Employee Self-Service Handbook

Hello! This handbook was created to better help you navigate your ESS account. There are multiple features
that come with your ESS account and this handbook will cover most, if not all. If for any reason you are locked
out of your account, need a password reset, or have other issues with your ESS account, please e-mail
esspassword@newhavenct.gov and make sure to state your full name, employee #, primary and secondary e-
mail address, and include a brief description of the issue you’re having.

This handbook is lengthy due to the images, we want to provide as much information as possible.

First thing first, logging into your ESS account! You may use the link listed here to access this webpage:
https://newhavenct.munisselfservice.com/default.aspx **If you’ve already accessed your account and do
not need to review how to login, please skip to page 3**

New Haven, CT - Self Service ’
Waelcame to New Haven Self Service! Heoene
ployees Ernntcnent
g I (D75 Will e your first inimial 10licwed & Last naene ending with the last 4 digits of your Social Security numbser (Fxample Johr Smith with 3 $52 of 2
§ have 3 useMame of JEmthS678)

! LBMPOLAY PATIWOL e e Last four ons of yocial Securtty Number (ezample m 1 a5 101 john Smith @ would be 56700 Each user will be prompled 10 change

If this is your first-time logging into your ESS account, PLEASE read the instructions on the home page FIRST
and then proceed with logging in. The login button is located at the top right-hand corner.

Below is the login page. Now if you’ve read the instructions, you should know your username and temporary
password. If not, please go back and re-read the instructions.

Login
Username Eiose
| Employment
Forgot your username? Opportunities
Password Vendor Self Service

Forgot your password?

Employee Self-Service Handbook 2019 Edition Page 1 of 7


mailto:esspassword@newhavenct.gov
https://newhavenct.munisselfservice.com/default.aspx

After you’ve entered the required information, it will bring you to the screen that will ask you to change your
temporary password. You will have to remember your temporary password! Also make sure to write down
your new password. Once you’ve completed this portion, you can click on the button “change”.

Login

Before proceeding you must change your password. Home

New password must be at least 6 characters long, contain at least Employment
1 numeric character and contain at least one uppercase character Opportunities

and one lowercase character.

Vendor Self Service

Current password

Mew password
Password strength Unacceptable

Confirm new password

MNew password hint

After you’ve created a new password, the screen shown below will pop-up. You will click on “continue”.

Login
Your password has been successfully changed. Home

Opportunities

Vendor Self Service

°© a

New Haven, CT - Self Service As you can see to the left, it will
Welcome to New Haven Seif Service! Home bring you to a screen you’ve seen
before. You will «click on

Leg in D's will be your firs? initial followed by you

number.(Example John Smuth with 2 5% of X

last name ending with the last 4 digits of your Social Secur ) “Employee Self Service”.
X-2478 would have 3 uzerrame of jsmithS678; "H i 2 e

X=X

scunty Number (pample in ths case for Jo
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It'll then bring you to the main screen. This is where you’ll see a quick snap of your information.

Welcome to Employee Self Service \

Engloyee Sell Service

Announcements

Cortifiation
Welcome to the City of New Haven Murss Seff Service application. Use ths applcation to revew your personal mfcemation

Pory/ Laa irdsemtion

FPenensl indurmation

Personal information More
Tirme CH
Tiamng Oppounties
Phone  Emall Employment
Cppotunities
Time off

-

£

v paycheck amourty

[“l’
E

Paychecks

Previous paychecks Tools
- -- Bozan) SN pepge i Pascheck smulatar

VR L RAcs A2

Last Paycheck: /9/2019 R2/2019 D e @

T/26,/2014 a1 ‘

- - /19,2019 T penpi- &
Year to date 2019 - oetaiz I

In the Pay/Tax Information section you can see your paystubs for the year — 2019 in this case. A perk of seeing
your paystub for the year is that you can also view your paystubs from years’ prior. Where you see the
highlight, there is the drop-down box where you can select what year you’d like to view.

