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First log into ESS 

• By using your ESS Username and ESS 
password.



Notify Us Tab

• Once you log into ESS, from the menu 
select the Notify Us Tab 



• After selecting the Notify Us tab , select 
Add on the top right corner.



• Select Employer Escalation Workflow, 
then Next.



From the drop-down you will be able to 
select from the following Notify Us 
Workflows:

• Loss of Work Location
• Gain of Work Location
• Sale of a Building
• Employer Name Change
• Union Request of an Updated Roster
• Work Location Address Update
• Managing Agent Change

• Notify us should be 
submitted within 20 
days of the account 
change effective date. 
Please make sure not 
to terminate any 
members.



The other columns can be filled to 
provide more details regarding the 
Notify Us.

The following sections must be filled out:

• Reason
• Effective Date of Change
• Work Location Address 



Files can be uploaded in this section or 
dragged from your computer. 

• Roster
• Agreements
• Additional supporting documents

You will have the ability to upload multiple 
file(s)



If all information is correct, click Confirm.



Once the Notify Workflow is complete, a 
Workflow number will generate. You can 
access the workflow by clicking on the 
hyperlink.



Notify Us Complete

Here you will find all information related to 
the Notify Us that was created. 

You will have the opportunity to attach any 
documents, even after the notify us  has 
been completed by clicking Upload. 



Upload desired file(s) from your computer, 
then click Done. 



Select file(s) type, a description can be 
added then click Done.



Once the file(s) have been uploaded 
successfully, the following message will 
appear. 

Upload Complete



Uploaded files will appear  under the  
existing Notify Us, on the bottom portion of 
the screen. 



Reports Tab 

By pressing  the Home button and , 
selecting the Reports tab, ESS Users will be 
able to run a report for all “Notify Us” 
Workflows.



You will have the option to run the following 
reports.  Select, Notify Us Workflow 
Report.



Choose either PDF or CSV. Once 
selected, you can run a one-time file 
or set up a recurring report. Once 
completed click Schedule.

You will have the option to receive 
an email once the report has been 
processed by checking off Notify 
me when Report is processed.



Once the report is ready to view, you 
will be able to click on the hyperlink.



Sample Notify Us Report 



Conclusion

• If you need assistance creating a Notify 
Us workflow, please contact your 
benefit representative , the  Employer 
Relations Help Desk, or your Union Dues 
Representative

• Email: 
employerrelations@32bjfunds.com

• Phone: 212-388-3354

mailto:employerrelations@32bjfunds.com
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