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•One System

•100% Control

•Search Engine

•Import Files
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EMPLOYER SELF- SERVICE
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ESS Overview

Chase Pay Connexion

Demo Exercises

Recap
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AGENDA
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Employer Self Service (ESS) runs on any high 

speed Internet connection, but runs best on 

Mozilla Firefox with the preferred version ESR 

60.8.0. 

ESS is used by employers to: 

▪ Report to:

▪ 32BJ Funds

▪ SEIU Local 

▪ Update Roster Information, add new hires, 

create and pay invoices, upload invoice files.

ESS OVERVIEW
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ESS Overview
ESS Homepage has 6 sections

3. Navigation Menu

2. Shortcut Menu
1. Account Settings

4. News

ESS OVERVIEW - HOME PAGE

5. Alerts

6. Employer Account Summary
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ESS Overview
Account Settings

ESS OVERVIEW



Roster
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ESS OVERVIEW

View employees by individual 
account or select “All” to see all 
employees

Roster
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PROCESSING ROSTER CHANGES

1. Shortcut menus enable you to Process a New Hire

2. Drop down menus allow for changes in status for existing employees

1. Add new employees 
to a roster by using 

these shortcut menus

2. Use drop down menu to 
make changes to existing 
employees on a particular 
roster

1. Add new employees 
to a roster by using 

these shortcut menus
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PROCESSING A NEW HIRE



ESS Overview
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Invoices
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New Invoices in ESS: 

ADF Invoice

UDI Invoice

ESS OVERVIEW

Invoices

Pending invoices have not 
yet been submitted, and 
may be edited by clicking 
on “Details”



ESS Overview

•11

Adjustments/Rebills
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ESS OVERVIEW



ESS Overview
Payment Processing
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ESS OVERVIEW

Payment 
Processing

Check the box and click 
“View” to see details of a 
released invoice that 
needs to be paid



ESS Overview
Payment Processing
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ESS OVERVIEW
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Transactions

ESS OVERVIEW

Check the box and click 
“View” to see details of a 
released invoice that 
needs to be paid

Transactions

Check the box and click 
“View” to see details of a 
released invoice that 
needs to be paid
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Uploaded Files
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ESS OVERVIEW
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Uploaded Files
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ESS OVERVIEW
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Uploaded Files
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ESS OVERVIEW

Upload Pass the validation checks to ensure the file 
meets the specifications

Process Correct any validation errors to ensure the details 
meet the file specifications

Release Submits pending invoice to ESS; this completes 
the file submission.  Invoice is ready for payment
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ESS OVERVIEW- EMPLOYER ADMINISTRATION

Employer Administration
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Accounts
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ESS OVERVIEW

Select work address location to view 
different accounts for this employer
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Employer Information
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ESS OVERVIEW

*Displays employer Name, Employer 
Number, Tax ID, Business Address 
and Contacts
*Allows information to be edited
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Notify Us
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ESS OVERVIEW

Roster Information File must be 
received within 20 days from the 
effective date of the account 
change. 



Reports

ESS OVERVIEW

Select report criteria, such as Report 
Type, Date of Reporting Period, 
Invoice and Transaction Status
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Reports
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•Pre-payment Reports by One Account or 
All Accounts for benefits or dues

•Post-payment Reports by One Account or 
All  Accounts for benefits or dues

•Employer ACA 1095C Details

•Notify Us Workflow created

•Member Status Changes

•ESS Account Status Changes

ESS OVERVIEW
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ESS Overview

Chase Pay Connexion

Demo Exercises

Recap
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AGENDA
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http://www.32bjfundsemployer.org/Portals/3/ESS/ChaseVideo_10-27-2017.mp4
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ESS Overview

Chase Pay Connexion

Demo Exercises

Recap
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AGENDA
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Processing Participant

Processing Roster Changes

Invoice Processing

Payments
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DEMO EXERCISES
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ESS Overview

Chase Pay Connexion

Demo Exercises 

Recap
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AGENDA



• Process New Hire

• Process Employee Status Changes

• Create, Process and Pay an invoice, Review 
Transactions

• Account Changes –Notify Us

• Reports
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RECAP
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ONLINE INTERACTIVE TRAINING



Questions?
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V3 ESS

ESS Training

Complete!
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