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 1: Login to Application 

The Purpose of this Exercise is to illustrate how to login to the Employer Self-Service 

application. 

Please refer to the user ID / password information provided by Amalgamated Life 

Insurance Company. 

Login to Employer Self Service 

1. To log in to the Employer Self-Service application, enter your User Name and Password then click

„Log In‟.

2. After successfully logging in, the ESS Home page displays.  The following areas/features are

available:

Employer Management 

Member Management 

Import Files 
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Administration Functions 
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Logout of Employer Self Service 

3. To logout of Employer Self Service, click on the „Logout‟ button.

4. The logout confirmation page is displayed indicating that you have logged out of the Self-Service

Application.  To log in again, click the „Log Back into the ESS solution‟ link.
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Change Email 

5. To change or reset your Employer Self-Service system password, return to the Login page and

enter your User Name and Password then click „Log In‟.

6. Click on the „Account Settings‟ link in the upper right hand corner.
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7. The Account Settings page is displayed.  From this page you can change your email address.  Click

„Save‟ when finished.
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 2: User Management 

The Purpose of this Exercise is to illustrate how to manage users in Employer Self-

Service. 

Please refer to the user ID / password information provided by Amalgamated Life 

Insurance Company. 

Add an Employer User 

1. To log in to the Employer Self-Service application, enter your User Name and Password then click

„Log In‟.
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2. From the Employer Self-Service Home page, click on the „View/Update User Information‟ link

under the Administration Functions section.

3. The Employer User Administration screen is displayed.  To add a user, click the “Add Employer

User” tab.
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4. The Add Employer User screen is displayed.  If the user already exists in ESS, but you want to add

this person as a new Employer User you can search for the user by First Name, Last Name, or SSN

by entering it in the search box, then clicking the „Search‟ button.

5. The system will retrieve a list of relevant matches based on the information entered.  Select the

user you wish to add from the results list.
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6. The system will display a message indicating that the user‟s existing account has been found.

Click „Yes‟ to confirm.

7. The system will briefly display a message that the user has been successfully added.

8. The screen will then refresh with the user information now displayed in the Employer Contacts list.
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9. If you wish to add a new Employer User that does not already exist in the system, click on the text

link on the Add Employer User screen.
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10. The New User page is displayed.  Enter all required information.  Then click „Submit‟.

11. The system will briefly display a message that the user has been successfully added.
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12. The screen will then refresh, and the new user information will be displayed in the Employer

Contacts list.

Update an Employer User 

13. . To update a user, click on the username under the Employer Contacts list.
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14. The User Details page is displayed.  From here you can edit User Details, Address Information,

Contact Information, Applications, Business Entities, User Groups, and Subscriptions.

15. The User Details section allows you to change or reset the user‟s password, lock the user‟s account

in order to prohibit access, and enable/disable access to the Workflow application.
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16. The Address Information section allows you to perform the following:

Clicking on the „Add‟ button will enable you to create a new address for the member. 

Clicking on the „Copy‟ button will automatically end the current address period, and 

starts a new address record with the existing address information which can then be 

modified as needed.  

Clicking on the „Stop‟ button automatically puts a stop date on an existing address. 

Clicking on the „Print‟ button enables you to print the user‟s address information for an 

envelope or mailing label. 
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17. The Contact Information allows you to store the user‟s contact information such as a home, mobile,

or other phone number.  Click on the „+‟ symbol next to the Phone or Email section to add a new

phone/email record.  Click on the „x‟ symbol to delete the phone/email record.

18. The Application section allows user access to be suspended by specific application(s).

19. The Business Entity List section allows you to assign the user‟s title within the business entity.

20. The User Groups Section allows you to assign the user to a user group.  Security privileges are

assigned to the group thereby eliminating the need to assign security to each user individually

21. The Subscriptions section is where you can op-in the user to receive news or other alerts.
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22. Once you have finished updating the user, click the „Save‟ button.
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Delete Employer User 

23. To delete a user, click on their username in the Employer Contacts list, then click the „Delete‟

button.

24. A delete confirmation pop-up window is displayed.  Click „OK‟.

25. The screen refreshes and the user is no longer displayed in the list.
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 3: View/Edit Member Info in ESS 

The Purpose of this Exercise is to illustrate how to view and edit Member information 

in Employer Self-Service. 

Please refer to the user ID / password information provided by Amalgamated Life 

Insurance Company. 

View Member Information 

1. To log in to the Employer Self-Service application, enter your User Name and Password then click

„Log In‟.
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2. From the Home page, click on the „View/Update Member Information‟ link under the Members for

Your Employer section.

3. Search for the member you wish to view by entering an SSN, First Name or Last Name, then click

the „Search‟ button.
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4. The Member Demographics page is displayed.  Here you can edit Member Information, Additional

Information, Address, and Contact Information.
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5. To view a list of all Members, click on “New Search” link which provides “View All” link.

