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Log into ESS (https://mis.doe.gov/ess).

<3 ESS: Employee Self Service - Microsoft Internet Explorer provided by eXCITE
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Enter your id and password.

=N ES5: Login - Microsoft Internet Explorer provided by eXCITE E”ﬁlgl
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Employee Self Service

Login If vou do not have an ESS password or forgot yvour ESS
password, then click here and request one.

CHRIS Employee ID (or “ |

SSN) Why use ESS? To reviewmpdate srour personal and pasyroll

inforrnation.
Password: I:l Why use CHREIS Workflow? Electronically subrnit sronr
training or persontel action request for approsal.
[ Authenticate e ] Have guestons ? Read our Frequently Asked Questions
MNeed nwore help? Contact the ESS Help Desk at 301-203-
. . . 0605 or ES S Supporie hy. doe. gov
**WARNING * *WARNING * “WARNING **

This iz a Tnited States Depattment of Energry
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wriclators to crimdnal, civil, andfor administrative
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Click on ATAAPS.

3 ES5: Welcome - Microsoft Internet Explorer provided by eXCITE

File Edit Wiew Favorites Tools  Help @ = Address Liriks .'.‘"
- o
employee self service welcome Page|What's New | Feedback | Change password | FAQ | Links | DOE Phonebook | Logoff —
Review | Updats | ;25 | Traming | 1P | _Top | Pricop e rwins] ATAAPS | Fisip _
Text-onlv menn
Zood mormng, SHARLL HANE. Today 1s Monday, Way 1e, 2005, 07.09:33 ANM EDT.
LES Reminder Email Opt-Out
General Information What's New
E35 Help Desk: 301-903-0605 CHRIS/ESS Customer Satisfaction Swmvey
ESZ5upp DIT@,hCI. doe. g0 We need your feedback about different arpects of the CHRIS System
to help ws contdnue to improve.
PayrollATa APS Help Desk: 301-903-4433
PaywrollZ3 R HelpDeski@hg. doe. gow 05162005 - Ondine Leave Reguest Formn
<uglll (5F-71) Now Available to OMBE/Office of
Your email; sharll.hane@heg.doe.gov Policy and Intl Affaivs -
(Update vour official DIOE email address) - 04/15/2005 - Final TSP Open Season
Yiew all bulletins
¥Your Most Recent Transactions (Does not include myPay transactions) [View all bransaction=] ol
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You will now see “Leave Request Processing (SF-71)”.

Select “Submit a new leave request”.
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The following screen appears.

=2 ESS: Employee Leave Request Form - Microsoft Internet Explorer provided by eXCITE

>

File Edit = Faworites Tools Help @ - Address Links ."l:;.;
Fmplovee Leave Request Formn (SF-71) o
HANE SHARTI L
*_ required feld entry Insttuctons

Type of Leave * From Date* To Date™* From Time To Time Total Hours
oo Ay A -

“Seleciateavetpe =¥ | = w1 [ [

“Selecialeavetpe- N | = — | | |

[CSescelcevesre-§ | =l | | |

—Sclectaleave pe— ¥ | = — | | |
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Select your certifving official: + | — Selectyour cerifying official — v |
Crther Paid Leave Paopose:
Sick Leave Pumposefif applicable):
— Select a sick leave purpose — -
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Bottom half of form.

=} ES5: Employee Leave Request Form, - Microsoft Internet Explorer provided by eXCITE |Z| |E| E|
: File Edit = Faworites Tools Help e - - Address Links - | .1'
| | | "
Select your certifving official:+ | — Selectyour cenifying official — |

Other Paid Leave Puapose:

Sick Leave Pumposefif applicabls):
— Select a sick leave purpose — -

Family and MMedical Leave - If annmal leave, sick leave, or leave without pay will be used under the Famaly anud
hedical Leave Act of 1993 (FLLA), please provide the followwing information:

I hereby mvoke my entitlement to family and medical leave for:
— Select a FMLA reason — Vl

Certification: I certify that the leave/ahsence requested ahove is for the purpose(s) indicated. I undersitand that I must comply with my
emiploying agency's procedures for reqguesting leave approved ahsence (and provide additional documentaton, including medical certification,
if required) and that falsification of information on this form may be grounds for disciplinary action, including removal.

