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Logging into Employee Self Service

1. Log into the Employee Self Servicén@bs://ess.ucdmc.ucdavis.edu/src/secure/main.jsp using your
Computer/Active DirectoniCitrix loginusername and password and click 8ign In

UCDAVIS .
HEALTH system ~ EMPloyee Self Service

Please Log In To Place an Access, Service, or Support Request

User Name

Password

I: Keep me signad in. Do not select if this is a shared computer
Signin Clear |

2. By default theEmployee Self Servideashboardappears.

UCDAVIS . =
- CartQ L2 TEST
weaurn srstem ~ EMPployee Self Service ¥ Carto ¥ L2TEST
Dashboard Subscriptions Service Catalog Request Support Search a
Dashboard
Your Service and Support Requests
My Contact Info Training
View and Edit Your Contact Employee self Service
Information Training Documentation
—
Request Support Requests to Approve Your Requests Your Subscriptions
Report a problem or ask a question Requests Needing Your Approval Review status of Access, Service, and support Track and view your system access

requests submitted for you subscriptions

Access/Service Requests

Pending
0 Approved You have no subscriptions
Support Requests

Service Catalog Requests Dpen
Pending Your Approval
| Create ‘ Closed
ERequeststo Approve B Your Requests B Your subscriptions b
- Employee Self Service UCDAVIS
IT Service Catalog and Support HEALTH SYSTEM

Dashboard My Account Service Catalog Request Support
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Employee Self Service
The top menu has four options:
1. Dashboard

2. Subscriptions

3. Service Catalog

4. Request Support

,,'g;i,:ffs',f” -[Emplcyee Self Service| W carto 9§ L2TEST

0

Dashboard Subscriptions Service Catalog Request Support Search

Dashboard

My Contact Infa; View and Edit your Contact Information

Trainingg quick link to training documentation

Request Suppoi report a problem orlsk a question

Requests to Approve lists Access of&ervice requests that need your approval

Your Requests review status of AcessSrvice and Supportequests submittedor you
Your Subscriptionstrack and view your system access

oahwnNE

UCDAVIS i
nearn system - Employee Self Service ¥ carto ¥ LevEST

Dashboard Subscriptions Service Catalog Request Support Search o)

Dashboard

‘Your Service and Support Requests

. My Contact Info
WView and Edit Your Contact
Information

Training
Employee self service
Training Documentation

o 5] o

Request Support Requests to Approve Your Requests Your Subscriptions
Report a problem or ask a question Requests Needing Your Approval Review status of Access, Service, and support Track and view your system access
requests submitted for you subscriptions

Access/Service Requests

Pending
0 Approved You have no subscriptions
Support Requests

Open

Service Catalog Requests

Pending Your Approval
| Create ‘ Closed
Eequests to ADprove e Your Requests P Your subscriptions
- Employee Self Service UCDAVIS
IT Service Catalog and Support HEAILTH SYSTEM

Dashboard MyAccount Service Catalog RequestSupport
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My Contact Info
Updating your contact information provides IT with the most uplade information in the event we need to
contactyou for any requests you submit using the Employee Self Service site.

1. Click on theMy Contact Info

2. ThelT Service Managdog in screen appears. Enter your LAN/Active Directory username and password and
click onLog In

3. Click onMy Contact Information then click on your name to edit contact information.

My Contact Info

View and Edit Your Contact
Information

L

UCDAVIS . -®&
HEALTH SYSTEM

) Information Technology HPSM
« Contact

Miscellaneous

Logout Full Name Contact Name % Phone % Department
| NPT L2TEST IT Customer Service

Contact Information Update

L2 TEST

Title | |
Department | IT Customer Service |
Location [paministrative Support Buiding ElE]
Phane

Cell

Pager/Provider

E-mail

| |
| |
| |
Alternate Phones | |
| |
| |

Alternate Email

[] Aliow IT staff tc view my photo for security and customer sarvice purposes

[] Please keen my persanalinformation confidential
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Training
1. Click on the Training icon to access training matsri

Training
Employee seif Service
Training Documentation

Request Support
1. To report a problem click odRequest Support

Request Support

Report a problem or ask a question

Create |

2. Complete the following sections then cli8kbmit TheSuccespopup screen appearslhe support ticket will
be automatically sent over to the Technology Operations Center.

