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Getting Started
View these videos and guidance pages to access essential information every employee and manager needs to effectively fulfil

their self-service responsibilities:

Introduction to Shared Services B New to Oxfordshire Schools
Getting Started with Employee Self Service (ESS) B Guide to the IBC Portal B
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Getting started

This section has been improved and includes new videos designed for anyone new
to Shared Services (IBC), but it’s also helpful to anyone changing roles or taking on
management/administrative responsibilities.



Topics

The information about topics has been improved, with more links added. These links
have been selected based on questions and enquiries the IBC has received.

This information provides quick links to guidance/support pages and further guidance
can be found by using the search bar at the top of the page.
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Employee record changes Shopping and finance Reports
Manage employee work hours Create new supplier Staff costs
Manage recurring payments Purchase Orders Payroll simulation
Manage one off payments and Remittances Income and debt dashboard
deductions Purchasing Cards (P-cards) Statutory employment checks
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