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Introduction

Cook County (“County”) values County employees and is invested in their professional and personal
development. The County encourages a culture of continuous learning and is committed to providing
employees opportunities to enhance their skillsets and increase the scientific, technical, professional, and
management abilities of our employees to meet both the present and future employment needs of the
County. To support employee development and to attract and retain employees with superior ability and
potential for advancement, the County has established the Tuition Reimbursement Program (“Program”).

Employees who have successfully completed at least 12 months of service with the County are eligible to

participate in the Program unless other terms are provided according to an applicable Collective
Bargaining Agreement.

Before requesting reimbursement through iExpense, employees must ensure that they obtain all
necessary pre-approvals from the Cook County Bureau of Human Resources (“BHR”) in advance of
beginning the planned course(s). Only after the successful completion of the approved course(s), can
employees request reimbursement through iExpense. Refer to the Cook County Tuition Reimbursement
Program Policy for additional guidance and details.
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Accessing iExpense

In this section, you will learn basic functions of iExpense including how to access the module, read the

home screen, generate an Expense Report, delegate Expense Report creation to another County
employee(s) and check a payment status.

To access the iExpense module, use the iExpense User responsibility in Oracle EBS. Access options vary
depending on your location:

e Inside the Office or via VPN: https://ccgprod.ccounty.com
e Outside the County Network: https://ccgprod.cookcountyil.gov

QOracle EBS

1. Login to Oracle EBS using your Single Sign On.

Please make a choice below

EMFPLOYEE
NON-EMPLOYEE Forgot password?

EBS and ESS are available.

2. Select CCP iExpense User from your list of available responsibilities.

Enterprise Search Contract Documents Go Search Results Display Preference Standard v

Home

Navigator Worklist

Personalize Full List
RGO

From Type Subject Sent Due
There are no

nolifications in

this view.

» BB CCG Employee Self Service, Cook County
BG

» Bl CCP iExpense User

&TIP Vacation Rules - Redirect of auto-respond to notifications



https://ccgprod.ccounty.com/
https://ccgprod.cookcountyil.gov/
https://ccgprod.ccounty.com/
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Navigating iExpense

Once logged in under CCP iExpense User, you will land on Expenses Home page, which consists of five
tabs:

ORACLE Expense Reports

Expenses

Expenses Home Expense Reports | Access Authorizations | Projects and Tasks | Payments Search

Expenses Home

1. Expenses Home: View, update, or delete unsubmitted Expense Reports.
e Under Expenses Home screen, you can see the Expense Reports you submitted and its status.

Expanses

Expenses Home  Expense Reports | Access Aulhorizalions  Projects and Tasks | Payments Search

Expenses Home
[Track Submitted Expense Reports

The following expansa reports are sither outstanding or have bean paid in the last 30 days.

Create Expense Report  Import Spreadsheet

Report Numiier Report Submit Date + Report Status Last Report Status Activity (Days] Current Approver Original Receipts Status Imaged Receipts Status Report Total (USD) Purpese  Duplicate  Withdraw
CePiozs2 20-Fee-2025 Ready for Payment 3 Mot Reured Received 160,00 test

¢ You are also able to make updates to unsubmitted Expense Reports or delete Expense Reports.

Update Expense Reports

Clck 0 Lipdate kon 4o make Ohanges 10 & Saved, rijecied, o fedued expense taport

o Rowt 1%
Name Report Nembar Status Report Total (USO) Parpose Update Duplicate  Delete

Nel Ada £13304 Peagress o ’ 3
Daoierc. haea VOraen 8

Met e e g I
Ve ata n Poogy 2 Mechant Seid g
Ntk hana " = a

2. Expense Reports: Search your reports by number or status.

e Within this tab, you can run reports using different parameters such as ‘Report Number’ (i.e.,
Expense Report Number), ‘Report Status’.

Expense Reports

8earch

Mete that the search is case

NOTE

Employees are only able to
search their own Expense
Reports on this screen.

Report Submitted Date
Report Stat
ipts Status

bipts Status
Cancelled

Hold Pending Receipts

Expor] | ee Paid
Report Number . Raricky RSk Submit Date .
CCP10252 1025

Pending Payment

Pending System Administrator Action
Pending Your Resolution
Ready for Payment
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Access Authorizations: Delegate report creation to another employee.

Expenses Home | Expense Reporis Access Authorizations Projects and Tasks = Payments Search

Access Authorizations
Expenses Entry Delegations Expenses Entry Permissions

The people in this list can enter expense reports for you. They can also view all of your previously submitted expense reports.

