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Managers are now able to review Employee Travel Reports digitally. Once
Managers approve or reject the information submitted from an Employee’s In
County Travel Report the Employee has the ability to edit the information
digitally. The report will be approved and submitted directly to the Accounts
Payable Department for processing.

Employee Self Service (ESS) provides access to Human Resource, Payroll, Benefits
and Accounts Payable information online through the DCPS intranet (DCPS
network).

Accessing ESS

Using Google Chrome type ess in the address bar and press enter.
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When the log on screen appears, login using your network user ID and password.
Click the ‘Log On’ button.
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The main menu will appear:

Employee Services
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Who's who
In this area, you can use services lo employees search and view organiza fion chart.

an use services lo view leave usage, balance, and pub fic holidays

—j Personal Information

In this area, you can use Servicas to maintain and display your personal data

an use services to display dependents information and plans enroliment
@@, Payment = Team information

In this area, you can use services 1o display your salary statement and other information regarding your In this area you can use services 1o display your tean's birthdays and s ervice anniversary calendar
payment
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Navigating to Enter Travel Expenses

Click on ‘Travel and Expenses’.
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EMPLOYEE SELF SERVICE

«Back Forward » History Favorites Personalize View

Directory | Index |

-, Who's who
[~
9 In this area, you can use services to employees search few organiza tion chart

Personal Inform ation

4 Inthis area, you can use services to mainfgfil and display your personal data.

@@ Payment

In this area, you can uses,
payment.

Travel and Expenses

L2

&5 to display your salary statement and other information regarding your

Inthe area, you can handie and process travel requests, fravel plans, and expense reports

Leave Overview

Inthis area, you can use services to view leave usage, balance. and pub lic holidays

‘5).1_.:)7 Benefits

Inthis area, you can use services to dispiay dependerts information and pians enrolimert

Team Information

Inthis area you can use services to display your team's birthdays and s ervice anniversary calendar.

Select the ‘Work Center Travel Approval’ option to begin reviewing Employee

travel information.

EMPLOYEE SELF SERVICE

History Favorites Personalize View Help

Employee Self-Sewice

Overview

Employee Selff Service Area Page

Back
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Create New
Create Expense Report
“ou can create or change expense reports.

Express Expense Shest

Wou can create or change multiple expense g = at the same time.
Overview
Traveler Work Center
ou can display and edit your
Work Center Trave! Approval
“ou can Approve, Reject, Email , Display/print Travel Form.
General Information
Find Route

“*ou can determine a driving route.

requests, travel plans, and expense reports.
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Review the Report

Click on the gray box to the left of the Employee name to open the details of
their travel report.

Active Queries
Without Category Assignment Expense Reporis for Approval (1)

Expanss Reparts fod Approval
i?;t_i['*!lm_ \-'-n:tgz [w]| Apows Fewot £M Deplyirind | Define Subsbibon Rules  Maiisin Employen st Frint Version  Export »
B Empioyes Stari Dale End Dake Destmabon Aeascn
St Doe | 08 Za2015 3015 Jon Doe 00012345
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Review the Employee’s “Expense Report/Travel Expense Statement
center, funds center, etc. are correct before processing the report.

. Be sure to verify the cost
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Date.  ©Oct 15, 2015
Page 1 1 2

Expense Report/Travel Expense Statement (Simulation)

Eor  Jon Do= 00012345 For Trip 41 From Sep 28, 2015 To Sep 30, 2015

Genoral Data

Reason. Jon Dos 00012315
Trp Activity Type In Gounty Travet
“Trip Type - Stanutory: o aist

Trip Type - Enlerpiiss-specific. Standard ip

Settlement Fesulia and Gost Asaignment
Amount (USD)

anas
2.00

1728 Date Fonw | Flat Fiate Fieimburseme nt Amount

Additional Trip Informeation

Sehoot st visit
JACKSONVILLE 3016 - 37650

SPRINGFIELD BLVD

Trmvel Elal Fleate

Date kv | Flat Rate Reimbursement Amount «sammenIye
nt (usD}
czans 5| Personal Car, No distinction a0
ooos 4| Porsonal Car, Mo distinotion 200 S AT o, =

Currency

D01 | Parking, toils From cozamois
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Processing Travel
Select the appropriate button for the process you would like to complete.

Oetasls of Trp: (0000000041}

Ermpliyin
Personned No
Gountry” USA
Dreslinabon
Top Sehema' In Courtty Travel
Raasory  Jon Dod 000 12345

Approva || Rapol ITH:!_ _[haplr_.rilm

000 0

Choices for processing:

1. Approve: The system will update and a quick message will appear
reflecting that the form has been submitted to Accounts Payable. Once
the Approval is complete, the Employee’s name will disappear from the
Expense Report list and an email is sent to the Employee.

2. Reject: First, the Manager selects reject. Then, the Manager will add
comments as to why the fravel form was rejected. Last, the Manager will
click submit. The system will send an email to the employee with the
rejection message.

[ Approve || Reject [ EMa || Dispiay/Pint |
Reason for Rejection

- Add your comments here.

| Submit || Cancel

3. E-Mail: The Manager can write an email message to the Employee.
4. Display/Print: Allows the Manager to display the form.
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