Submit] [ Clear Form ]
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Select “Type of Leave’, fill in “From Date” and “To Date”, “From Time” and “To Time”
(only if you are not taking a full day) and “Total Hours”.

=} ES5: Employee Leave Request Form, - Microsoft Internet Explorer provided by eXCITE |Z| |E| rg| -
- File Edit = Faworites Tools Help e - - Address Links - l..l‘,
Fmplovee Leave Request Formn (SF-71) o
HANE SHARTI L
*_ required feld entry Insttuctons
Type of Leave * From Date* To Date™* From Time To Time Total Hours
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Sick Leave Pumposefif applicable):
— Select a sick leave purpose — -
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Select your certifying official, and reason for the leave; if needed. If you are selecting
Sick Leave, select the purpose.

2 ESS: Employee Leave Request Form - Microsoft Internet Explorer provided by eXCITE |Z||E|El
e
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File Edit = Faworites Tools Help @ -

|—Selectaleavetype—~'| | |:| |:|:| | | | | | | =
|—Selectaleavetype—~'| | |:| |:|:| | | | | | |

Select yvowr certifving official:+ | PEGMATO. PHILIF R vl

Address Liriks

Doctor's appointiment

Other Paid Leave Paopose:

Sick Leave Pumposefif applicable):

Family and Nledical Leave - If anmual leave, sick leave, or leave without pay will be used under the Fammly and
MMedical Leave Act of 1993 (FMMLA), please provide the following informmation:

I hereby invole my entitlement to family and medical leave for:
— Select a FMLA reason — Vl

Certificaton: I cexrtify that the leave/ahsence requested ahove is for the purposels) indicated. I understand that I must comply with my
employing agency's procedures for requesting leave  fapproved ahsence (and provide additional documentaton, including medical certification,
if required) and that falsification of information on this form may be grounds for disciplinary acton, including removal.

[Submit] [ Clear Form ]
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Click the “Submit” button; you will receive an e-mail message confirming that the request
has been submitted. You will also receive an e-mail message when the request has
been approved or disapproved.

When you click the “Submit” button, an email message is sent to the selected certifying
official notifying them that a leave request has been submitted.

2 ESS: Employee Leave Request Form - Microsoft Internet Explorer provided by eXCITE [Z”Elrgl
: ¥,
1
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File Edit = Faworites Tools Help a - ;.ﬁ.gdress ;Links

|—Selectaleavetype—~'| | |:| |:|:| | | | | | | =
|—Selectaleavetype—~'| | |:| |:|:| | | | | | |

Select yvowr certifving official:+ | PEGMATO. PHILIF R vl

Doctor's appointiment

Other Paid Leave Paopose:

Sick Leave Pumposefif applicable):

Medical/dentalioptical exa

Family and Nledical Leave - If anmual leave, sick leave, or leave without pay will be used under the Fammly and
MMedical Leave Act of 1993 (FMMLA), please provide the following informmation:

I hereby invole my entitlement to family and medical leave for:
— Select a FMLA reason — Vl

Certificaton: I cexrtify that the leave/ahsence requested ahove is for the purposels) indicated. I understand that I must comply with my
employing agency's procedures for requesting leave  fapproved ahsence (and provide additional documentaton, including medical certification,
if required) and that falsification of information on this form may be grounds for disciplinary acton, including removal.

[Submit] [ Clear Form ]
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When requesting the use of Advanced Sick Leave (sick leave that has not yet been
accrued), you will receive a message inquiring as to whether or not an Advanced Sick
Leave approval memo has been submitted to the Payroll Office. The populated message
serves only as a notification and will not impede in your request process. It serves as a
reminder of steps that should be taken prior to an employee’s certification of Advanced
Sick Leave.

€ £5SS: Employee Leave Request Form - Microsoft Internet Explorer provided by DOECOE N (N ] e
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S Cancel ko continue.,
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Once your approval is completed, if you have not done so already, please fax your signed
request to the Payroll Office at 301-903-1054. This approval memo must be received by
the Payroll Office prior to certification.

