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Welcome to the new DPS Staff Intranet! On these pages you'll find 1fyou are interested in making changes to Septersber 2023
internal resources, information, and documents for DPS staff. If your insurance benefits or adding to your
there is something you can't find, please let us know by emailing health, dental. or voluntary life insurance May 2023
DPSCommunications@dpsét.org plans, Open Enrollment begins TODAY, J—
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2023. Changes made during Open November 2022
IMPORTANT STAFF LINKS Enroliment will be effective on January 1,
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ALL OPEN ENROLLMENT IS COMPLETED
THROUGH THE EBC PORTAL DIRECTLY. Visit
[pal Dashboard www.EBCcooperative.com from any
computer or smart device and Login with your

Data Warehouse - Tdicher Dashboard User Name and Password to review and/or

make changes.
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« Voluntary Life Insurance Reminder: If an
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orincrease their life insurance, they are

2023-24 Emgloyee Work Calendar subject to Evidence of Insurability.

TalentEd Evaluations

« Open Enrollment is always a good time to
OP/MyLearningPlan) update your Beneficiaries on your Basic
Life and Voluntary Life Insurance Plans.

Please see attached Enroliment Instructions,
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insurance notices can be found
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3. Expand Resources
a.Click Expense
Requests 2024
If it opens up trying to get you to
log in again, this is the wrong
screen, and you have to x out of
the screen.

Latest paycheck

I3

12/15/2023

Make sure your personal

Take home pay
information is up to date
Total pay

View all checks Go to my profile

< >
Announcements Resources A
School ERP Pro A
) >
B Expense Requests - 2024 2]
4.Employee Expense
Request Page Employee Expense Req
. File  Actions  Help
a' Under VIEW View Employee Name
i. Choose All Al ” -
b.Under Employee ([ Beereer ] ;ﬁpensmpe - Clear
Name

i. Type Employee
Name-Select Name
ii. Click Apply

5. Hit “+”symbol to add a

new expense request w = C / Q @ =|Sleerno~| @ G-
6.Fill in red boxes EXPENSE REQUEST
Expense # Notes

a.Employee name
b.DAC
c. Activity Description

Expense Date

1/9/2024 [

Employee Name PCard Vendors
[_ v [[] pcard
M ]

Activity Description
f -

[T] Pre-Approval

DAC
P)OMMUNITY ENGAGEMENT

7.Fill out:
Expense Type
Description
Unit Price
Qty
Account #

a. If unsure about the account
number, work with your
immediate supervisor

ExportTo w

B~

Unit Price Qty

-

ItemTotal
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Description
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Line [|Expense Type Account

No records to display.
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b.To see the entire screen, click
the box in the upper right-
hand corner to expand the
screen

8. Click Save button (disc)

/
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Line  Expense Type Description Unit Price Qty ItemTotal

No records to display.

B

9. Go to top left:
Actions
Manage Documents

a. Use the drop downs to fill
out the required description
for the attachments

b.Use the paper clip to add
required attachments

10. Check box “Submit for
Approval” and Save.

Add Request
Actions  Help

Manage Documents

Manage Request Documents
File Help
Expense #: 11243615 PO Number: 0
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