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Log in

EMPLOYEE SELF SERVICE

HRMS EMPLOYEE SELF SERVICE
LOGON STEPS

First Time Log On

1.

2.
3.
4

I

Click First-Time User Register Here

First Name: Enter your first name you see on your pay checks

Last Name: Enter your last name you see on your pay checks

Social Security Number: Enter your Social Security Number in XXX-XX-
XXXX format, including the dashes.

Security Question: Select a Security Question from the dropdown menu.
Security Answer: Enter your answer to the Security Question you chose.
Click Save

To protect your confidentiality, please keep your user name and login
credentials in a safe and secure location. Please also be mindful to close the
application on your computer or cell phone when completing your ESS
session.

Welcome to ESS!

Create New Logon

To set up your Legon, provide the following information

First Name

Last Name

Social Security Number * JO0X-DX-XXNK

Security Question

Security Answer

Returning Users

1.
2.

Enter Username and Password
Click Logon

Username

Password




Personal

EMPLOYEE SELF SERVICE

Instructions for each menu item can be found on the Instructions Pane on the right
side of the screen. These will give clues and directions to make full use of the benefits
of ESS.

Related links to the page you are viewing can be found to the right in the Related Links
pane below the Instructions Pane. These links will take you to other pages within ESS
as well as external links to your insurance providers’ web pages, and to forms and
documents like W-4 forms and Direct Deposit Authorizations.

Personal Profile

Nichols Brothers Boat Builders Log off -

m Employee Administrator Reports
I T

Employee
Personal Changes will require Approva [#
Personal Profile

Address

Plicia Employee ID
Dependents/ Beneficiaries First Name
Emergency Contacts
Education Middle Name
Medical
Skills Last Name
Event:

_ven " Nick Name
Time Off
Change Logon Salutation

Benefits . 5

Current Benefits Ry S

o bt

Compensation

Pay History Age
Job Marital Status
Performance Review
Company Phone List Gender
E-mail
Alt. E-mail
Smak
moker Yes Mo
Ethnic Origin

1. Under the Personal menu, Click Personal Profile

If your information is not correct click the edit icon E" in the upper right-
hand corner

Make changes as needed

Click Save

5. 'These changes will notify your manager and the HR department.

Bl




EMPLOYEE SELF SERVICE

Address
Empioyee Address
Personal Changes will require Approva!
Personal Profile
Address
Phone Home
Dependents/ Beneficiaries
Emergency Contacts Street
Education
Medical ARRaRs
skills City
Events
Time Off State
Change Logon
"9 o zip
Curmm Benefits County
Country
Compenuuon
1. Under the Personal menu, Click Address
2. If your information is not correct click | "l in the upper right-hand corner
3. Make changes as needed
4, Click Save
5. These changes will notify the HR department.

Phone

Employee

Changes will require Approval
Personal Profile
Address Use International Phone Numbers + No Yes
Phone
Dependents/ Beneficiaries Home -
Emergency Contacts Business  (360)331-5500
Education
Skills Cellular  ()-
Events Pager 0-
Time Oft
Change Logon Fax ()-
[t e |
1. Under the Personal menu, Click Phone
2. If your information is not correct, click | , in the upper right-hand corner
3. Make changes as needed
4. Click Save
5. 'These changes will notify your manager and the HR department.




EMPLOYEE SELF SERVICE

Dependents/ Beneficiaries

Employee Dependents! Beneficiaries

Changes will require Approval +

Personal Profile
Address

Phone
Dependents/ Beneficiaries | Name ¢ Type # Relationship # SSN# Birth Date Edit

Emergency Contacts Beneficiary SIGNIFICANT OTHER ['/

Education
Skills

1. Under the Personal menu, Click Dependents/ Beneficiaties
2. If the information is not correct for a listed dependent/beneficiaty, click B
3. Make changes as needed
4. Click Save
5. If you would like to add a dependent/beneficiaty, then click the +

icon in the upper right hand corner.

Dependents/ Beneficiaries

Changes will require Approval

First Name |

Middie Initial |

Last Name .| |
Type . v
Relationship « | v
Birth Date e

Age

— |

Gender | v

Smaker CYes ® No

Address | ]

6. 'The fields with the * must be filled in with the dependent/beneficiary’s
information

7. Click Save

8. 'These changes will notify the HR department.