€ £55: Employee Leave Request Form - Microsoft Internet Explorer provided by DOECOE
6;.' - |@' https:,l',l'mis.-:lu:ue.gu:uv,l'ess,l'seu:ure,l’Ieave_request_ﬁ:urtl % ||E| |E| |E| |n'_f Live Search ||jJ |v| |

File Edit iew Favorites Tools  Help

.7 Favorites | 9 ] Past Due Invoice Approvals

ﬁ - B = @ = Page =~ Safety = Toals - lﬁlv

| e E5SS: Emploves Leave Request Farm

[Emplovee Leave Request

Message from webpage m

leave, You will be automatically redirected ko the CHRIS/Payroll sike. Scroll down ko see the Advanced Sick Leave

'2 An approved advanced sick leave request must be Faxed to Payroll on 301-903-1054 before using advanced sick,
Sample Memo, You may close the new window to return ko the leave requesk farm.

Type of Leave® From Date™ To Date* From Time To Time Total Hours

(mm dd ) (mm'dd vvyy)
| | | I I e
| ] | | ]

| -- Select a leave type - H | | | | | | | | | |
| || || | R

o Trusted sites vy v Ho0w -

|Advanced Sick BI

| -- Select a leave type - M

| - Select a leave type - tl

(]




To review leave requests, select “Review current leave
requests” under the Time/Leave tab from the ESS
Homepage.

am plﬂvEE SE" SEWiCE Walcome Page | Feedback | Change Password | Change Usemame | FAQ | Links | Phonebook | Logoff

[ Review | Update | ,ZREL, | Training | 0P | PHCDP Jrimerice] Help
Time and Attendance (ATAAPS)
Text-only menu | Admin access

Leave Request Processing (SF-71)
Good mornmng, PAULETTE CARON. Today 15 Monday, December 1St @Y x0T

ew current leave requests

Important Reminders for Federal Employe: Delete aleave request

- Certifier leave request processing

Open Season for Federal Employees Health Benefits (FEHB) elections ends af

Elections may be made n ES3. If you do not wish to change your FEHE coverage [iEdues

- Verify T&ALeave
- Employee List by Roster Certifying Official

Tour opportuntty to choose dental and wston msurance coverage for 2010, and w
dependent care Flemble Spending Account (FSA) ends on December 14th. IFyo
you tmust re-enroll for 2010, FSA accounts are not automatically continmed. Ad.
httpwww. opm. gowinsureindex. aspx

Certifier Leave Request Review

- Leave Calendar for selected roster/employvee
- Leave Summary by Roster and Pay Period

General Information _

ESS Help Desk: 301-903-0605 Voice yo

LT s | R

Timekeeper Leave Request Review

- Leave Calendar by Team



The following screen appears. Select “View Detail” under
the Action column to review the leave request.

Employee Leave Request

Employee Leave Request (SF-71)

CARON PAULETTED Back to Menu

View ALL Instructions

Action Type of Leave From Date To Date Total Hours  Status Status Date
View Detai Annual 12/10/2009 12/10/2009 2 Approved 12/10/2009
View Detaﬂ_fl Contp tirme-travel 12/09/2009 12/09/2009 15 Approved 12/10/2009
View Detail Sick 11/19/2009 111972009 0 Approved 11/20/2009
View Detail sick 11/18/2009 11/18/2009 25 Approved 11/18/2009




The following screen appears. You can delete this leave request by
selecting the “Delete” button. This will send an email message to the
Certifying Official indicating that you deleted the leave request. You
cannot change a leave request. If changes are required, it must be
deleted and a revised request submitted.

