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What is the Employees Self—Service Portal?

The Employees Self-Service Portal (ESS) is a secure web-based
site that is accessible to State of Missouri employees who have
received a paycheck from the state within the last five years.

ESS does not contain information for colleges/universities.

Currently, Users of the Portal Can:

v’ View pay check details from a given point forward.

v’ View leave balance summary information which is current as
of the last regular pay cycle

v’ View statewide employee announcements

v" Follow links to Benefits Providers (i.e., MCHCP, MOSERS, ING,
etc.)—and in some cases, access account information without
logging-in again on the provider’s website

More features and services will be made available as time and
resources allow.

Introducti'on‘
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How this instructional guide can help

The Employees Self-Service Portal will be very easy to use.

This brief instructional guide will:

v’ Prepare you to complete the initial registration process

v’ Provide an overview of the variety of information the
Portal can deliver to your desktop

v’ Explain how to obtain assistance (if needed) to ensure you
get the most out of the Portal

Introductibn
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Getting ready...

The first step in using the ESS Portal will be to REGISTER as a
new user.

To ensure the Portal is as secure as possible—and to uniquely
identify each person, you will be asked some questions that
must match information already entered about you in the SAMII
HR Payroll System.

To answer the registration questions, here’s what you’ll need
to know:

v’ Are you an ACTIVE or INACTIVE EMPLOYEE
v Your LAST NAME

v The LAST 4 DIGITS OF YOUR SSN

v Your DATE OF BIRTH

v" The AGENCY where you work

v" The ZIP CODE of your residence

v The NET PAY on your most recent check

Introduction
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What is Net Pay?

In case you’re wondering...
Net Pay is your take-home pay.

It is the amount that is deposited into your specified bank account,
or the paper check some employees still receive.

Net Pay is your Gross Pay less any deductions.

If you participate in direct deposit, you can obtain your Net Pay
information from

«  Your most recent bank statement
« Your bank’s online banking system
« Contacting your bank directly

If you have a Pay Card, you can contact the toll-free number on your
card to obtain recent transactions including recent deposits to the
card.

Introductibn'
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Beginning the registration process

You can access the Missouri State Employees Self-Service (ESS) Portal by
typing the following web address in your browser:

https://ess.mo.gov

The web address will take you to the entry point for the ESS Portal.

Missouri State Employees
Self-Service
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Beginning the registration process

To begin the registration process, “click” the Register Now button.

Doing this will take you to a new page to answer the security questions
required to create your secure log-in ID.

Registration

If you have not previously created a unigue
User ID OR you cannot remember your User s

ID, please click the Register Now button K EER 0% SRt
below to begin the registration process. This
process will require you to answer several
identifying questions which will
establish/refresh your Missoun State
Employee Self Service Profile,

 Regiser Now |

ter Usar 1D:

before OR forgot your
have not previously
User 1D OR you camot
ser 10, click on the
hutton n the cokemn o

o

Registration | s
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Answering the registration questions

This page displays the questions each employee must answer to further identify
themselves in the registration process.

Missouri State Employees
Self-Service

Home

b Registration Questions
() Yes, I am an Active Employee

O No, I am not an Active Employee

~- You must answer these four questions correctly:

Last Name |

Last Four Digits of Social Security Number \

DateofBirth . | | | (MM-DD-YYYY)

Agency Where You Work |- Select Agency - v |

1
. %+ In addition, please answer the following questions correctly:

Zip Code of Residence | ] (Ra##%)

e 1 3 ':q: Net Pay on Most Recent Paycheck | 1 (#sas.8%)?

Registration e
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Answering the registration questions

You should begin by selecting: YES, | am an Active Employee

*)¥es, I am an Active Employee

(_'No, I am not an Active Employee

Home

» Registration Questions
@ Yes, I am an Active Employee

O No, I am not an Active Employee

- You must answer these four questions correctly:

Last Name

Last Four Digits of Social Security Number

Dateof Birth | | || (MM-DD-YYYY)

[ Agency Where You Work | - Select Agency -

" In addition, please answer the following questions correctly:

Zip Code of Residence | | (Ra##%)

Net Pay on Most Recent Paycheck | ‘ (#uaz.8%)?

