use the Select all check box 
and uncheck XXX to view all your 
employees currently in your 
agency with their previous 
records.  

Note: Removing the XXX 
department will remove all 
inactive employees from your 
search; however, please keep in 
mind it will also remove any XXX 
transactions for your active 
employees. Use the Search by 
Employee ID to view all activity 
for your current employee. 

1. Click the Department, Unit 
drop-down. 

2. Click the Select all check box. 

 

3. Scroll to the bottom of the 
list. 

4. Click the XXX check box to 
unselect the XXX option. 

Note: Click the carat (  ) to 
select a unit. 

5. Click the Search button. 
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The ESMT History screen refreshes with the Employee List displayed based on search filters. 

 
6. Scroll to the appropriate employee. 

7. Click the Transaction ID to view the transaction details. 

Once the Transaction ID is 
selected the transaction 
number along with the View 
Details arrow displays. 

8. Click the View Details 
arrow.  

 

 
  



 

Job Aid – ESMT History Last revised: 10/09/25 
© 2016 – Intended for State of Alabama users only. Please do not copy or distribute without permission. 7 

The ESMT History screen redisplays with the additional information for the transaction selected. 

 
9. Click the Back button to return to the previous screen. 

 


