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Employee Self Service (ESS) is an online application that allows employees to view and
change personal information. ESS provides access to Human Resource, Payroll, Benefits and
Accounts Payable information online through the DCPS infranet (DCPS network).

Accessing ESS

Using Google Chrome type ess in the address bar and press enter.

& Essl

D - =

When the log on screen appears, login using your network user ID and password. Click the
Log On button.

R e tncas. -omal EMPLOYEE SELF SERVICE

III

DUWVAL COUMNTY ke Q
FPUBLIC SEWOCLS FPassw ond = Q

Please login with your DECPS network

. The unassthorized saccews, o
a criemunal

i

l

The main menu will appear:

Employee Services

b ‘Map =~ Direclory | Index |

Who's who
3O

Leave Overview

In this area, you can use services o employees search and view organiza fion chart. In this area, you can use services o view leave usage, balance, and pub kic holidays.

— Personal Information ',é)’j-_g)___ Benefits

|:| 50)
100 %
In this area, you can use services fo maintain and display your personal data. = In this area, you can use services {o display dependents information and plans enroliment.

@@ Payment

i . Team Information

In this area, you can use services to display your salary statement and other information regarding your In this area you can use services to display your team's birthdays and s ervice anniversary calendar.
payment,

|m Travel and Expenses
& )

In the area, you can handle and process fravel requests, travel plans, and expense reports.
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Navigating to Enter Travel Expenses
Click on ‘Travel and Expenses'.

1l
‘I'_'L_ EMPLOYEE SELF SERVICE

History Faworites Personalize View

Empiloyee Services
~ ‘Map| | Drectoy | ngex |
~ Who'swhe & = Leave Overview
oa I’%
@ In this area, you can use services to employ ees search iew organiza tion chart. Inthis area. you can use services ta view leave usage. balance. and pub lic holidays

5] Personalinformation ‘j)"-'?‘, Benefits

50)
100
< Inthis area, you can use services to main] and display your personal data. ‘l Inthis area, you can use services to display dependents information and plans enroliment.

@@ _  Payment

9 %)
i In this area, you can USe s

payment.

Team Information

L{ﬁ]‘]

es to display your salary statement and other information regarding your Inthis area you can use services to display your teants birthdays and s ervice anniversary calendar.

O Travel and Expenses

In the area, you can handle and process travel requests, fravel plans, and expense reports

Select ‘Create Expense Report’ option to begin entering your travel information.

Employee Selff Service Area Page
Back

- - Create New

- \ Create Expense Report
i ' ¥ ou can create or change expense reports.
Express Expense et
You can create or change multiple ex pense reports at the same time.
T Overview
|r§__a":1, Traveler Work Center

You can display and edit y our travel requests. travel plans, and ex pense reports.
Work Center Travel Approval
You can Approve, Reject, Email , Dis play /print Travel Form.

General Information

Y¥ou can determine a driving route.
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Create Expense Report
Fill in the requested areas in the following order:

Create Expense Report

I+ EE 2. 3 T S—
General Data Enter Receipts Review and Send
Employee Schema in County Travel

| [Enier recepis 3] | [Save o] [Start Over |
[» Calendar of Trips | [»_Atiachments (0 ) |
o * Start Date: | 097282015 i |
End Date; [09/30/2015 |03

Additional Information
9 Trip Type, Statutory. | Mo distncion
Reason: |Jon Doe 00012345 [w]

Comment: [Schaol sde vist

Advances 0.00 American Dotar [ Eniter Advances
Cost Assignment: | 100.00 % Cost Center 271210000 (271210000}, Fund 10000 (10000}, Grant DCPS (DCPS| | Change Cost Assignment

Mileage e
Total Distance: 0/mMse  Vehicie Type: Personal Car Wehicke Giass: | No distinction Enier Mieage Delads

ep | [Enter Receipts B] | [Seve Drant] [ Stant Over |

1. General Data: Put in the start date and end date for the duration of your fravels for

General Data
your expense report. * Start Date: [09/282015 |

End Date: [09/3022015 [

2. Additional Information:

a. Trip Type: ‘No distinction’.

b. Reason: In this section, list your name and 8-digit personnel number.
c. Comment: Provide a description of your travel.
d

. Advances: If you were paid any funds in advance put that amount in the
box.

e. Cost Assignment: The cost center defaults based on the Employee’s
department/RC assignment.

f. If you are doing alternate work, you will need to complete a separate report
and change the cost center for those dates in a separate expense report.

