
Employer Instructions

How to create a “Notify Us”  
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Log in to ESS and select Employer



3Click on “Notify Us”



Select “Add New” 44
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• Enter the ‘Effective Date 
(of Change)’ and the 
‘Reason’

• Select from the 
‘Reason’ dropdown 

• These fields are 
required
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1. *Effective Date (of Change): Require field

2. *Reason: Require field

3. Work Location Code: Numeric ONLY. Max 25 characters

4. Work Location Name: Free form. Max 250 characters

5. Account#: Numeric Only. Max 25 characters

6. Old/New Employer Named: Free form. Max 100 characters

7. Comments: Free form. Max 245 characters

8. Attach File: Max file size 25 MB. File types accept it 

(Excel, Word and PDF)
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You should always add 
comments that could assist us 

with this request. 



Attachment 77

Attach File

• An Account Change Form (ACF) is no longer necessary

• A completed Roster should always be attached. Columns G, H 
and I are ok to leave blank.

• Only one file allowed to be attached for each workflow. Attach 
File: Max file size 25 MB. File types accepted are Excel, Word and 
PDF.

• If losing an account/work location, do NOT terminate the 
members. We will transfer them or terminate them according to 
the roster you sent to us.
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Attach File

If you would like to add the Union Dues Cards or 
any other file, send an email to your Union Dues 
Representative (for registrations cards) or to 
Employer Relations (for any other document) 
indicating the workflow number in the subject line.
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Once you click on ‘Submit’ the workflow number appears on top.

Keep this number for your records. 

Once again, remember DO NOT terminate any member if losing an 
account. 
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The Workflow number can also be found on your Home Screen 

in the “Alerts” section
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ESS Users will be able to run a report for all “Notify Us” Workflows
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Notify Us Workflow Report Sample



13Questions?

If you need assistance creating a 
“Notify Us” workflow, please 
contact Employer Relations, your 
Benefit Representative or your 
Union Dues Representative.

Email: 
EmployerRelations@32bjfunds.com
Office: 
212.388.3354 Option #1

mailto:employerrelations@32bjfunds.com