—

Registration b

Missouri State Employees Self-Service (ESS) Portal: An Introduction for Employees



Answering the registration questions

Then...
Type in your Last Name

Type in the Last Four Digits of Your Social Security Number
Type in your Date of Birth

Select the Agency Where You Work from options in the drop-down list

Missouri State Employees
Self-Service

Home

Registration Questions
() Yes, I am an Active Employee

You must answer these four questions correctly:

Last Name

Last Four Digits of Social Security Number

Date of Birth (MM-DD-YYYY)

Agency Where You Work Sel?c,t, Age,”,c_"f,'

(#easas) !

=
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Answering the registration questions

Type in the Zip Code of Your Residence
Type in the Net Pay on Your Most Recent Paycheck

Then “click” Next

Missouri State Employees
Self-Service

In addition, please answer the following questions correctly:

Zip Code of Residence | | (#aazs)

Net Pay on Most Recent Paycheck 1 (#exx.x%) 7

=

| (#anas)

Cancel |
: ity Net Pay on Most Recent Paycheck = (maaeax)?

Registration s =

Zip Code of Residence
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Creating your secure log-in profile

The next phase in the Registration process will be to create your own unique User ID
and password by following the instructions on the Create a Secure Login ID page.

Missouri State Employees
L Self-Service

2\
i)
i

Home Bacustration

Create a Secure Login ID

STEP 1. The first action you must complete on this page
is to create a New User ID that is uniquely yours.

Your ID SHOULD NOT resemble your social security
number.

User ID Examples:
JohnSample123

Reg|5trat|on b y John.Sample@oa.mo.gov
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Creating your secure log-in profile

mployees

O "‘ In STEP 2, select (“click”) a
Security Image to

accompany your User ID.
If the “More Images” link is

selected, 12 additional _

images will be shown.
More Image

< C\ @, a&a 0

Registration
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Creating your secure log-in profile

Once the Security Image has been selected, the image is displayed on the left side of the screen
along with textboxes for you to enter and confirm your password.

& = Password following the

L

&% | instructions on the screen.
fl Enter your Password again in the
il Confirm Password box and

= =
Migsour State Employees Sell-Service
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The ESS Portal

After completing the registration process and securely logging-in, you will arrive at the
Missouri State Employees Self-Service (ESS) Portal.

Missouri State Employees
Self-Service

Welcome, DONALD P SAMPLE| m
Yaur Agency/Organization Quastions? Contact yaur payroll reprasantativa)
JANET L SMUtH et 578 8201204

More Contact Lofatmatien

JUDTEIARY - CRERATING/ TNFORMATLON TREHNOLESY

Homea

Home ] Pay and Leave Benefits My Information

B Welcome to the Migsour) State Employees Sall-Sarvice Portal, On thig site you will be Announcements
able to)

o Vigw pay chack dataily

o View leave balance summace nformation 02/07/2011 Wa save Mars

o Follow links to banefits Rrovidars Infarmatian
« Viaw statewide employes announcemeants ) —

01/14/2011 Lifestyle Laddar Program Mors
More faaturas and sarvices will be made available as time and resourcas allow. Remindel Information
l 12/40/2010 Birth Defacts Pravention More

Information

12/15/2010 MCHCP Early Ratires More
Rainsurance Program Infacmatian
11/30/2010 Whan Strass Heats Up Mors

Infarmatian

11/30/2010 National Influenza Vaccination Marw
Week! Dacember S-11th nfarmatian
11/30/2010 Family History Morg

Infarmation

Miggourn State Employeasd Sell-Sarvice
State of Minsour / Office of Adminigtration / Contact Information
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The ESS Portal

Through the ESS Portal, you can:

v View pay check details

v’ View leave balances

v’ Follow links to benefits providers

v’ View statewide employee announcements

Missouri State Employees
Self-Service
Welcome, DONALD P SAMPLE| m

Yaur Agency/Organization Quastions? Contact yaur payroll reprasantativa)