Version: 01.0

Employee L.eave Request (SF-71) Detail

CARON,PAULETTE D

Instructions
Type of Leave From Date To Date From Time To Time Total Hours
Clomp time-travel 12092009 12872009 300 pm 430 pm 1.5

Heguest Entered on: 12/10/2009

Family and Medical Leave: IN/&4
Certifying official: ODEGAED JEROME E
Certifying official Comments: IM/4

Status: Approved ({ 12¢10/200%)

Please note: Fyow have wrong information in a request, youw will have fo delefe fhe incorrect reguest first and Submit a new one. To Delefe a reguest, click on DELETE butfon below.
To Submif a new one click “"Back ™ buffon below fo go fo the menu page, and select “Submit new Leave Request™. To re-submnf fhis regquest, click on fhe “Re-Submit” buffon below.
IFyow decide fo DELETE this regquest, if will send an emeail fo nofifiy powr Cerfiffing Gficial.

Back Delete




INSTRUCTIONS:
Sample Types of Leave to be requested:

Annual

Reslzored (Use or lose Annual leave that has been restored)

Sic

Comp Time Used (Comp Time previously earned)

Other (Administrative Leave, for example: Health Screening, Jury Duty,
Weather Related, Early Release, etc.)

LWOP (Leave Without Pay)

Advanced Annual (Annual Leave that has not yet been accrued)
Advanced Sick (Sick Leave that has not yet been accrued —authorization is
required in advance)

Once the leave type has been selected, enter the From and To dates for the
leave. You may either directly enter the dates (in Month/Day/Year format)
or you can click on the calendar icon and select the date from the calendar.
On this calendar, you can click on the single left and right arrows (<" and
">" symbols) to move back and forward a month at a time. The double left
and right arrows ('<<" and ">>" symbols) will move you back and forward
a year at a time.



After the From and To dates have been entered, you can skip the From Time and To
Time fields if you are requesting a full day or more of leave. The From and To
times are required for less than a full day’s leave. These times help your supervisor
manage staffing needs. If you are planning to take off a combination of whole days
and a partial day, put the whole days on one line and put the partial day on a
separate line.

The last field on the line is Total Hours. You should calculate how many hours of leave
you will use to cover the period in the From Date and To Date. For example, if you
are going to use annual leave from 12/14/2009 to 12/18/2009 and you are working
eight-hour days, then you would enter 40 in the Total Hours field.

You can enter multiple periods of leave in a single request. You can provide advance
planning information to your supervisor by listing expected leave periods far in
advance.

You can also split types of leave for a single day. If, for example, you are going to take
sick leave for a doctor's appointment in the morning, and then wish to take off the
remainder of the day using Comp Time, you would enter sick leave on the first line
(along with the From Date, To Date, From Time, To Time, and Total Hours) and
then enter a second line for the Comp Time Used.



After filling out the information on the type of leave and the days, select the certifying
official to send this request for approval. This will usually be the person that
certifies your biweekly time sheet. Click on the drop-down indicator (the symbol)
and your certifying official's name will appear, along with any alternate certifier
names. Click on your selection to highlight the name you wish. If you know that
your certifying official is out of the office, select one of the alternate certifiers.

The remaining fields on the page are optional, depending on the type of leave you
select.

If you selected "Other", you will be required to enter a purpose. This can be used to
identify the reason for this leave and can be used for administrative leave for health
screening, military leave, court leave, and others. You should enter a short
description for the purpose of this leave. Note that purpose is not required for any
other type of leave.

If you selected Sick Leave, you will be required to select the reason from the Sick
Leave Purpose drop-down. Click on the symbol and select the purpose that most
closely matches the reason for the sick leave.

If the leave you are requesting is associated with the Family Medical Leave Act
(FMLA), click on the symbol and select the reason that most closely matches the
reason for invoking the FMLA for this leave.

Click on the “Submit” button to complete the processing of this request. An e-mail
message will be sent to the certifying official for their action. You will be notified
by e-mail once the certifying official has either approved or disapproved your
request.



CERTIFICATION OF
ELECTRONIC LEAVE REQUESTS

 Certifier receives an email message
indicating that an employee has requested
leave. The email message has the
employee’s name in the subject line.

