
Employer Instructions

How to create a ñNotify Usò  
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Log in to ESS and select Employer



3Click on ñNotify Usò
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Å Enter the óEffective Date 
(of Change)ô and the 
óReasonô

Å Select from the 
óReasonô dropdown 

Å 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. 