You can enter expense reporis for the peaple in this list. You can alse view all of their previously submitted expense reporis
P -

Name Remove Name Remove

No results found No results found

e Click on plus sign ‘+’ to add the name of the employee whom you delegate Expense Report
creation on your behalf.
Expenses
Expenses Home | Expense Reports Access Authorizations Projects and Tazks Fayments Search
Access Authorizations
Expenses Entry Delegations
Tiepeople in this list can enter expense reporis for you. They can also view all of your previously submitted expense reports.
g ope
Name Remove
Q g
e Click Search icon to search ‘Full Name’ or ‘Employee Number’.
Expenses Entry Delegations Expenses
The people in this list can enter expense reports for you. They can also view all of your previously submitted expense reports. You can en
e ses
Name Remove Name
q W Mo results fo
Search and Select: Name X

Search

To find your item, =elect a filter item in the pulldown list and enter a value in the texl field, then select the "Go" butfon.

Search By Full Name w Go
Results
Select Employee Number imployee Contingent Worker User Email Organization
Contingent Worker Number _ {umber Number Name Address Name
MO sedren
conducted.

Cancel Select

e Once an employee you wish to delegate the Expense Report creation to is selected, Click ‘Save’.
Access Auu;orlz;llo‘ns‘ ‘ . Revert E
Expenses Entry Delegations Expenses Entry Permissions
e T e i

[ ]

If someone designated you to enter Expense Reports on their behalf, you would see their
name(s) in ‘Expenses Entry Permissions’ sections on the screen.

NOTE: While a designated employee can enter the Expense Report on your behalf, once those reports are created, they will
be routed to you for your review and approval before they can be routed to your designated Department approver.




4. Payment Search: Track your Expense Reports using filters.

e Enter the desired criteria and click on ‘Go’ to perform the search.
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Expenses Home | ExpenseReports  Access Authorizations | Projects and Tasks | Payments Search
Expenses: Expense Reports >
Expense Reports Create New Expense Report  Import Spreadsheet Expenses ~ Save Search
Advanced Search Simple Search
Speciy parameters and values to filter the dala that s displayed in your results set.
Match @& Al O Any
Name Mel, julia
Report Number s v
ReportDate s v %
Report Submitted Date  is A4 Y
Clear Add Another Imaged Receipts Status v Add
o Results will display at the bottom of the page.
Expenses.
Expenses Home | Expense Reports  Access Authorizations | Projects and Tasks | Payments Search
Expenses: Expense Reports >
Create New Expense Ry import Spreadsheet Expenses  Save Search
Expense Reports xpel i xpen:
Advanced Search Simple Search
Specify parameters and values to fiter the data that is displayed in your results set.
Match @ Al O Any
Name (B <) Mei, julia
Report Number  Is -
Report Date  Is v %
Report Submitted Date IS v (23-Mar-2025) %
Go  Clear Add Another  Imaged Recelpls Status v Add
Export | s Rows 1101
Report Report Report Submit Original Receipts Imaged Receipts Report Total _
-
Number Date Date Report Status Status s (USD) Purpose Payments Duplicate
CCP10366 03-Mar-2025  21-Mar-2025 Approval Timed ) paquired Received 120,00 B |~
CCP10245 06-Feb-2025  19-Feb-2025 Paid Not Required Received 2,036.00 test oa 3
CCP10375 06-Feb-2025  27-Mar-2025 Approval Timed oy pequired Not Required 65.25 Conference
cCP103T1 06-Jan-2025  04-Apr-2025 A‘:ﬁ"“"a' Timed o Required Received 76.80 Conference B
CCP10380 03-Jan-2025  31-Mar-2025 Approval Tmed ot Required Received 500.00 MBA degree

e C(Click ‘Report Number’ to see more details of the Expense Report.

Expenses

Expenses Home ‘ Expense Reports Access Authorizations ‘ Projects and Tasks | Payments Search

Expenses: Expense Reports >

656.256 Conference

76.80 Conference

Import

Purpose

pi

500.00 MBA degree

Expense R9p°n5 Create New Expense Report
Advanced Search
Specify parameters and values to filter the data that is displayed in your results set.
Match @ Al O Any
Name |is ~)  Mei, julia
Report Number is v
Report Date Is v (23-Mar-2025) e
Report Submitted Date  is v (23-Mar-2025) o
Go  Clear Add Another Imaged Receipts Status v Add
Export leee

Report Report Report Submit Original Receipts Imaged Receipts Report Total

/ v . p : /
Number “ Date Date = [EpEEED A Status < status - (UsD)
CCP10366 03-Mar-2025  21-Mar-2025 gﬂ?mva‘ Timed  \ot Required Received 120.00
CCP10245 06-Feb-2025 19-Feb-2025 Paid Not Required Received 2,036.00 test
CCP10375 06-Feb-2025  27-Mar-2025 heproval Timed ot Required Not Required
CCP10371 06-Jan-2025  04-Apr-2025 gz‘t”“"a‘ Timed  Not Required Received
cCcP10380 03-Jan-2025  31-Mar-2025 g‘a‘l’m"a‘ Timed ot Required Received
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Creating a Tuition Expense Report

Step 1: Select Expense Template 'CCP Tuition Expenses' as the Expense Template from the dropdown menu, then
click ‘Next’.

