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Logging into Employee Self Service 
1. Log into the Employee Self Service at https://ess.ucdmc.ucdavis.edu/src/secure/main.jsp using your 

Computer/Active Directory/Citrix login username and password and click on Sign In. 
 

 

2. By default the Employee Self Service Dashboard appears.  
 

 

  

https://ess.ucdmc.ucdavis.edu/src/secure/main.jsp
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Employee Self Service  
The top menu has four options: 
1. Dashboard   
2. Subscriptions   
3. Service Catalog   
4. Request Support 

 

 

Dashboard   
1. My Contact Info ς View and Edit your Contact Information  
2. Training ς quick link to training documentation 
3. Request Support ς report a problem or ask a question 
4. Requests to Approve ς lists Access or Service requests that need your approval 
5. Your Requests ς review status of Access, Service, and Support requests submitted for you 
6. Your Subscriptions ς track and view your system access 
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My Contact Info 
Updating your contact information provides IT with the most up to date information in the event we need to 
contact you for any requests you submit using the Employee Self Service site.   
 
1. Click on the My Contact Info 
2. The IT Service Manager log in screen appears.  Enter your LAN/Active Directory username and password and 

click on Log In 
3. Click on My Contact Information, then click on your name to edit contact information. 
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Training 
1. Click on the Training icon to access training materials. 
 

  

Request Support 
1. To report a problem click on Request Support. 
 

   
 

2. Complete the following sections then click Submit.  The Success popup screen appears.  The support ticket will 
be automatically sent over to the Technology Operations Center. 
 

3. Click on Status or Support to exit the popup screen. 
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Requests to Approve 
Access or Service requests where you were selected to review and approve are listed in the Requests to Approve 
section.  
1. Click on Requests to Approve to view the list. 
2. Click on a request to view details and Approve or Deny.   

 

                             
 

 
 
The following pop ups will appear depending on your selection. 
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Your Requests 
1. To view your existing Access/Service or Support requests click on Your Requests. 
2. Click on a request to view a list of Request IDs. 
3. Click on View to expand details. 
4. Click on History to expand view status updates from IT staff. 
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Your Subscriptions 
1. To track and view your system access subscriptions click on Your Subscriptions. 
2. Click on a Status icon located on the right hand of the screen to expand the details of a subscription. 
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Service Catalog 
 
1. The Service Catalog tab is the gateway to the Access/Service Catalog.   
2. To view Access & Service Requests Items by Category click on Browse Catalog 
3. The Service Assistant is used to request access or service for another person within your organization. 
4. A quick glance of Popular Requests submitted using the Access/Service Catalog. 
 

 

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 log into an application, access to a shared drive, or 

badge/cardkey access.   

 

2. A Service Request is use to request a new laptop, software installation, or voice services.        
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Access Request  
The following 11 sections will guide you through different types of Access requests in the Access/Service Catalog. 
 

1. Access Request for Me - one Catalog Item 

2. Access Request for Me - multiple Catalog Items 

3. Access Request for another Employee 

4. Access Request using a Bundle 

5. Access Request for a New Campus Employee 

6. Access Request for a New External Employee 

7. Access Request for a Group of Employees 

a. Batch Process #1 

b. Batch Process #2 

8. Access Request Termination 

9. External Employee Termination  

10. Access Request Transfer Departments 

11. Access Request for Name Change 
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Access Request for Me - one Catalog Item 

1. Click Browse Catalog. 
 

 
 
2. Click the Parent category Access Requests.  
3. Now select the appropriate secondary category.  For this example, select Academic. 

4. Now select the Graduate School of Management tertiary category. 

 

 
 

5. A list of access request catalog items appear.  For this example, click on EMR (Electronic Medical Record) 

New/Change. 

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

 
 












































































































