
Employee 
Self-Service



Housekeeping

•We will record this webinar and post it on our website by 
end of day today (COVID-19 resource page)

•Please submit questions via the Q&A function, not the 
Chat

•OR submit to questions@dominionpayroll.com



Overview

Providing your employees access to Employee Self-Service 

(ESS) screens is easy. You can add the employee’s email on 

Quick Hire, New Hire Wizard or General screen, then check the 

Enable Self Service Access box. When you save the data, a 

system email will be generated to the employee with 

instructions on accessing the system



Employee Self-Service Initial Sign-on

.

Once the employee clicks on the link provided, the Username and Client Code will be pre-filled. 

▪The Authorization Pin number is the last 4 digits of the employee’s SSN. 

▪They will then create and confirm a Password. 

▪Passwords must be a minimum of 12 characters (at least one lower case alpha [a-z], one upper case alpha [A-Z], one numeric [0-

9], and one special character. Spaces can support the use of easier to remember passphrases. Passwords will not expire. 

▪They will then select challenge questions/answers and confirm 

▪Best Practice: Employees should add their cell phone number in order to receive text messages if they access Employee Self-Service 

from a different IP address.

Employees must click on the link provided in the email. 
Whichever email address is provided in the email will be the 
username for Employee Self-Service. The one-time 
authorization code for the initial sign-on is the last four digits 
of the employee’s SSN



What can an Employee do in ESS?
In the menu located on the left-hand side are items determined by you for your employee’s access. Clicking on the menu 
item name takes you to a new screen. Below is a list of the most common employee access screens:

• Contact Information: A screen where employees can view the current information or change the current information.

• Employee Contacts: A screen where employees can view employee contacts. A separate screen may be available for 
dependents or beneficiaries

• Documents: A screen where employees can view documents stored in the system based or where employees may be 
able to upload documents. 

• Pay History: A screen where employees can view their pay stubs with all details. They are also able print the stub for 
their records. 

• W2/ACA/1099 Forms: A screen where employees can view and/or print their W2, ACA or 1099 forms. 

• Direct Deposits: A screen where employees can view their current direct deposit information or add and change that 
information. 

• Tax Updates Wizard: A screen where employees can view their current tax withholding and status or change the 
information. 

• Benefit Updates: A screen where employees can update their Deferred Compensation deduction amount, HSA amounts 
or direct deposit.



Setting Up Employee Self 
Service

To set up the ESS access that the employees and/or 
manager/supervisors can have, call or email customer service. 
They will send you an excel sheet that you can check off all the 
items you want employees to see

• “Read Only” or “RO” access means that info can be seen, but 
not edited

• If the word “Update” is on the end (instead of “Read Only”) that 
means the item can be changed by the employee

• A check in the Manager or Supervisor column means they can 
see their employee information, approve time off, etc



What does ESS look like for the 
employee



What does ESS look like for the employee 
if using the new User Interface

All the same info just easier to 
navigate. If interested contact us at 
customerservice@dominonpayroll.com
It’s a free upgrade 

mailto:customerservice@dominonpayroll.com


Let’s take a closer 
look at what an 
employee can see 
and do in ESS



Name/Contact 
Information 

• Enter the new street address and 
proper zip code. 

• When entering a zip code, they 
may get a drop-down menu with 
multiple towns listed. 

• Choose the proper city or town 
because they may affect the 
taxation. 

• Click on Save. 

• Note: A change of address may 
cause a change in taxes



Employee Contacts



Documents: You may load employee documents in the system such as W4, state withholding 

form, I9, employment documents and more for your employee to view or access. Here is an example 
of what they might see.

Your employee can click on “View Document” to open and review the document loaded. 



Pay History is a record of each check stub available in isolved. The history at the top of the page is by year and check date. It 
includes “Gross Pay,” “Total Hours,” “Net Pay,” “Check or Voucher Number,” “Check Amount,” “Description” and “Payroll Run #.

In order to see more Pay History, use the scroll bar on the right-hand side of the menu, or change the Year in the dropdown 
box. The screen default will be a view of the employee’s most current pay stub. The top of the pay stub is a summary of dates
and employee information, including withholding status.