6. Click on “View All” link to see all the members for the employer.

7. On the next screen, you can specify which Members should be returned on the list by selecting

your desired filter criteria such as Billing Location and Start/Stop Dates.  Click the „Filter‟ button

once all criteria have been selected.
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8. The Member list is displayed based on the filter criteria specified.

9. To view or update details for a specific member, select the desired member from the list.  A pop-up

window appears below and you can click on the „Member” option to open the Member record for

viewing/updating.

Edit Member Information 
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10. In the Member Information section, you can edit general details such as the member‟s SSN, first or

last name, birth/death dates, and gender.

11. In the Additional Information section you can enter marital status and dates, disability status and

dates, as well as an insurance date.

12. The Address section contains buttons which allow you to Add, Copy, Stop, and Print address

information.

13. To add a new address record for the member, click on the „Add‟ button.  Enter the new address

information into the pop-up window and then click „OK‟ to save the record when done.
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14. To copy an address into a new record, click on the „Copy‟ button.  Using the copy button will

automatically place a stop date on the current address record, and begin a new address record with

the same information that can be edited as desired.

15. To inactivate a member address, click on the „Stop‟ button.  The system will automatically

populate the stop date field on the address record with the current date.  Note that the Address

Period field changes from “Nov 2, 2009 –” to “Nov 2, 2009 – Nov 3, 2009”.  Also, the „Valid‟

checkbox becomes unchecked after the address is stopped to indicate the address is no longer valid.

(Above: Before stopping the member address) 

(Above: After stopping the member address) 

16. To print a member‟s address information on an envelope or mailing label, click the „Print‟ button.

A print preview is displayed.  You can adjust the font and/or envelope size by using the drop-down

menus below.  To initiate printing, press „Print‟.
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17. The Contact Information section allows you to add or remove Phone, Email, and Website address

information.

18. For example, to add a new phone number, click the „+‟ symbol in the Phone row.

19. Select the desired subtype (Home or Cell Phone) and then enter the number.  Additional numbers

can be added by clicking on the „+‟ symbol multiple times.  Click „Save‟ when done to save the

member information changes.

20. To delete an item, click the „X‟ symbol in the row next to the item you wish to delete.
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21. When you are done making all desired Member Information changes, click the „Save‟ button.  If

you wish to undo a change before saving it, click the „Reset‟ button.
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 4: Setup New Member 

The Purpose of this Exercise is to illustrate how to setup a new member in  Employer 

Self-Service. 

Please refer to the user ID / password information provided by Amalgamated Life 

Insurance Company. 

Add a New Member 

1. Log into the Employer Self-Service application.
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2. From the Home page, click on View/Update Member Information.

3. To add a new member, click the “Add Member” link.
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4. Enter the new member‟s indicative information in the Member Information section. When creating

a new member account, you must include the member‟s SSN, First Name, and Last Name.

5. Click „Save‟ to save the new member record.
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6. The system will automatically switch to the Employment tab so that you can create a new Member

Employment Record.  Enter all indicative information, then click „Save‟ to save the Employment

Record.
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7. A message is displayed stating that the member and employment record have been saved.
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8. You can view the member‟s employment information that was just entered by clicking on the

Employment tab.  From here you can also add additional employment information, or delete

employment information.
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5: Update Billing Reports 

The Purpose of this Exercise is to illustrate how to update billing reports in  Employer 

Self-Service. 

Please refer to the user ID / password information provided by Amalgamated Life 

Insurance Company. 

Update Billing Reports in  Employer Self Service 

1. To log in to the Employer Self-Service application, enter your User Name and Password then click

„Log In‟.
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2. From the Home page, click on the „Review Employer Reports, Billing History, and Payments‟ link

under the Employer Management area.

3. The Reports, Billing History, & Payments page is displayed, and defaults to the Transactions tab.

Click on the „Work History‟ tab.
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4. From the Work History tab, select a Work Report in “Initial” status to update, and then click on the

„Edit Work Report‟ button.

5. The Work Report opens in a new window.
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6. From here, you can update the report to include the number of hours worked by each employee.

Once you have made the updates, click on the „Save‟ button.

7. After the report is saved, click the „Close‟ button.
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8. The Work Report window closes.  The Work History tab is once again displayed.  To release the

completed work report, click the „Release‟ button. Employee members of ESS can Release Work

Reports that are only in “Initial” status.

9. The row updates to indicate that the report status has been changed to “Pre-Bill”.
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View Member Contacts in Employer Self Service 

10. Click on the Employment Tab.

11. From here you can use the filter criteria to generate a list of members for a specific Agreement and

at a specific Billing Location.  You may also view/edit member information by clicking on a

member from the resulting member list.
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View Payment History in Employer Self Service 

12. Click on the Payment History Tab.  This screen shows the payment history for the employer.  Use

the drop-down menu to display either „All‟ „Open‟ or „Closed‟ payments.
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View Transactions in Employer Self Service 

13. Click on the Transactions Tab.  This screen shows transaction activity for the employer such as

work history reports that have been created and payments that have been received.
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 6: View/Update Employer Information 

The Purpose of this Exercise is to illustrate how to view and update Employer 

Information in Employer Self-Service. 

