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Employee Self Service

 access from any computer.

 view your earnings summary and check history.

 print past check information.

 print W2s for past years.

You can…



Employee Self Service – Login

Login using the username and password you chose during registration.



Home screen menu will have Home–Employee and About ESS.  The Home-Employee 
menu opens to other menu options.  

Employee Self Service – Home Menu



The Personal menu contains the sub-menu for Payroll Inquiry, where you can view your 
earnings summary and paychecks.  

Employee Self Service–Personal/Payroll Inquiry 



You can view and print your earnings summary by year.   

Employee Self Service – Earnings Summary

Select the year 
you wish to view.



You can view and print a statement summary for a specific check date range. You can 
view check detail by clicking on a particular check.  

Employee Self Service – View Pay Checks



The statement detail will display as a copy of the original statement. From here, you can 
also print a copy of the displayed statement.  

Employee Self Service – View Pay Checks



Documents menu contains the sub-menu for View Employee Documents, where you can 
view your paychecks, W2s, 1095-Cs and Truth in Salary Statements. 

Employee Self Service – Documents



You can view and print your detail check information by selecting Checks from the drop down menu 
and clicking the search button. A list of all your statements will be displayed. You can click on any 

statement to view, print, or save it.  

Employee Self Service – Employee Documents

AB



You can view and print your W2 records by selecting W2 from the drop down menu and clicking the 
search button. A list of all your W2s by year will be displayed. You can click on any year to view, print, 

or save the detail record.  

Employee Self Service–View Employee Documents

AB



You can view and print your Truth in Salary Statements by selecting Truth in Salary from the 
drop down menu and clicking the search button. A list of all your statements will be displayed. 

You can click on any statement to view, print, or save it. 

Employee Self Service–View Employee Documents

AB



You can view and print your 1095-C by selecting 1095C from the drop down menu and clicking 
the search button. A list of all your 1095-Cs will be displayed. You can click on any year to 

view, print, or save the detailed record. 

Employee Self Service–View Employee Documents

AB



If at any time you forget your username, you can use Account Help.

Employee Self Service – Account Help

The Account Help allows you to recover your user name with the Forgot Username recovery.  
You must enter your Employee Number and your email address and press Recover. An email 
with your user name will be sent to your email address. The Forgot Username will not work if 
your account has not been confirmed. 



If at any time you forget your password, you can use Account Help.  

Employee Self Service – Account Help

You must enter your User Name or Employee Number and press the Recover button. An email 
with a ‘reset password’ link will be sent to your email address.  



Employee Self Service – Account Help

Once you click on the link in the email, a computer generated password is assigned to your 
user name.  You will receive a message and an email with the new password.  

You can then login with the new password. The password can be changed (instructions on 
following slide).  The Forgot Password will not work if the your account has not been 
confirmed.



You can manage your account by clicking on your user name in the toolbar.

Employee Self Service – Manage Account

You can change your password by 
entering their current password and 
the new password. 

You can change the name and email 
address associated with your ESS 
account.
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