Sove || Cancey | Step 1 014 | mext

. L, -
Step 2: Add Expense details by clicking ‘Details’.
Create Expense Report: Cash and Other Expenses Sove| Cancel | Back | Step2of4 | Weat
P
Enler all hilion expendses one expenss ilem per each ine.
Receipt-Based Expenses.
(@ TIP Date Example: 07-APR-2025(DD-MON-YYYY).
Seloct Exponse Lines: | Duplicate  Romove | Show Receipt Curmancy || 4 ==
Line | Date Receipt Amount Expense Type Justification Reimbursable Amount (USD) Details.
. : = =

e Add each course expense for each reimbursement you are seeking with date, amount, justification, and
grade details.

Step 3: Upload required documents (receipt, grade report, etc.) in accordance with the Tuition Reimbursement
Program Policy by selecting the ‘+’ on the ‘Details’ page.

Exponss
ExpensesHome | EXDHNSeREPONS | CIOOICAI TIANSACIONS | ACCESS AUAZHMONS  FTORCE B0 Tasks | Paymens Search

Ganecal mrmaton Cash ang Oter Cxpensss Expanse ARocations Revew
@ Error

Tha following requirad Selds do not have values: Grade, Compieson Date (DO-MON-YYYY)
‘Cash and Other Expenses: Detalls for Line 1 Wemizn Duplicate New Remave Retum
s e

Expansq Type Tuion * Jusuncation |Cobege ABC
* Expense Date B3-Mar-2025
Daity Rate 1,000.00
Number Of Days 1 Expsnss Location
ant 100000 Marchant Name
¥ USD-US Dotar v inal Receipt Missing

oo Rate 1 +
Reimbursable Amount 1,000.00 USD

Meaximam Dally Mol Allowance

Cash and Other Expenses: Details for Line 1

e Click on ‘Choose File’ to select a file you want to upload SE—

then click“Apply’ EE=— ]

Number Of Days 1 Expense Location
* Recelpt Amount 100000 Meichant Waime
* Receipt Curency | USD - US Dotar [ ) Ovignal Receipt Missing
Exchange Rate 1
100000 usD
Add Attachment x
‘Additional Information Attachment Type  File v
. Tida 2025.04.07 21.18:40 Agana (2) pat
Grade Dascription 0250407 0970316 Agenea (21 po (Sm 09505
. sow¥vY
* Grant Funding (Yes! Nol N8| *Category v
*rie Choose Fi | Agenda 2] pot
==

e Fill out ‘Additional Information’ and click ‘Return’. Note Gash and Gther Expenses: Detail for Line 1

* Indicates required field

‘Grant Funding’ should default to No. -

* Expense Date  03-Mar-2025
Daily Rate 1,000.00

Mumber Of Days 1 Expense Location
* Receipt Amount 1,000 00 Marchant Name
* Receipt Cumrency USD - US Dolar v (] onginal Receipt Mssing

Exchange Rate 1 .

NOTE: County does not reimburse you for L L S e
tuition unless your grade is C or better (or pass). Aditional Information

* Grade
* Completion Date (DD-MON-YYYY)
Grant Funding (Yesi No) 1o
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Click ‘Next.’

i

Step 4: GL Allocation is defaulted to the Bureau of Human Resources designated account. Users are not to edit the

GL. Select ‘Next.’

— =2
7 R— |
— ———
Step 5: Review, confirm compliance, and submit.
e Once you have reviewed
.
select the check box, then B 0 e
click ‘Submit.’
o eI ——— T

What Happens Next

The system will display confirmation of Expense Report submi

ttal. Your submission is now routed to BHR for final

review and approval. The expenses will be paid only after BHR completes its approval steps.

Expenses Home | Expense Reports | Access Authorizafions = Projects and Tasks | Payments Search

[ Confirmation
Expense report number CCP10380 for 500.00 has been submitted.
Expense Report CCP10380

Template Name  CCP Tuifion Expenses

Return  Create New Expense Report  Printable Page




