
 

 

Managing Employer Contacts  

This is a step-by-step process for managing Employer Contacts in the new Secure Employer Website. Including how to create a new 

Employer Contact, update an Employer Contact, re-enroll an Employer Contact, and unlock an Employer Contact. 

1) Creating a New Employer Contact  

Step 1: From the Global Navigation Menu, hover over Organization and select Organization Contacts.  
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Step 2:  The ESS Organization Contact Maintenance screen displays. From the ESS Organization Contact Maintenance 

screen, select the New button. 

Step 3: In the Contact Details panel, enter the Employer Contact's information. In the Contact Types panel, check the 

appropriate Contact Type. In this example, Admin Contact is checked. Select the Save button.  
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Step 4: From the ESS Organization Contact Maintenance screen, select the newly added contact and navigate to the Self      

Service Details panel. Select the Register button.  

Note: The Employer Contact will receive an email with a temporary password to complete registration within 24 hours. If registration 

does not occur within 24 hours, the Employer Contact will need to be re-enrolled.  
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2) Updating an Employer Contact  

Step 1: From the ESS Organization Contact Maintenance screen, update necessary information or change the Contact Type 

and select the Save button. 
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3) Re-enrolling an Employer Contact 

Step 1: From the ESS Organization Contact Maintenance screen, select the Re-Enroll button on the Self Service Details panel. 
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4) Unlocking an Employer Contact 

Step 1: On the ESS Organization Contact Maintenance screen, navigate to the Self Service Details panel and select the 

Unlock button. The unlock button will only appear if the user is locked out. They will receive an email to login within 24 hours to 

complete unlock process. 
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