Adcitiomns] Information
@ Trip Type, Statuiory: | Heo daSnclion

Resson: |Jon Doe DO01Z345 a)l

@.n:mmm Sohool s4e vall

E} Atvances; | 000 American Oodar [ Eror Advances
'3 Cost Ansignment | 100.00 % Coal Center 271210000 (27 1210000), Fund 10000 (10000), Gras DCPS (OGPS | Change Cost Assgnment |
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3. Mileage:
a. This area will reflect your mileage after you enter details.
Mileage
Total Distance. 0 Mie Vehicle Type: Personal Car Vehicke Class. Mo destinclion
b. Click on ‘Enfer Mileage Details’ you will then be

directed to the Mileage Details screen.

| Enter Mieage Detais

Mileage Details Screen

Complete this report to reference your trip/mileage.
Create Expense Report

Bl A, - -

Cienaral Dl Wil o e il
Ermpdoyes Schema n County Travel Stary Date SO0PEI1S End Date INZOTS

[ Sane Crah [ Start G |

[» Calenda of Trea |

Totsl Dvlancs Dabeen 18 Min
Milsaga Dotaile
hhews Cnbry  Cagry  Dasbeie
a{:-lg odn Diven  Passesgers Slart Lecabion End Locasten
CRZATF)INSE B ho passengers JERCHSONVILLE 3008-1T01 FRUDENTLAL DR AACHSOHVILLE 3012 - 2804 MERSCHEL 5T
2a2s 4 Mo passengen JACESOMWVILLE 3001-1701 PRUDENTIAL OR JACHKSOHVILLE 3015 - IT50 SPRMNGFRELD BLvD
TSRS & No passengers JACKSOMNWVILLE 3001-1701 FRUDENTIAL D& SOIMVILLE 3016 - S010 BALTIC 5T
TRTRIVEE B N paSsnge -
Departre: [=] [Baal| e | Eos Pradefned Address
9 Snnee o E._".""*‘- _ hacge | el Drage el Sodsiosay
Welicae Chess: | 110 dssncbon Wehicis Type Pefsonal Car T =8
Commmesnt:
* Counlry / Region =
P\:.wE | Aecwpt s fbow Cotry | [ Copy | [ Deteie | * Gty | Postal Coce
Streel Address:
= Accept] [Seve Dvan [ GRart Ower | .
[ox] [Cancei]

1. Departure: The preferred function is to use ‘Find Predefined Address'** link to select the
location of the school or district building which you will be departing. Only use the
add/enter a new address feature if the address is not in the predefined list.

2. Arival: The preferred function is to use ‘Find Predefined Address'** link to select the
locatfion of the school or district building which you will be arriving. Only use the
add/enter a new address feature if the address is not in the predefined list.

3. Edit the date, if needed.

4. Miles Driven: Determine the mileage from the departure point to the arrival point. Then
input the mileage in the ‘Miles Driven’ column. If your mileage includes a decimal you
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will have to round your number up or down depending on the number after the
decimal. (ie: 5.5 would round up to 6. 5.4 would round down 1o 5)

5. Accept and New Entry: Click ‘Accept and New Entry’ to begin entering an additional
entry to your fravel.

6. Accept: Once fields are complete, click on ‘Accept’ to save changes and refurn to
the Create Expense Report screen.

**When using the ‘Find Predefined Address’ function, there are two ways you can search.
One way is by using the RC number, for example type in the Name box: RC#*. The other
way is by using the school name, for example type in the Name box: *school name. Be
sure to put the entire school name in the listing with the asterisk in front, otherwise it will not
populate. Then click search.

| SearchPredefined Address ... ]

Predefined Addresses

o ry: | Not Selected | =| Country: |USA | =] city: !ia_c!{‘q'_'mri_e—l Name: | |

Add Scanned Receipts

Click on Save Draft at the top of the screen.
Change Expense Report ( 77 )

I$ f 2 3 =
= 8 kAt L
General Data Enter Receipts Review =
Employee ema In County Travel
A Previous Siep | | Enter Receipts b| | Save Draft | | Start Over |

Change Expense Report ( 77 )

I» N.Tz'.' =..>-'E’!.s :i; 1 =]
General Data Enter Receipts Review and Send YOU Wl” I’ecelve O messcge O.I. .I.he
Employee Schema In County Travel

top of your screen referencing the

|4 Previous Step | [ Enter Receipts & | [ Save Draft | [ Start Over | .
report being saved.
(] Expense report 0000000077 was saved /

100.00 % will be assigned acc. to trip costs assignment guidefines

Your Create Receipts Screen has now converted to Change Expense Report

Copyright ©2018 Duval County Public Schools Page 6 of 12

All information contained in this document is the property of Duval County Public Schools and is privileged and confidential. Any unauthorized use,
dissemination, forwarding, printing or copying of this communication is strictly prohibited.