EMPLOYEE SELF SERVICE

Emergency Contacts

Employee Emergency Contacts

Personal Changes will require Approval
Personal Profile
Address Primary Contact
Phone
Dependents/ Beneficiaries Use Intemational Phone Numbers * No Yes
Emergency Contacts
Education Name Home
Skills ” <
Relationship Business
Events
Time Off Address Extension
Change Logon Cellular
Pager
CoRgsRsiion Secondary Contact
Pay History Use International Phone Numbers * No Yes
Job
Perf Re
ormance Review —
Company Phone List
NBBB Handbook Relationship Business
Leave Request Cellular
Pager
1. Under the Personal menu, Click Emergency Contacts E,
2. If the information is not correct for a listed emergency contact, click
3. Make changes as needed
4. Click Save
5. These changes will notify the HR department.
Education

s il require Approva

Dependents’ Beneficiaries
Emergency Contacts
Education

Skills

Events

Time Oft
Change Logon

Under the Personal menu, Click Education

Here you can add any educational information by clicking the +

If the information is not cotrect for listed education, Click edit D’
Click save

These changes will notify the HR department

AR




EMPLOYEE SELF SERVICE

Events
Employes Events
Personal Profile
Address Event % Effactive * Next Due + Edit  Delete

Phone

Dependents/ Beneficiaries
Emergency Contacts
Educafion

Skills

Events

Time Off

Change Logon

1. Under the Personal menu, Click Events +
2. Here you can add any Events that you have by clicking the
3. Choose your Event from the dropdown menu and enter your details
4. If the information is not correct for listed events, Click the edit icon B
5. Click save
6. These changes will notify the HR department
Time Off
Employee Time Off
Personat
Personal Profile Plan Carryover + Accrued Through -Taken -Requested = Available
Address [PTo- 36 Hny - 0.00 1047 232019 000 0.00 000 |
sho- | Birthaay - 0.00 800 232019 000 0.00 800

Dependents/ Beneficiaries

Emergency Contacts
Education

Skilis

Events

Time Oft

Change Logon

1. Under the Personal menu, Click Time Off

2. 'This will display the Paid Time Off, Vacation, and Birthday hours available to
you as of the most recent Payroll Period.

3. 'The details of your plan will be shown

4. To view details, Click the * icon to open the details of that plan. Note:

Birthdays will not have details until you have been paid your Birthday hours.
5. To enter Time Off Requests, see Leave Request under the Resources menu.




EMPLOYEE SELF SERVICE

Change Logon

Employee Change Logon

Personal B
Personal Profile
Address Flease enter the following information to change your logon

Ph
one o The usemame and password cannot contain any spaces and the password must be in the
Dependents/ Benefciaries following format:

Emergency Contacts
g Minimum Length: &

Education Maximum Length: 15

Skilis Minimum Numeric Characters: 1

Events

Time Off

Minimum Special Characters: 1

Change Logon
Benefits

Current Banefiis Usemame Usermame
Employment Password

Compensation

Pay History Confirm Password

Job
Company Phona List

1. Under the Personal menu, Click Change LLogon
2. 'This is where you will come to change your password. E‘,
3. To update password information, Click the edit icon in the top right
4. You will be prompted to enter new password information and all requirements
are listed.
Benefits Current Benefits
Employee Current Benefits
o Your Monthly tota! deduction is $91.79
—— Your employer's total ¢ ion is $354.00
Address
Phone Benefit Election/ Your Employer
e Coverage Deduction Contribution
Dependents/ Beneficiaries Core - HMO Plan 3 $325.85
Emwagncy Contacts Dental . $28.15
Education HSA Single . 56249
Skills
Events
Time Oft
Change Logon

| Current Benefits \

1. Under the Benefits menu, Click Current Benefits.

2. This will display your current medical, dental, and savings plans. Your
deduction will be displayed as well as employer contributions to the monthly
premiums.

3. Note that this will not display employer match for your 401 (k) contributions,

but those numbers are available on your account statement through the BAC
link in the Related Links pane.