Please refer to the user ID / password information provided by Amalgamated Life 

Insurance Company. 

View/Update Employer Information 

1. To log in to the Employer Self-Service application, enter your User Name and Password then click

„Log In‟.
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2. From the Employer Self-Service Home page, click on the „View/Update Employer Information‟

link.
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3. The View/Update Employer screen is displayed.  From this page you can see important details

about this employer such as the Employer Number, DBA, and Federal ID Number, as well as

Employer Status, Address and Contact information.

4. Update the desired employer information then click „Save‟.

. 
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View/Add Employer Contacts 

5. Click on the Contacts tab.  From here you can view a list of contacts that are at this Employer.

Select a contact from the Contacts section on top in order to view detailed information about that

contact in the Role section below.

6. To add a contact, click on the „Add Contact‟ link.

7. 

8. A menu is displayed that will allow you to add a new contact for the current employer, add a new

contact for another employer, or to link a contact.
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 7: View/Update Billing Location Info 

The Purpose of this Exercise is to illustrate how to view and update Billing Location 

Information in Employer Self-Service. 

Please refer to the user ID / password information provided by Amalgamated Life 

Insurance Company. 

View/Update Billing Location Information 

1. To log in to the Employer Self-Service application, enter your User Name and Password then click

„Log In‟.



7: View/Update Billing Location Info 

Page 47 of 62 

2. From the Employer Self-Service Home page, click on the „View/Update Employer Information‟

link.
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3. The View/Update Billing Location screen is displayed.  From this page you can view and update

employer billing related information.

4. Update the desired billing location information then click „Save‟.

. 
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View/Add Employer Billing Contacts 

5. Click on the Contacts tab.  From this screen you can add a Employer Billing Contact.  Click the

„Add Contact‟ link.

6. A pop-up menu is displayed that allows you to choose to add a new billing contact for the current

employer, a new billing contact for a different employer, or to link a contact.

7. Select „Add Contact‟.
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8. The Add contact screen is displayed.  Enter the desired contact information and then click „Save‟ to

complete adding the contact.



7: View/Update Billing Location Info 

Page 51 of 62 

9. To delete the contact, select the contact to be deleted under the Contacts area, then click „Delete‟.

10. The confirm delete window is displayed, click „OK‟.

11. The billing contact is deleted.
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 8: Import Files 

The Purpose of this Exercise is to illustrate how to import files in  Employer Self-

Service. 

Please refer to the user ID / password information provided by Amalgamated Life 

Insurance Company. 

Import Files 

1. Open an Excel spreadsheet on your computer that you wish to import.

2. Press CTRL+A.

3. Click on the ESS_Import.RDP icon on your desktop.  Enter your username and password to login.

4. After the blank spreadsheet is open press CTRL+V.

5. Close the ESS_Import Excel window.  Choose to Save the document in the default location.  Name

the file to save ESSImport.

6. To log in to the Employer Self-Service application, enter your User Name and Password then click

„Log In‟.
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7. From the Home page, click on the „Import New System Data‟ link from the Import Files area.

8. The Import Files tab is displayed.  This screen lets you import data into ESS.

9. The Filter section allows you to display imports by Description or Status, as well as to refine

results by Start Date.
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10. To create a new import, click the „New‟ button.

11. The New Import pop-up window is displayed.  Select an Import Description from the drop-down

list, then click the „Browse‟ button.  Select ESSImport file and click Open button.  .  Then, enter an

Import Description.
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12. Click „Save‟ to import the file.

13. A message will display indicating the file has been uploaded successfully.  Click the „Close‟ button

to close.

14. The new import file will be displayed with a status of „Not Processed‟
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15. To process the file, click the „Process‟ button.  A confirmation pop-up window will appear.  Click

„OK‟ to begin processing.

16. To void a previous/existing import, click on the desired import transaction, then click the „Void‟

button.  The Status will change to „voided‟.

17. Click the „View Report‟ button to generate a report of imports.

.   
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18. The Import Details Report pop-up window is displayed, allowing you to specify your report

generation parameters.  Once you have made your selections, click the „Show/Schedule Report‟

button.
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19. The Import Details report is displayed.  After reviewing the report, you can click the „Export‟ link

to export it to another format.  Once you are done reviewing the report, click „Close‟.
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 9: News & Billing Alerts 

The Purpose of this Exercise is to illustrate how to manage news and billing alerts in 

Employer Self-Service. 

Please refer to the user ID / password information provided by Amalgamated Life Insurance 

Company. 

View Alerts 

20. To log in to the Employer Self-Service application, enter your User Name and Password then click

„Log In‟.
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21. From the Employer Self-Service Home page, click on the „View/Update User Information‟ link.

22. The Employer User Administration screen is displayed.  Select a user from the Employer Contact

list.
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23. The User Details screen is displayed.
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24. The Subscriptions section is where you can opt-in the user to receive news or other alerts.

25. Once you have finished updating the subscriptions settings, click „Save‟ to save these

changes.