DCPS Technology Services
| ||| In County Travel Expense Report
Employee Guide

PUBLIC SCHOOLS

Add attachment

Click on the Attachments button at the top left side of the Change Expense Report Screen.
fou can enter the data that is required 1o setfle your expenses. if you adopted the general data from a travel request or fraved plan, you can complete the {rip data where necessary. You can atiach fles, internet addrasses, or notes by choosing Atiachments.

[ Calendar o Trips{"| ) Atachments (0]

This will open the Attachment box. Click on Browse, find your document and then click
upload.

|'» Calendar of Trips | | = Attachments (0) |

Delele Attachment

Tre Added By Added On The document name can now be seen in the Title Field.

@ The table does not contain any data

Add Attachment Delete Attachment
. (» FAle " Link ¢ Note
ypesie -+ = Title Added By Added On
|| Browse. q

] Bl Screenshot (1) 05/28/2015

Upload {2}
Add Attachment

Type ‘= Fle © Link ¢ Note

File Path: | || Browse..

[Uplozd |

Review and Submit Travel Request
Click on Enter Receipfts (Step 2), at the top of the Change Expense Report screen.

Change Expense Report ( 79 )

,1 £l yzx i &
General Data Enter Receipts Review and Send

Employee Schema In County Tra

Change Ex Report ( 28 ) & Frovious Sip | [Fevew ] | [Smveomn] | [Smrowr
i 2 3 ] F . You can enter your expenses as individual receipts if such expenses cannot be se
o ) n., -1 receipts that have been scanned into the system. When you add a new entry, first
. Details section, you can choose llemization (Receipt Wizard) to deduct your privat €

General Data Enter Receipts Review and Send = = =

[»_Avallable Credit Card Receipts (0 ) | [+ Receipts (0 ) |

Employee | Schema In County Travel The syslem displays the facsi {scanned receipts) of the optical ar

Receipt Type
[i] The table does not contain any data

Receipts in This Expense Report
New Entry  Copy  Delete

Mo, Status Expense Type

**The Available Credit Card
Receipts and Scanned Receipt

Click on ‘New Enfry’. This is where you will enfer buttons are not applicable at

parking expenses. this time. **
[4 Previous Step | [ Review k| | [ Save Draft [ start Over
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To enter receipfts:
Create Expense Report

1 7 a
General (ata Unter Heceipts Revean and Send
Employes Schema in County Travel  Stari Date 10/52015  End Daie 0757015
[4 Provious Siep | [ Reveeww B] | [Save Drafi | Starl Over |
.l Avadaiie Cregd Cand Recepis (0 ) » Scanned Recepls (0 )

Receipts in This Expenas Reporl
New Eniry  Copy  Dedeln
B he Stabey Expense Type a Recept Ameunt Feceipl Currency Teceod Tale Amount Liocal Cunrency 5t
oo > Farkng, tols - 200 American Dollar - A0S 000 Amarcan Dolar

From Date: [ 101152015 09 ToDate tons2es I Mumber 1

Mo of Lunches Mo of Dnnars: You are not
Descrpton m required to fill
Docisment Mo - out the
ey a description
Country /| Regon: | USA L o
Famcgany Eres Parscpants
to of Empiryees 16 o Bomewess Partnens e of Guests
_M:upt-rﬁlmfm_ L ﬂ-ﬂ [ Copy | [ Delete |

1. Expense Type: Choose ‘Parking, tolls’ (currently this is the only option to use).
2. Receipt Amount: Enter the amount of the receipt.

3. Accept and New Enftry: If additional receipts need to be added, click the ‘Accept and
New Entry’ button.
4.Accept: Click ‘Accept’ if all entries are complete.

