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HRMS EMPLOYEE SELF SERVICE 

LOGON STEPS 

First Time Log On 

1. Click First-Time User Register Here 
2. First Name: Enter your first name you see on your pay checks 
3. Last Name: Enter your last name you see on your pay checks 
4. Social Security Number: Enter your Social Security Number in XXX-XX-

XXXX format, including the dashes. 
5. Security Question: Select a Security Question from the dropdown menu. 
6. Security Answer: Enter your answer to the Security Question you chose. 
7. 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. 

 
 

Returning Users 

1. Enter Username and Password 
2. Click Logon 

 

Log in  
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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 

 

1. Under the Personal menu, Click Personal Profile 
2. If your information is not correct click the edit icon             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.  

Personal 
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Address 

 

1. Under the Personal menu, Click Address 
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 the HR department.  

 

Phone 

 

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.  
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Dependents/ Beneficiaries 

 

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

icon in the upper right hand corner. 

 
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.  
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Emergency Contacts 

 

1. Under the Personal menu, Click Emergency Contacts 
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 

 

1. Under the Personal menu, Click Education 
2. Here you can add any educational information by clicking the  
3. If the information is not correct for listed education, Click edit 
4. Click save 
5. These changes will notify the HR department 
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Events 

 

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 
5. Click save 
6. These changes will notify the HR department 

 

Time Off 

 

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. 
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Change Logon 

 

1. Under the Personal menu, Click Change Logon 
2. This is where you will come to change your password. 
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. 
 
 
 
 
 
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. 

 

Benefits 
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Compensation 

 

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 

 

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. 

Employment 
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Job 

 

1. Under the Employment menu, Click Job 
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 

 

1. Under the Employment menu, Click Company Phone List 
2. 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. 
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NBBB Handbook 

 

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

print 
 

Resources 
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Leave Access 

 

1. Under the Resources menu, Click Leave Request 
2. 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. Currently, this 

is only for access to the form and not for submission. 
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Phone Directory 

 

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. 


