ESS Menu
Employee Self Service

ESS menu has a range of options for viewing or updating your personal details,
completing actions like leave applications and using forms to claim other payments

' 1. Log into ESS

Self Service

2. Click on Employee Self Service folder from the
menu
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3. Employee Self Service menu shows you options
and has a brief description of the actions available.
Click on the title to go to that page.

4. Most Frequently Used — shows you actions you've
used recently. You can go to the action by clicking it.
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Personal Information
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View or change your address, bank account and other
personal details such as ethnicity and disability.

You can also view your annual P60.

Leave and
mm'n
@ Request annual leave, record sickness and other

absences such as special | _ay=te-natal care.
View your annual leave e 6 Jalance.

Travel and Expenses
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Claim for fravel and other expenses. You will need to
provide a scanned copy of receipts so have this ready.
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Payslips

View, save or print your current or previous payslips

Additional Payments

Claim overtime or additional payments. @

Season Ticket Loan

Request a season ticket loan

Create leave request or record absence

View or change your address, bank account and other personal details
such as ethnicity and disability

Claim expenses

View travel and expense claims

Leave Ovenview

View, download or print your current or previous payslips

View and print documents from your personnel file

Add overtime or additional payments here.

+ Index

Add overtime or additional payments
here

Claim expenses

Search: Go
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After submitting they are subjectto
managers a...

Claim expenses. You will need to
provide a scan...

6. Personalize - is where you can change your password or security question and answer

7. Menu - the tiny triangle will hide/show all menu options

8. Help — Links to theSource, where there are detailed Help notes

9. Full/Close Full Screen option — hides the folder menu