JANET L SMUTH ot 5708261204
More Contact Infacmatien

JUDTEIARY - CRERATING/ TNFORMATLON TREHNOLESY

Homea

Home ] Pay and Leave Benefits My Information

B Welcome to the Migsour) State Employees Sall-Sarvice Portal, On thig site you will be Announcements
able to)

Vigw pay. chack dataily

View leave balance summacy iformation 02/07/2011 Wa save More
Eallow. links to banefits aravicdsrs Information
View statewide amployees anneuncemants ) —

3
S
7 Mora featuras and sarvices will be made available as time and resources allow.

01/14/2011 Lifestyle Laddar Program Mors
Reminde lnformation
12/40/2010 Birth Defacts Pravention More

Information

12/15/2010 MCHCP Early Ratires More
Rainsurance Program Infacmatian
11/30/2010 Whan Strass Heats Up Mors

Infarmatian

11/30/2010 National Influenza Vaccination Marw
Week! Dacember S-11th nfarmatian
11/30/2010 Family History Morg

loformation W

Miggourn State Employeasd Sell-Sarvice
State of Minsour / Office of Adminigtration / Contact Information
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The ESS Portal: Pay and Leave

The Pay and Leave Balance Module will
allow employees who have been paid
through SAM Il HR within the last five years
to complete many functions.

You can view and print
the details of specific pay
checks.

Pay and Leave

paT.

Pay Stubs eave Balances

V Click the Check Issue Date to display check details
1 2 3 4 =
Check Issue Date Pay Period End Date Gross Wages Net Pay
11/15/2010 10/31/2010 $3,250.50 $2,320.16
10/29/2010 10/15/2010 $3,250.50 $2,320.17
10/15/2010 09/30/2010 $3,250.50 $2,320.17
09/30/2010 09/15/2010 $3,250.50 $2,320.17
09/15/2010 08/31/2010 $3,250.50 $2,320.17
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The ESS Portal: Pay and Leave

See a listing of annual and sick leave
balances with up to 5 years of history
displayed 12 months at a time.

Leave usage/balance details are also
available.

Welcome, DO

Your Agency/Org3
JUDICIARY-OPERA ORMATION TECHN@L

Home = Pay a e > Leave Balances
Pay and Leave ‘ Benefits My Information
L

= 4‘?1 ‘ : Leave Balances W2 Forms

Click the Pay Period End Date to display leave balance details

Vi 2 3 4 5

Pay Period End Date Annual Leave Balance Sick Leave Balance
10/15/2010 127:30 1989:15
09/30/2010 136:30 1984:15
09/15/2010 129:30 1979:15
08/31/2010 122:30 1974:15
08/15/2010 131:30 1969:15

07/31/2010 140:30 1964:15
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The ESS Portal: Benetfits

The Benefits module provides a listing of benefit providers with links to their website. In some
instances, by “clicking” the link of a specific provider, you will automatically be logged into the
benefit provider’s site. For other providers, you will be taken to the provider’s home page where
you can choose to log-in separately.

Missouri State Employees

.
Self-Service
- Welcome, DONALD P SAMPLE! Log Out
| Your Agency/Organization: Questions? Contact your payroll representative:
JUDICIARY-OPERATING/INFORMATION TECHNOLOGY JANET L SMITH at 573-526-1234

More Contact [nformation

Home > Benefits

Jl Home | Payandieave RN
ey
j, | Benefits Links

| Log Me In To Commuter Benefits Program (AST
y ol l'{‘lé. Log Me In To Missouri Cafeteria Plan (AST)

T ‘;{_ ¢/ Log Me In To Missouri Consolidated Health Care Plan (MCHCP)
BRI | 0 Mo [n To Missouri State Emplovees' Retirement System (MOSERS
¥ Take Me To Deferred Compensation Plan (ING)

E SS PO rta | l, '\f\ Take Me To Missouri Saving for Tuition Program (MOST)
;

ake Me To Missouri Volunts ife In ance Commission (MO

=7
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The ESS Portal: My Information

The My Information module provides a way for you to change how you log-on to the ESS Portal.