3. Click onStatusor Supportto exit the popup screen.

Problem Description i
T | :....::support
Printer will not print, Paper Is not coming out # Edit For urgent issues call 734-HELP (4357)
Contact Information i m
I2test, [2test, E-mail [# Edit
— : _
ACC1234, ACC 1000 [ Edit
Your Request ID
Additional Information i SD821 423
b [ Edit Thank you for your request. Click Status to check the progress of your
request or click Support to request another item.
[ Edit Status | Support
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Requests to Approve

Access or Service requests where you were selected to review and approve are listeRéntiests to Approve
section.

1. Click orRequests to Approvéo view the list.

2. Clik on a request to view details agpproveor Deny.

our Approvals
Requests to Ap prove ems thatneed your approvalre tsted ere
. pproval
Al
D Title Type Requested for Date
Service
50820909 New Nen-UCDHS Employee (External) Service mdebs. 02/01/2016
Change
SDB20771 (Catalog Test Service ESSTEST 01/21/2016
quote
SD817301 Access Requast for Kaitry Ronning- Bums/Pugh .. Service slagala 10/16/2015
50818402 Access for Karthi Vytheswaran Service gadams 10/09/2015
SD818379 Citrix Access for Student Ashley Allen Service hmondia 10/09/2015
SDB818134 Access for Annie Chiu Service bkeller 10/09/2015
SD818224 Denesia Abram Service mmoreno3 10/09/2015
Service Catalog Requ ests 50818237 Joshua Bassard (SSIDepartment Aide) IDbadge .. Service  jortiz 10/09/2015
Pending Your Approval P p—
SDT67858 Elizabeth Finhold - Professor Service ralexander 07/16/2015
W b 4Page 12345678910 p 10]20150

New Non-UCDHS Employee (External) 4 Return to Your Approval

Service Details

Request placed on February 1, 2016 1:55:12PM

New Non-UCDHS Employee (External)

Approvers
Actess Support Unit (pending)

* Request Information

> Cart Order Information

> contact for this request

Additional Details COMMENT & HISTORY

Line Items Status

> NewNon-UCDHS Employee (External) Pending

The following pop ups will appear depending on your selection.

Confirm Approval? Are you sure?
Click APPROVE to confirm. click DENY to deny this request.
Click CANCEL to return to the previous page. Click CANCEL to quit.

Why do you want to approve this request? Why do you want to deny this request?

Please enter a reason here (Optional). Please enter a reason here (Required).

[ e El -
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Your Requests

1. To view your existingccess/Service or Supporequests click olYourRequests
2. Click orarequest toview a list oRequest IDs

3. Click onviewto expand details.

4. Click orHistoryto expand view status updates from IT staff.

Your Requests

Review status of Access, Service, and Support
requests submitted for you

AccessfService Requests

Pending

Approved

Support Requests.

Open

Closed

o Request Inbox
1 @ Check the Status of Your Requests
dountensice Rnests Hi, L2 TEST! This is your Account summary. It contains information about the status|
v Approved 3 of your requests.
(D Pending []
™ Denied ° Browse your Inbox to see your requests sorted by their current status.
B closea 2
Your Suppert Requests ]
W= open 3
E Closed 1

W open(3)

Request ID Request Name

SD820384 test >
SDB20081 Access Request Service Catalog - Expedite »
SDa18s52 Access Request Analysis >

Open Support Request SD820081

Access Request Service Catalog - Expedite
Request date December 4, 2015 2:41:44 PM

‘. Update H Close ‘

Requested by L2 TEST Contact information
Status Open - Idle Category software

Area application ~area function or feature not working

Brief Problem Title (Ex. .. Access Request Service Catalog - Expedite Detalled Description of t... Access Request Service Catalog - Expedite

This Support Request is ... smyers3

tact for this request L2ZTEST

Contact Method E-mail

F History I
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Your Subscriptions

1. To track and view your system access subscriptions clitoorSubscriptions
2. Click on a Status icon located on the right hand of the screen to expand the details of a subscription.

