
Employees visit your organization’s website for a 		 •	
	 link to the ESS web application.

Increase convenience and employee satisfaction 		 •	
	 by allowing workers to quickly view real-time data:

Demographic Information•	
W-4 •	
W-2 (Previous Year)•	
Payroll Checks•	
Leave Balance•	
Benefits•	
Deductions•	

Employees can make changes via the Internet to 		 •	
	 the following:

Demographic Information•	
W-4•	
State Equivalent W-4 Form•	
Direct Deposit Sign up•	
Leave Request•	

Changes will be routed to appropriate staff member(s). 	•	
	 Once the changes are approved,  the automatic interface  
	 instantly updates CSI’s Payroll or Personnel module.

CSI’s Employee Self Service module (ESS) allows you to provide faster, more efficient service to your 
employees while dramatically reducing the burden on Human Resources and Payroll departments.  
Make information like address, leave balance and current benefits elections easily accessible to your 
employees.

®

ESS Requests displays a list of items this employee has waiting for someone else to approve.  If this employee had approval 
rights, the Tasks list would show any items waiting on their approval.	

Employee Main Screen

Leave Balance Inquiry

Employee Self Service



Payroll Check Inquiry

Employee Self Service

Employee Check Inquiry displays a list of an employee’s Payroll checks in summary form. For more information, click 
on the reference number to view check detail.

Benefits Inquiry

Deductions Inquiry



Employee Self Service

Direct Deposit Sign-up

W-2 Summarization

W-4 Inquiry



Demographic Inquiry & Change

Employee Check Inquiry displays a list of an employee’s Payroll checks in summary form. For more information, click 
on the reference number to view check detail.

Employee Self Service

Requested changes will be routed to appropriate staff member(s). The Approver clicks on a task to view details, then approves 
or rejects. If the changes are approved, the automatic interface instantly updates CSI’s Payroll or Personnel module. The 
requestor/employee will be notified via e-mail once their request has been approved.

Tasks/Employer Approvals
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