This page also provides a link to obtain new W4 Formes.

Welcome, DONALD P SAMPLE! Log Out
" Your Agency/Organization: Questions? Contact your payroll representativer
_‘v JUDICIARY-OPERATING/INFORMATION TECHNOLOGY JANET L SMITH at 573-526-1234
More Contact [nformation

Home > My Information

S Home Pay and Leave Benefits My Information

‘ | Password | W4 Forms
Change Your Password Click to change security image

1. Enter Your Existing Password:

2. Enter New Password:

Your Current Security Image: Your New Security Image:
3. Confirm New Password:

Submit Password Update Submit Security image Update
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Frequently Asked Questions

Included in the ESS Portal are a variety of ways to receive help
with the registration and log-in process—and obtain

assistance from someone within your agency if it is needed. Missouri State Employees
For example, the Frequently Asked Questions page provides Self-Service
help with questions about the User ID and net pay. s

Missouri {....
Sell

) FAQs
What is my User ID?
vour Usar [0 s what you will uss to acoess the Missoun Stste Employees Saif-Serace Pordal on your retum visE to the =S B ol be mportant o

VUser ID wiuch you use to logon to the stste network
comiznston of leters, numbears, 3nd characars est=bished by you) — s=< delow

| Idon't know my net pay from my last paycheck. How can I find it?
| NetPav s vour take-home pay—the amount that is deposited mnto your specfied 2ccount or the paper check some may receive, Net Pay is your

sross P3y less any deduchans.
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Emailing an agency liaison

The Email Contact page opens a page in a new window that allows you to email an agency
liaison with a problem or question about the ESS Portal. You can access the Email Contact page
by “clicking” the Contact Information link found at the bottom of each page in the ESS Portal.

Masoun ate Enployees Self Servce
Stz of Maaesn) / O of Admwests ation / Contact keformaton

Emad Contact

* AN fiekdy are reguived
Agency where you werk -

L 332 Name
First Name
Phone Nember
- Cimail Address
2
" 37 Description of prablem or question
i | Siide 1o Unlock @

Missouri State Employees Self-Service (ESS) Portal: An Introduction for Employees



Knowing who to call

Once you have registered and are logged-into the ESS
Portal, you will also see the name and contact information
for the individual/s who can help you at the top right
corner of your ESS page.

Questions? Contact your payroll representative;

M 1ISSOou JANET L SMITH at 573-526-1234
More Contact Information

Welcome, DONALD P SAMPLE)

Yaur Agency/Organization Quastions? Contact yaur payroll reprasantativa)

IUDTCIARY - QBERATING/ INFORMATION TECHNOLDOY JANET L SMUTH wt 573 82812234
1 More Sontact lnfecmatien

Home ] Pay and Leave Benefits My Information

Jalcome to the Migs( State E ayaes Sell-Sarvie A
] \:; Ih lu:| to the Migeour State Employeses Sall-Sarvice Portal, On this site vou will be Announcements
/a ~
o Viaw pay chack datally
o View leave balance summare information 02/07/2011 We save More
o Eollow links to banefits nrayvidsrs |
Infarmation
« Viaw statewide employes announcemeants
E { 01/14/2011 Lifastyle Laddear Program Mors
I | More featuras and sarvices will be made available a8 time and resourcas allaw. Reminde lnformation
i i 12/40/2010 Birth Defects Pravention More
| Information
{ 12/15/2010 MCHCP Early Ratirae Mors
. Relnsurance Program Infarmation
11/30/2010 Whaean Strass Heats Up Mors
Infarmatian
11/30/2010 National Influanza Vaccination Mars
Week! Dacember 5-11th Infermatian
11/30/2010 Family Mistory Mors

Infarmation

Miggourn State Employeasd Sell-Sarvice
State of Minsour / Office of Adminigtration / Contact Information
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Thank you for your interest
in this presentation.

We hope the Missouri State
Employees Self-Service Portal
proves to be a valuable tool in

managing your work/life activities.
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