EMPLOYEE SELF SERVICE

Employment Compensation

Personal

Personal Profile Pay Effective Date

Address Annual Pay

Phone >

Dependents/ Beneficiaries PAY reriod Siery

Emergency Contacts Hourly Rate

Education Pay Frequency Weekly
Skiiis Salaried / Hourly

Events

Time Off

Change Logon

Compensation

Pay History

Job History ~

Company Phone List Effective Date Annual Pay Pay Period Salary Hourly Rate Salary Grade

1. Under the Employment menu, Click Compensation
2. This will display your current compensation as well as any changes that take
place in your compensation.

Pay History
Emplor Pay History

Personal Profile Pay Day & Wages Paid % Deductions ¥ Taxes ¥  NetPay & Preview  View Stub

— 2812018 : i ] Ty

Phone 21112018 ; 7]

Dependents/ Beneficiaries 11252019 E:i

Emergency Contacts 111872019 Ei

Education 11172019 e

Skills 1/4/2019 g B

Events 12/2872018 f 2 3 i ]

Time Off 122172018 ; 4 a ]

Change Logon 121142018 i ; d By
12712018 B 5 1 3 T
111302018 ¢ i i ]
112172018 Z 3 i i T
11/16/2018 3 [

Compensation 111972018 |

Pay History 11i272018 i # [ ] E‘ﬂ

Job 1012612018 : 4 a ]

Company Phone List 101272018 . ' e

fiibiarces 10/5/2018 8 5 i E‘

912872018 “§

NBEB Handbook 12

Leave Request

Phone Directory

1. Under the Employment menu, Click Pay History
2. 'This will display the basic details of your paychecks

3. Under the View Stub column, you can view, download, and print your
paycheck stubs for previous payroll periods. Note that this pane will show only
nineteen lines of pay history. Previous history can be found on subsequent
pages. Click the orange number in the bottom left of the Pay History pane.

10



EMPLOYEE SELF SERVICE

b

Compensation
Pay History
Job

1. Under the Employment menu, Click Job

Job Organization
Personal Profile Title ot
Address
Phone Start Date Class
Dependents/ Beneficiaries | In Position Resource NBEBB
Emergency Contacts Manager
Education
Skilis SUpeIitor
Events Hire Date
Time Off
Change Logon History ~
Title Start Date Manager Supervisor

2. This will display your current job title and information, including manager and
supervisor names, and a history of your positions within the company

Company Phone List

Employes Company Phone List

Personal Profile

Address

Phone

Dependents/ Beneficiaries
Emergency Contacts
Education

Skills

Events

Time Off

Change Logon

Compensation

Pay History

Job

Company Phone List

Department
Last Name

First Name

Sort By

All

Last Name

1. Under the Employment menu, Click Company Phone List
This allows you to search for employees within the company for email
addresses and phone numbers as well as display photos of employees.

3. Leaving Department set to All and Last Name and First Name fields blank will

return a search for all employees.

11



Resources

EMPLOYEE SELF SERVICE

NBBB Handbook

Personal Profile
Address
Phone
Dependents/ Beneficiaries
Emergency Contacts
Education
Skills

Events

Time Off
Change Logon

Ice Floe, LLC dba Nichols Brothers Boat Builders

Ship Building: Our Way

Current Benefits

Compensation
Pay History
Job

Company Phone List
Resources
NBBB Handbook
Leave Request
Phone Directory

ICHOLS
BROS, EQAT BULLDERS

1. Under the Resources menu, Click NBBB Handbook
2. 'This displays the current employee handbook for you to view, download, or
print

