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Today’s Objectives
Usage and Benefits of Employee Self Service

Demonstration of ESS Functions
Submitting Requests
Viewing Open and Closed Requests
Updating Open Requests

Question and Answer Session
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Usage and Benefit of Employee Self Service 
Application

Application available at MP’s convenience
Provides for better MP perspective and 
information detail surrounding issue
Enhanced issue tracking and follow up now 
available
6060 still available for critical issues
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Type in your User Login ID
and Password then select

‘Login’
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From the ‘Submit New Interaction’ screen 
User can submit a request or navigate to 

one of the other menu options
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•To submit a new Interaction place your cursor in the ‘Description’ field
•Type in the details of your request
•Select the ‘Submit’ button to complete your request
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•To attach a file to your request, select the ‘Add File’ button
•Browse for the file you wish to attach and select ‘OK’ once located
•Attachment will then appear in window below ‘Add File’ button
•Select the ‘Submit’ button to complete your request
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•After submitting a request, a confirmation that an ‘Interaction’ has been 
added will be seen in the upper left corner of the confirmation screen

•Take note of this Interaction ID number for issue tracking purposes
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E-mail Notification upon the opening of an 
Interaction
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•To view your open requests select
‘View Open Requests’

•A list of your open requests will 
appear in ‘Request ID’ order

•Select the request you wish to open and view
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•The request you selected will then appear

•To view any update from NYISO made to 
your request, take note of the ‘History’ field

•You can also submit additional information  
to NYISO for this open request

•To submit updates to NYISO select the 
‘Update’ button

•Use the ‘Update’ button to  view 
attachments provided to you from  NYISO
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•Once ‘Update’ has been selected you can 
view attachments provided, as well you can
type additional information in the 
‘Update Description’ field

•Be sure to ‘Save’ your updates 
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E-mail Notification upon the closing of an 
Interaction
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•By selecting the ‘View Closed Requests’
option from the menu, you can view the issue
resolution of your requests

•This function can also be used for tracking 
and research  
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•Utilize the ‘Search’ function to access a 
request directly or to generate search criteria 
on particular types of requests
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•To logout of the application select the ‘Logout’
option from the menu

•Selecting this option will log users out 
successfully as well as provide users with a direct
login option to regain access to the application
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What Questions do you have?
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