Cchange Expense Report ( 79 )

1 :41>! uzz =
General Data Enter Receipts Review and Send
Employee . Schema In County

4 Previous Step Review kb Save Draft Start Over

*You can enter your expenses as individual receipts if such expenses cannot t
receipts that have been scanned into the system. When you add a new entry,
Details section, you can choose Hemization (Receipt Wizard) to deduct your pri

¥ Available Credit Card Receipts (0 )] | » Scanned Receipls (0 )

Receipts in This Expense Report

New Entey. Copy  Desete At the bottom of the Change Expense Report screen
" m T — select Review.

T e s S You now have the option to either save the document
as a Draft or Send for Approval.
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Change Expense Report ( 41 )
T — T e E— e
General Cala Enter Receipls Review and Send ' ted
Employee Schema In County Travel  Start Date 02/28/2015 End Date 09/30/2015
{4 Previous Step || Save Draft | | Start Over |

(s Save Draft Ionty want fo save my expense report and send it later

[ Save and Send for Approval J |want lo save my expense repor and send it now for further processing
| confirm that all expenses were incurred by and on behalf of the company

Summary
Total Mieage 10.35 USD
Total Individual Receipts 2.00 USD
Total Travel Expenses 12.35 USD
Amount Reimbursed 12.35 USD
Amount Paid Out 1235 USD
Cost Assignment

1235 USD  Company Code 0016 (Duval County Public Schoo), Cost Center 271210000 (271210000), Fund 10000 (10000), Grant 0 \iew and print your
Expense Report

[ Display Expense Form | Statement by
clicking on
Display Expense
|4 Previous Step || Save Draft ] | Start Over |
Form.
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Expense Form Example

Diwal County Duval County Public
1701 Pruderitial Df

o0 Doe 00012345 Jacksonville 32224

Adminisirator

12 ma Admin Date Oct 15, 2015
Page:1 / 2

*0000000D4aLY

Expense Report/Travel Expense Statement (Simulation)
For Jon Doe 00012345 For Trip 41 From Sep 28, 2015 To Sep 30, 2016

General Data

Reason: Jon Doe 00012345
Trip Activity Type: In Gounty Travel
Trip Type - Statutory- No distinction

Trip Type - Enterprise-spesific. Standard tip

I|||' Page: 242

FeportTnp: 41

Settlement Reaults and Cost Asaignment

UL TEoGL

Parsonnel number:

Amount Typs Amount (USD)
Travel Flat Rates 10385
Date k' | Flat Rate Reimbursement Amount
Sum of Receipts o bs Reimbursad 200 e |{uaB)
W2BAS &| Persanal Gar, Na distinction 345
Reimbursement Amount 1235
Reimbursement Amount: 10.35 USD
1235 USD of 1235 USD assignsd to:
o Trip Segment
: Be sure to veri
Company Code: tote Duval County Public Schoa W e beforz September 26, 2015 Total Mileage {miKm) 8
Gost Genter 271210000 bmitfi JADHSONVILLE i JAGHSONVILLE 3012 - 7804
Funds Cenler: P Tech Program Mgmt SUBITITIG P From: 3001-1701 PRUDENTIAL HERSCHEL ST
travel/expense DR
Fund: 10000 report Gonsumption Q Gurrency.
Functional Arsa 6500 Instustion Related Teh Km/Miles: 8
Grant: nePs DGPS-DEFAULT GRANT Veliicie Type: <
September 28, 2015 Total Milzage fmikm) 4
Additional Trip Information . JACKSONVILL p= JACKSONVILLE 3015 - 3750
e Fram: 30013701 PRUDENTIAL T SPRINGFIELD BLVD
of
CONSEmpon: a currency:
Travel Flat Hate KimMiles: 4
Date km' | Flat Rate Reimbursement Amount Vehidde Type o
o — ) September 28, 2015 Total Mizage imikm) 6
hdn 8| Pamonal Gar, Mo calincion ABd JACKSONVILLE - IACKSONVILLE 3016 - 4010
212815 4| Porsonal Car, No distinclion 230 From: 3001-1701 PRUDENTIAL ' BALTIG ST
oR
Consumplicn a Currency
lhﬁmbwemw or affrm that thia Ilwl\ clam is true and coract in wer‘{maheml mattar, that he axpenditurea were actually incurred by Km/Miles: 6
o iercmiin n the i my sl Gt Tt s et i ey e uth
the requirsmsniz of Chagtsr 108, Fan 7, o the Munisipal Gods of the Giy of enicie Typa: G
bk ey udn ewlbensn ettt gl hon.Sui sty bt bt R
enttiad o funds deposted into my account, | avthoriza the reversal of thees funda. | authorize the Duval County School Board 1o dedust -
from my futurs pagrell o entidloment, an 13 ony purchaces | mako with the Duval Ceunty Purchaging Card Receipts
that are not allowable. noluding salse wx and parking lses. Date No. Exmnngvm Amount
(usoy
2815 D01 Paring, idlis 200
Sum of Recepls 200
Reimburserment Amount: 200 USD
Additional Receipt Information
. . No. Receipt Type Contsnt
When reviewing the Expense Report, be
oo Parking, folls From 0W28/2015
N . .
sure to verify the cost assignment area is T w0t
Numbar F