12



EMPLOYEE SELF SERVICE

Leave Access

Employee
F— NICHOLS BROTHERS BOAT BUILDERS - (2019) ~ OFFICIAL LEAVE REQUEST
Personal Profile
Address EMPLOYEE SECTION
Name: ploy b Today'’s Date:
Phone ~ e
Dependents/ Beneficiaries Date of Time Off: AND (circle on“ Requested dates on below calendar.
Emergency Contacts Type of Leave: Please Enter Exact Number of Hours OR Choose Appropriate Fill to Amount:
Education
skills of PTO Hours: () Birthday Holiday: 8 Hrs. Number of Unpaid Hours:
Events (3 Fill PTO to 40-Hour Week. O FillpTO to -Hour Week
Time Off
RS Partial Day: TIME LEAVING: and /or TIME ARRIVING:
Benefits Leave Request Policies snd Guidelines
 You can ONLY use PTO for time in which you are scheduled to work,  Approval of pre-arranged tima off is given on 3 first-come, first.serve basis.
Current Benefits not including Saturday or Sunday.
- Approved yee from  IF YOU DO NOT SELECT THE TYPE OF BENEFIT, YOUR ACCRUED PTO WILL BE
ooyt that time. APPLED!
Compensation - Employees needing more than three days of PTO for (Self o Immediate / Stalt) will —
Pay History family member’ [FvLa) each /
b need later Monday, for absences during the prior week.
Company Phone List
2019
NBBB Handbook January February ‘ March April
PR SR S MTWTh FS$ SMTW FS|SMNTWNDNE S|SNTWMDES
q ) : ] . ] . : L] ? ) s ) 4 s &
Phone DlrECtO'y L] 7 . Ll L L 3 . . v 2 . 5 L] 7 . L 7 8 9 um vy
B M3 s T eow » s » L L I BT M S W T W e
o N 2/ B T " = o T W »w e na un BT auEn s>
T Wm0 L MWW Al A
»
! 4 + - +
May June | July August
S MTWM™P S MTWT F $ S MT WP S SMTWIFS
. : g9 ' . 2 3 . 5 & L 2 3
s & S 9 MRS S &85 & 7 S0 9 NESN $ $% P B.9 W
LI " BN B2 Y MY M S % 2 BN » "B U MY W
» e n N s w A e nn B ME e oy o n 2 AN
» B en WD M NN L B I B AR
. |
September October November December
S MTWTh F § S MTWThF S|  S$MTWThFr S $SMTWIPFS
' : 3 4 $ & ? ' 2 ] . s . : ) S -3 9 8 &
» P ¥ un B OM . b ~ Ll w on o2 . s . b 4 L] A 9 n ¥ UM
S % 8w en O M8 W% 8w L L I I T B L )
2 U UMy TS 0 N 1Y NN T8 W n nny 2L ML NN
" » Lo B B MBS » »»

© Conrdona con

—_

Under the Resources menu, Click Leave Request

This allows you to view and print the form used to request any time off

3. 'This form must be filled out and put through normal channels. Cutrently, this
is only for access to the form and not for submission.

N
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EMPLOYEE SELF SERVICE

Phone Directory

Employee

Personal

Personal Profile

Address

Phone

Dependents/ Beneficiaries

Emergency Contacts

Education

Skills

Events

Time Off

Change Logon
Benefits

Current Benefits

Employment
Compensation
Pay History
Job
Company Phone List

NBBB Handbook
Leave Request
Phone Directory

NICHOLS BROTHERS BOAT BUILDERS PHONE DIRECTORY

3315173

307 |Executive Vice President of Sales
302 [Sales & Marketis
208 |Conference Room

[sales

[Constyuction Manager

Foreman

Panel Uine Supervisor / Special Projects

Metal Work Supervisor

Construction Manage(
|ConstructionManager |
Paint / Welding Supervisor

Warehouse Manager

|Gavintiggins /CEO [ 3315186 | 330 [Chiel Executive Offcer
| svssei] 202 [GovinsOffice ConferencePhane ] ]

1. Under the Resources menu, Click Phone Directory
2. 'This is a list of phone numbers for positions, locations, and many people
within the company. The list is available to view, download, and print.

[ DIRECT | EXT [TITLE CELL PHONE snof0s
(FAX LINES
331.5500 0 [Main Number / Cristy FRONT OFFICE (360) 331-7484
331-5357 | 318 |Payroll / Accounts Receivable PURCHASING (360) 331-2287
[Accounts Payable SALES 1360) 331-6181
(404) 273-7. TRUCK DRIVER (360) 632-4397
‘! 213111
3315172 | 315 |Muman Resources / Director ) 346-2693] [150 Sunvise Lo, pley, WA 58260
3315351 | 207 |Human Resources / Administration (360) 684-4987
222-4860 | 345 |[Front Desk
| Payless (360} 331-4810
331-5171 5! Sharpe ({800) 422-2325
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