s e e B © a

Pay/Tax Information

Errpicyes Self Servitn

Year 2013 %
Cathcabens
Check Date Pay Period Status Gross Pay Net Pay
y Pay/Tax information
852019 172872015 - 8/3,2019 Cleared Jetais
Y10 indormatior
822019 772172019 - 7/27,2019 Cleared Detads
7/26/2019 T/V412019 - T/20/2019 Cleared Datals e
18020t 17172008 - 711372018 Cleared Detasis i
TN22009 T12019 - 7/6/2019 Cleared Detads 1093-C
TAROS 6232019 - §/20/2010 Cleared Retads w4
672812079 6/16/2015 - 6/22/2019 Cleared Detais Paycheck Smutator
6212019 6/9/2018 - 67152019 Cleared Detsls Owect Deposn
811472019 6/2/2018 - 6/8/2019 Cleared Detads Bensaral Wbiatnition
8772018 1/26/2015 - 8/1/2015 Cleared Detals Tome OF
5/19/2019 - 5/25/201 Clearec retals
5/19/2019 - 5, g leared Detals Training Opportunte
SN12/2019 - 5/18/2018 Cleared Detads
Erepley ment
Dppodunt;
3/3201% - 312019 Cleared Details Dppoduntties
571002019 472872019 - 5/4/2019 Cleared Detaids
532019 472472019 - 4/30/2019 Cleared Detads
4/20/2019 4142006 - 4/20/201% Cleared Ostads

L3015 Tywe Taznncmgee ire
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Err— B © a You can click on the YTD Information (Year
Viarito:-Date information to date) button and it will bring you to a new

Empliges Set Semice screen. Here you can see your year to date

— Cosnisions earnings. You can also view your YTD

erview

Gross YTO Eamings S —— earnings from years’ prior by clicking on the
Earmings drop-down box.

P/T HOURLY w2

Deductions :

FICA

MEDICARE w4

FED INCOME

DIRECT DEP -

| W-2 Information

You can click on the W-2. Here you

Riaill Rkl st | can view your W-2 for the current
m—) iew W-2 mage || Cotfiestions | year. Again, there is a drop-down box
| YEAR: 2018 o K
AT where you can select what year you’d
NEW HAVEN, CT 06512
YTD indormation H H
RETIREMENT like to view.
3RD PARTY SICX
it o If for any reason you need to print
Wages and Tax g your W-2 you can click on “View W-2
e X Image” and it will download as a pdf.
o $0.00 Paychech Simulatos
FICA : ;
et Depush
MEDICARE $88.06
SIT-CT $0.00 Parsons wWormation
Tarme OU
DEP CARE $0.00 Trasing Oppartundies
SOCIAL SECURITY TIPS $0.00 Employment
| ALLOCATED TIPS $0.00 Opportunities
NONQUAL $0.00

Here you can view your

Empleywe Solt Serare

K el — 1095-C form. Some people
. ryemeenises— NEed this form to file their
e of emgdoys Y10 Infrermetien taxes. You can access it
Street addruss ) ..
City or town NEW HAVEN G here rather than waiting
Stata or province a for it to arrive in the mail.
Coumtry and 2P cr foreign postal code 08512 93C . .
Again, there is a drop-
e e down box where you can
Plan Start Month 00 Payeheck Tl )
Box 14: Ofter of Coverage IR select what year you'd like
R mee b i tOViEW.
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec
Teme O
Box 15 Employes Required € i Traming Opcartanre
All 12 months Eoployment
Jom Feb Mar Apr May Jum at Aug Sap oa Now Dec o
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W-4 Information

FEDERAL

Martal statuc

SINGLE

£

0

erohons

Addtional amount

$0.0000

CONNECTICUT

Martal statuc

FILING STATUS "E*

0

wrptiorn

EdR

Imployes Sef

Servas

Cotficmtam

Pay/ Tax Intormation

TO foowation

In the “W-4” section, you can view
what information we currently have on
file for you. Although there is an edit
button at the bottom, DO NOT make
any edits here! This section is still in its
development stages. If you decide to
make a change, we cannot guarantee
that it will go into effect or it will result
in your paycheck being incorrect.

There is an option for Pay Check
Simulator. You can click on that and
see what your paycheck would total to
once you enter in different variables.

There is also an option for direct deposit. That function has not been set up. If you click on it, an error
message will pop up.