Employees can view or print their pay stub in a .pdf version by clicking on the View/Print Pay Stub on the black action line.

Pay History



W2/ACA/1099 Forms can be used to obtain a .PDF copy of either your 
W2, ACA 1095 Form or a 1099 Form, if applicable. The Tax Year will 
appear, and when selected, you can view the PDF version and print if 
needed.

• Forms will be available for any years that isolved produced the forms. 
• Employee Self-Service will not normally post the current year form until near the 

deadline (January 31st). 
• You can receive a physical copy of the forms from your employer.



Direct Dposit

Employees can click on the option to view 
the information for their direct deposit 
account(s).

Since this is a view only screen, they are 
unable to make any changes. It is for 
informational purposes only. Employees 
would need to contact you to add or 
change a direct deposit account.

Direct Deposit Updates

If employees have access to Direct Deposit 
Updates, they can click on the option to 
view, add or change the information for 
their direct deposit account(s).



Tax Update 
Wizard

If you give your employees access 
to Tax Updates Wizard, they can 
change their withholding 
information for any Federal, state 
or local jurisdictions in which they 
are paying taxes



Benefit Enrollment: This is used 
during the period your company 
has indicated as a benefit 
selection period either as a new 
hire or yearly. This screen will 
walk employees through their 
benefit selections, and they are 
able to select the applicable 
plans for their needs. 



Benefit Summary: A list of Benefits and your employee’s selections for each along with the cost per-pay. 

Life Events Wizard: If your employee has a change in personal status or 
circumstances such as a birth of a child, divorce, marriage, they can 
use the wizard to make changes and upload any documents needed.



Troubling 
Shooting ESS 
Issues



Email Issues

Employee did not receive email

◦ Verify the email is correct

◦ Ask employee to check junk mail. These emails are 
generated from no-reply@infinisource.com which some 
browsers identify as junk or spam

Employee’s email address is incorrect

◦ Navigate to the general screen and uncheck “Enable Self-
Service Access” click save. Change the email address and 
click “Enable Self-Service Access” again and click on 
Save. 

mailto:no-reply@infinisource.com


Lock Out 

Employee had access to ESS previously but unable to login today

◦ If the employee has forgotten their loginID, it is their email 
address

◦ If the employee has forgotten their password, they can use 
the forgot my password feature on the login screen.

◦ After 5 attempts they will be locked out

◦ You can unlock their account on the general screen

◦ Navigate to Employee Management > Employee 
Maintenance > General

◦ Uncheck the “Self-Service Account Locked” box and save 

◦ This will generate a brand-new authorization for them to 
setup their account again 



Self Service Management

Employers can manage all employee emails sent and their 
status when using the Self-Service Management tool. 

◦ Navigate to Employee Admin Tools > Employee 
Administration > Self Service Management

◦ There are 5 tabs: 

◦ Account Status

◦ Enable Access

◦ Inactive Status

◦ Locked Accounts

◦ Resend Emails



Self Service Management
◦ Account Status – you can see all of your EE self-service email 

addresses at a glance. If you need to make a change, you can 
click on the EE’s name and you will be routed to the general 
screen to make an update.

◦ Enable Access – For those employees with a self-service email 
(access not enabled). You can click enable and send email to 
individuals or to all employees in the list. Click “Process” to 
complete



Self Service Management
◦ Inactive Accounts – Here you can see which emp0loyees did not 

authorize their account after the initial email was sent out. 
Select employees and click “Send/Resent email” and Process

◦ Locked Accounts– If an employee locks themselves out of their 
account, the system will reset after 10 min. However, you can 
unlock their account here as well.

* Don’t forget you can also unlock an employee’s account on 
the general screen



Self Service Management
◦ Resend Emails– Here you can see which emp0loyees did not 

authorize their account after the initial email was sent out. 
Select employees and click “Send/Resent email” and Process

◦ Locked Accounts– If an employee locks themselves out of 
their account, the system will reset after 10 min. However, 
you can unlock their account here as well.

* Don’t forget you can also unlock an employee’s account 
on the general screen



Questions

Submit your questions now using 
the Q&A function on your screen

Or submit questions to 
questions@dominionpayroll.com