Your Subscriptions

Track and view your system access
subscriptions

Access Authorization System
(Aa00)

%

-« RACF

TeamSite - Manage Blog - New
BEleg (formerly Interwoven)

Blackberry/iPhone - New UCDHS
Device/Service

)

TeamSite - Manage Website -

e >
Your Subscriptions
Track and view your system access subscriptions
Subscriptions
Personal - All i
Personal
'System Name Subscriber Approval Date Status
Departmental
Access Authorization System (AADD) jmartinez 08/13/2015 v
Subscription Status
RACF jmartinez 08/13/2015 '
All
Requested TeamSite - Manage Blog - New Blog (formerly Interwoven) jmartinez 06/11/2015 ®
Active Blackberry/iPhone - New UCDHS Davice/Service jmartinez 05/30/2013 o)
Cancellation R...
TeamSite - Manage Website - Existing Website (formerly ..  jmartinez 02/21/2013 v
Canceled
Badge/Cardkey - Employee ID Badge and Cardkey jmartinez 03/30/2011 v
Denied
SQL Access 4= Return to Your Subscription
Subscription Details i . p
Active O
. R ) Subscription Status
Subscriber jmartinez
Subscription Type Individual

Associated Request

Service SLA

Subscription History

for SQL Access

Status Timestamp Motes

No change history for this subscription.
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Service Catalog

1. TheService Catalotpb is the gateway to the Access/Service Catalog.

2. Toview Access &ervice Requests Items by Category clicBranvse Catalog

3. TheService Assistans used to request access or service for another person within your organization
4. A quick glance dPopular Requestssubmitted usinghe Access/Service Catalog.

HEL;ET':?:‘;'&M - Employee Self Service W cart0 8 L2TEST

1
Dashboard Subscriptions Service Catalog Request support Search Q

g Browse Catalog - CLICK HERE to Search for Access & Service Request Items by Category

Access/Service Catalog

Order IT goods and services. Select Browse Catalog above to browse items by category, or search for an item by clicking in the Search field in the upper-right comner.

Requests to Approve Service Assistant Your Requests Popular Requests

Requests Neading Your Approval Request access or service for another Review status of Access, Service, and Support These are the most requested items or
person in your organization. requests submitted far you bundles.

Access/Service Requests

Access Regquest

Pending
Approved
Support Requests
Service Catalog Requests 5]
Pending Your Approval Access Termination

4 = Select Employee i 5 Closed

Requests to Approve Your Requests B [ ]
- Employee Self Service UCDAVIS
IT Service Catalog and Support HEALTH SYSTEM

Access or Service Request
When using the Access/Service Catalog verify you have selected the appropriate request.

1. An Access Request is used to request an account to lo@irdpplication, access to a shared drive, or
badge/cardkey access.

Access Reques

2. A Service Request is use to request a new laptop, software installation, or voice services.

10
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Access Request
The followingll sections will guide you through differetypes ofAccess requests in the Access/Service IGgta

1. Access Request fiMie - one Catalogltem

2. Access Request fivte - multiple Catalogtems

3. Access Request fanother Employee

4. Access Request using a Bundle

5. Access Request for a New Campus Employee

6. Access Request forNew ExternalEmployee

7. Access Request forGoup of Enployees

a. Batch Process #1

b. Batch Process #2

8. AccesRRequesiTermination

9. External Employee Termination

10. Access Request Transfer Departments

11. Access Request for Name Change

11
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AccessRequest forMe - one Catalog Item
1. Click Browse Catalog

Browse Catalog - CLICK HERE to Search for Access & Service Request [tems by Category

n

Click the Parent categoAccess Requests
Now select the appropriate secondary category. For this example, selademic

4. Now select theGraduate School of Managemergrtiary category.

w

Sredisiesces :f"magﬂmem: '
Communication and Collaboration . Administrative - Graduate School of Medicine .
Services

Administrative and Professional . School of Nursing .
Facilities 3 Services
IT Evaluation for New Technology . Health Information Management .
IT Technical Services B Hospital Based Clinics e
Network Connectivity . Infermation Technelogy -
Personal Computing Services 3 Other Access .

5. Alist of access request catalog items appear. For this example, cidRr{Electronic Medical Record)
New/Change

Access Request  EMR (Electronic Medical Record) New/Change

Add or change access to EMR records and data for a UCDHS employee.

6. The Item Details screen appears with a list of information needed to submit the request. CRekjoest

12


































































































































































