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Creating an Expense Claim Estimate in Employee Self-Service (ESS) 

 
 

Important Information 
 

You can submit an estimated claim without attachments. However, you must fill out all required fields on the 
Claim Details Screen and at least ONE expense amount and the location information from the Expenses and 
Receipts screen. Please submit AS MUCH information as possible. 

 
 
 

1.  Log in to ESS. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  Select Expense Reports and Add Your Claim. 
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3. 
 
 
 
a) 

 
 
 
Choose the Claim Type 

 b) Department Name (e.g. Engineering, Finance, Water & Sewer etc.) REQUIRED 
 c) Description (e.g. name of the conference, training, meeting etc.) REQUIRED 
 d) Event:  If  the  Event  is  not  listed  please  email:  Employeereimbursement@cityoftulsa.org 
  REQUIRED 
 e) Start Date (day travel starts) REQUIRED 
 f) End Date (day travel ends) REQUIRED 
 g) Start time (Event) 
 h) End time (Event) 

mailto:Employeereimbursement@cityoftulsa.org
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4.  Now enter more details for the Expense. If not known, you will still need to enter at least one expense 
amount, even if it’s an estimated amount. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.  Enter Destination for City, State and Country. 
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6.  Enter all Expenses related to the travel and upload documents supporting your estimates. 

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Per Diem Expense Types: 
 

To determine if you have a high or low Per Diem, access the Per Diem document under the Resources Tab in 
ESS. Certain locations listed in the document will be a PERDIEMHIGH of $68. Anything not listed on the chart 
is a PERDIEMLOW of $57. 

 
In order to receive your Per Diem prior to traveling it must be submitted and approved at least 8 days prior to 
the payroll before you leave. 
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7.  Attach all supporting documents/estimates to the Claim. 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.  Review the Claim and Submit. 
               
               
                
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
9.  Once you have submitted your claim, you will receive a claim number. 

 

 
 
 
 
 
 
 
 

Thank you for using ESS! 

 
If you have any additional questions regarding your travel, please contact your department travel 
coordinator. 