 Certifier logs into ESS to review electronic
leave requests. (https://mis.doe.gov/ess)



The Certifier selects “Certifier leave request processing” under the
Time/Leave tab on the ESS Homepage.

em pIU'fEE self service welcome Page | Feadback | Change Password | Change Us emame | FAQ | Links | Phonebook | Logoff

Time and Attendance (ATAAPS)
Text-only menu | Admin access

Leave Request Processing (5F-71)
Good morring, PAULETTE CARON. Today 15 Monday, December 1< E L0 Cr A (I
- Review current leave requests

- Delete a leave request

Important Reminders for Federal Employe:
- Certifier leave request processing

Open Season for Federal Employees Health Benefits (FEHE) elections ends af
Elections may be made m ES5. Ifyou do not wish to change your FEHE coverage

Reports
- Verify T&AL eave

Your opportunity to choose dental and wiston msurance coverage for 2010, and wig AN E i ARG

dependent care Flemble Spending Account (F5A) ends on December 14th. I yo
you must re-enroll for 2010 FSA accounts are not antomatically contimed. Ad
hitp:www optm gownsurelindex aspx

Certifier Leave Request Review

- Leave Calendar for selected roster'employee
- Leave Summary by Roster and Pay Period




The following screen will appear. Click on “Submitted” under the Status
column to review and approve/disapprove leave request.

[Employee Leave Request Version: 01.0

Certifier Leave Request (SF-71) Processing

Choose any one of the option buttons below and click on "ReDeo"

® Zubmitted Feouests

oA

OSince:|12 V||14 VHEDDEI V|
Month Day Year

To review a leave request m detad, chick on the Status link on each row,

I Tatal [] Select Al [ De-Select All
eave 0
Status Name From Date  To Date Entered

Type Hours

[ Approve Selected ltems ]

|Su]:-mittej |PECKHAM, MICHAEL ‘Ammal ‘1211 452009 ‘12114!’2009 | 1 | 121452009 | D
|S1.1]:-n:1.it’ce§—"I |PECKHAM, MICHAEL ‘Credit Hons ‘1211 009 ‘1211?!’2009 | 1 | 121452009 | D
|S1.1]:-mitte-:1 |PECKHAM, MICHAEL Comp time-regular ‘1211 ar2009 ‘12116!’2009 | 1 | 121452009 | D
|S1.1]:-mitte-:1 |PECKHAM, MICHAEL ‘Sick ‘1211 Sr2009 ‘12115!’2009 | 1 | 121452009 | D

Back to Menu



The following screen will appear. After reviewing the information, the certifier selects a
status — either approves or disapproves the leave request. Comments are optional when
approving; however, they are mandatory when disapproving a leave request. Click the
“Submit” button to complete the request. This will send an email message to the
employee indicating the status selected.

Certifier Leave Request (SF-71) Processing
Employee: PECKHAM,MICHAFL S Status: Submitted (12/14/2009)

Eelow shaded box displays the Leave request mformation Please enter data in the fields below, and click on STUBMIT.

Type of Leave  From Date To Date From Time To Time Total Hours Entered
Annual 12/14/200% 12/14/2009 2:00 am 10:00 atm 1 121472009

{Jther Paid leave Reason / Comments: For test purposes only at Paulette
Caron's request.

Certifier Comments: IMone

I vou select Disapproved, eniry is required on the Commenis field below.
Select Status: Approved v

Certifier comments:

Please Note: If vou click on "Submit”, it will zend an email notification to the Employvee regarding Leave Eequest Status.
Tse the "Forward" button to send the request to another certifier on vour team.

[ Back to Leawve Reguest menu ] [ Foreard ] [ Submitl




After clicking the “Submit” button, the following screen
appears. Select “click here” to review additional leave
requests or select “Done” if finished.

Employee Leave Request

Certifier Leave Request (SF-71) Processing

(Confirmation Page)
Your Leave Request status change has heen submitted successfully.
Itwill send an email to Notify the Employee.

If you wish to rewiew more leave requests, click here

;



Resources

* ATAAPS HELPDESK

« 301-903-2500
« Option 4 — Enterprise Application Support
« Option 4 — Payroll Support

« PayrollCSRHelpDesk@hqg.doe.gov

= ATAAPS Training Guides and Helpful Info

* http://chris.doe.gov/payroll/index.cfm?fuse=trainingguides