correct before submitting. Once you
have reviewed, go back to the ‘Change
Expense Report’ screen. When you get
there choose to either; ‘Save Draft’ or

i i B A o A o vl ot e Yy s i ik i
ey " an B0 e CORDETEES 1 Busry 1990t Wil
remamctoorto ol Chastor 106, Fart 7 ot the Mumpn God o o Gty o dnome i o Dutrl Gty St Bomre. By
SunsETing this fare, 1 ot 1 will ba ‘aiGemonicaly i iy Tisaneal sesount of seccat. IF 1 6m not
stitisd 1 funds dapoatad intc my ooound, | authariza the revarsal of thesa furds. | aushoriz tha Duval Caunty Cohoo! Board 1o dedust
quat o Make W e Duval County Furohasing Sarg
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‘Save and Send for Approval’. Save and Send for Approval submits the form to your

Supervisor. If you have not submitted, but saved as a draft and click on Start Over,

your data is cleared and the system sends you back to the very beginning.
Review your Trips and Expenses

In the Employee Self Service portal, select ‘Traveler Work Center’ under Overview:

Employee Self Service Area Page
Back

1/ Create New
'\_]A Create Expense Report
- % ou can create or l:'.hange expense report

wess Expensa Sh

" ou can create or change muih n=ze reports at the same time.

: Overview
f}.J-EJ-LJ Traveler Work Center
* ou can display and edit wour traved requests, travel plans, and expense reports.

- Elll
Work Center Trawvel Approwal
% ou can Approve, Reject, Emai , Display/print Trawvei Form.

— General Information

*ou can determine a drrving route.

The system will direct you to a list of your submitted travel request.

My Trips and Expenses
AlMy Expense Reports (1) | AlMyTrps (1) | Pendng Exp Repors (1]

Change Query Define New Query Personaize

VW;_[standamvm]_Eﬂ DilayPrit Change Gopy Dokl | Graelew Egense Reprt &
Bt StartDale End Date Destnation Reasan Reimburst Gumency Approval Status Aftachments Aert 4
TEH02015 TEH0015 JACKSONVLLE 5% 150 Request Recored i1

LastRefresh 06i11/2015 144450 EST Refresh )
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Display/Change Submitted Report

To display the details of the selected expense report, click the tab at the top of the screen
‘All My Trips'. Click on the line you wish to view and the detailed information will appear at
the bottom of the screen. If there is a problem or an item needs to be adjusted, you will see
a note in the ‘Recommended Actions’. Click on the link to read the recommendation. If a
change, copy, or deletion on the submitted form are needed click the option ‘Change Travel
Expense Report’.

My Trips and Expenses

Ay Expense Repors (1) AllMyTrips (1), _ Pending Exp. Reports (0)

\ Change Query Define New Query Personalize

View! “75“ Create New Expense Report . &
B StariDate End Date Destination Reason Recommended Actons At
16102015 061072015 JACKSONVILLE Change Travel Expense Reporl A

/ Last Refresh 06/11/2016 14:43:52 EST Refresh [

Details of Trip: JACKSONVILLE (0000000048)

Expense Report
& Travel expense report is not yet approved
Approval Status: RequestRecorded  Reimbursement  13.96 USD
Processing Status: In Processing Facsimies: (0
Status: Attachments: (1)
Trip Schema: In County Travel

If you wish to proceed with the recommendation the system will take you back into your
request, to the screen where you can change the item in question.

The update date in
/fl Funds

s Management is
adjusted from
05/28/2015 to
06/15/2015
Period 011
adjusted in line
w ith posting date

NiC AR NN B

| Proceed | | Gancel |

~
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