Now we can go to Personal Information, it will be the fifth option down on the right-hand side.

it M Mot <

7’

Personal Information

General | Demoaraphis antact  Dependent

Emad address

ARernate emal s0ckess

Pramary location

CURRENT PAYROLL

Check location
PERSONNEL/CIVIL SERVICE ADMIN

rame
Empioyee D
55N

Active status

ACTIVE

Personned states

FULL TIME 12 MONTH

Personal Information

General |Demographics | Contact Dependents

Date of birth Ethnic code
Gender Ethnicity
Primary Language Race

Privacy setting Marital state
Veteran status

Disability status

ax 1orm delive

Hre date
8/20/2018
Service date
Ongnal hre date

Supervizor

Supervisor emal

Tax form delivery

In this section you can
view your general
information. You should
see the following fields
filled with information:
Name, Employee ID,
SSN, e-mail address, and
alternate e-mail
address. The only field
that you can make an
edit to would be the e-
mail address field.
Please make sure you
have at least one e-mail
address on file. You may
add one by clicking the
edit button.

E o &

[TE
Emproyes Sof Servece
Catificabon

Pay/Tax Indoeematicn
Tienw O

Trsnng Oppertunities

Impoyment
Opportunties

your demographics. You
provided this information
when you were first hired
with the City. If this
information in not correct,
please e-mail

Home

Employee Self Service
Certifications

Pay/Tax Information

Personal Information

In this section you can view

hrchanges@newhavect.gov

You will not be able to
make edits under this
section.

Time Off
Training Opportunities

Employment
Opportunities
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s B o a

Parscial Wlorination In this section you can view your

[Gomaat oependents  Tas fom delery Mo contact information. This is where you
et Can make your address change. HR no
Y T T — Censicaton longer accepts address changes via
R setmenn - paper or e-mail. If we do receive it,
W T ol perestinemisn - you will be directed to make the
e e change using your ESS account.
Emergency Contacts 200 i (o o

spertimeen You can add/remove people from
your emergency contact by using the
“add new” or “edit” “delete”. Please

New Haven CT 06513

(1 ee ¢ make sure to have at least one person
T P — as your emergency contact.
HOME
Listed The dependents section is still in the
e 1 Moo works. You skip that section for now.
In the tax form delivery, you can select
m B o 4 the delivery method for your tax forms.

Pirsonal information If you select to receive them via e-mail,

: you must make sure you have an e-
sl Demaograpl Conts lependents |Tax form delivery i

: - mail on file. You can click on the
W2 Oclver Method "7 “General” tab and see if you have an e-
* ma S mail on file. If you do not have one on
wimees file, make sure you provide one.

1095 Delivery Method

Persomal Indormation

If you select “self-service only” you will
not receive your W-2 via e-mail or
paper. It will only be made available to
you via ESS. From there you can
download it as a pdf.
If you select to receive your W-2 and 1095 via e-mail, it will be sent to the e-mail that is listed in the “genera
tab. The document will be sent as a pdf and will be password protected. The password to unlock the document
is the last four of your social security number.

I"

If you would like to receive your paystub electronically rather than paper, please complete the opt-out form and
submit to esspassword@newhavenct.gov

If you do not have access to the form, please e-mail esspassword@newhavenct.gov and state your request. Be
sure to include: your full name, employee #, primary and secondary e-mail address. Once the change takes
effect, your paystub will be sent to your primary e-mail in a password protected pdf. The password to unlock the
document is the last four of your social security number.

The time off and training opportunities sections are still in the development stages. You can skip those pages
and proceed to the “Employment Opportunities” tab.
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Employment Opportunities

Welcome to the City of New Haven On:Line Employment Application Portal.

oyee Seft Jervce

Fmployment
Opportunities

it renime 2t wall a1 rower Ietter tn yroor annieatinn A1 attarhments mint b in

Lastly, if you decide to apply for another job within the department or City of New Haven, you will click on
the “Employment Opportunities” through your ESS account. It will bring you to this page and you can apply
for the position. More information will be provided when the time comes. This handbook was created to get
you familiar with certain features and how to access them.

Again, if you're locked out of your account, need a password reset, or have other issues or questions related to
ESS that were not covered in this handbook, please e-mail esspassword@newhavenct.gov and make sure to
state your full name, employee #, primary and secondary e-mail address and include a brief description of the
issue you’re having or your question. You should expect to receive a respond within three to four business days
after sending the e-mail.

As more features become available, we will provide trainings and have electronic documents made available
for your use.

Best,

Human Resources
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