TOWN OF HOLLISTON

EMPLOYEE SELF SERVICE (ESS)
The Town of Holliston is proud to announce that we have a new software program called Employee Self Service (ESS) which is designed to give our employees access to their payroll information 24 /7. 
Items you need before you access Employee Self Service:

·    Your paystub with your employee id number

·    Last four digits of your social security number

To Log into Employee Self Service, following these steps:

·    Go to the  Town of Holliston’s website at www.townofholliston.us
1. click on “Departments”
2. click on “Employment and Personnel” (Mark as your “favorite”)

3. click on “Employee Self Service” on the left hand side of the screen.

4. Mark as your “favorite” or “bookmark” for future use
· In the upper right hand corner of the screen you will see GUEST | Home| Log In

· Select Log In

· Your user name is your employee id and your last name


 
(ex: 1234spring)
· Your temporary password is the last four digits of your social security number 
(ex:  5678)

· You will be required to enter a new password that contains at least six characters that must contain a capital, a number and a symbol







(ex: Town#0602)

· You will also be required to enter a password hint to help you remember your password.

· Passwords expire after 100 MONTHS.

· If you forget your password please use the “retrieve hint” button to reset your password.  The temporary password will be sent to your email address on file.
· Once you are logged in, click on Employee Self Serve on the left hand side of the screen

· In the upper right hand side of the screen you will see RESOUCES.  If you click on RESOURCES it will being you to the Employment  & Personnel page of the website

FIRST SCREEN
This screen is an overview of your personnel information which contains the follows:

· Personal Information:
Name, address, phone number and email address
· Announcements:  

· Time Off:  Your accrual balances for vacation, sick, personal time etc. and a timeline to give you a snapshot of when you have taken leave

· Paychecks:  You can view details of your recent paychecks.
CERTIFICATIONS
If we have any certification listed in the MUNIS payroll program they will be listed here.

PAY/TAX INFORMATION
This tab allows you to view the following:

· Your paychecks going back to 2010

· Your year-to-date information going back to 2010

· Your W2 information going back to 1996.

· Your W4 information is your withholding taxes for Federal and State.

1. On the right hand side of the screen you can edit your federal and/or state withholding taxes.

2. If you change your withholdings you will receive an email notification that you have a W4 change pending.

3. Once the W4 information has been approved and uploaded into the payroll system you will receive an email notifying you that the change has been made.

·  Paycheck Simulator:  This program allows you to make changed your withholding taxes and         deductions and see the affect on your net pay.  NOTE:  You may want to use the paycheck simulator before you change your W4 deductions.

· Total Compensation:  This screen shows you Total compensation (salary and benefits), the      employee/employer contribution to benefits, your paid compensation breakdown and       additional benefits

PERSONAL INFORMATION

· PLEASE REVIEW ALL OF YOUR PERSONAL INFORMATION ON THIS SCREEN.

· You may edit, change or add information to categories on this screen except Dependents.
· AN EMAIL ADDRESS IS REQUIRED.  

1.  Please verify that the email address is correct.

2. If you don’t have an email address listed, please enter the email address that you want to us to send your payroll information to such as direct deposit advices etc.

TIME OFF

· You will be able to view all of your payroll accruals going back to 2006.

· Adjacent to the hours taken is a calendar overview of the accrual you have taken.

We hope that you enjoy this new software and take advantage of the many benefits it affords you.   Please watch the announcement section for important information regarding benefits, payroll changes and program changes.

If you should have any questions regarding the information contained in this program, you may contact the secretary at your school and/or the Treasurer’s office at Town Hall.
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