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This page will be accessible through a link that will be placed on the State of Missouri 

website. website. 

On this page, people new to the site will need to use the “Register Now” button. Returning 

users will be able to use  the “Log In” button to navigate into the secure site.
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This page is used to determine who is trying to access the ESS portal.  

Employees must answer ALL of the top 4 questions and at least 3 of the questions on the 

lower part of the page to access the system.

If this information is incorrect or incomplete in SAM II, the individual may have problems 

registering.
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This page is displayed as the last step of the registration process.  On this page, the 

employee will enter the user id, password, and security image that they will use when they employee will enter the user id, password, and security image that they will use when they 

return to the site. 

From here, if the Log In was successful, the user would be taken to the ESS home page.

If a user forgets their user id, password, or security image, then they will need to go 

through the registration process again to be able to reset those selections.
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This page is to help an employee create a new user id.
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This is the page a system user would see if they had used the “Log In” button and entered a 

valid user id on the Main Login Page.  valid user id on the Main Login Page.  

To successfully log in, in addition to correctly entering the user id on the main page, visitors 

to the site will also need to correctly enter their password and select their security image 

before clicking the “Submit” button on this page. 

From here, if the Log In was successful, the user would be taken to the ESS home page.

If a user forgets their user id, password, or security image then they will need to go through 

the registration process again to be able to reset those selections.
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This page is displayed after successful registration or successful log in. 

State wide announcements are displayed here. This will replace the electronic payroll 

stuffers.

The user can easily navigate to other areas of the site by clicking any standard navigation 

buttons.
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This page displays a listing of checks. 

Employees can click anywhere on the check information they are interested in and the 

details will then be displayed.

Up to 5 years of check history will be displayed on this page for a given employee. 

Employees can scroll through the available pay check history by using the Page numbers 

near the bottom right corner of the screen.

Employees who can access the site are those who are active on the date the site goes live 

along with those who become active after this date.
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The check details screen shows the employees detailed pay, deduction, and benefit 

information grouped by logical areas. information grouped by logical areas. 

Employees can get a printer-friendly version of this screen by clicking on the “Print 

Preview” button. 

Employees can get a more detailed explanation of a pay, deduction, or benefit category by 

clicking on the category name.
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This is the printer-friendly view of the check details.
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Help available from the check details page will provide extended descriptions of deductions 

listed on the pay check. listed on the pay check. 

This screen will only display information which is directly related to this employee’s pay. 
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This page shows the employee a summary of annual and sick leave balances as of a given 

pay period end date. pay period end date. 

Employees, as applicable, may click on any line to see more types of leave balances as of 

this date.

Up to 5 years of leave balance history will be available for a given employee. 

Employees may look through the historical listing by using the page numbers in the bottom 

right corner of the screen. 
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This page will display the total accrual, total usage, and balance for all employee’s leave 

categories for the selected pay period end date.categories for the selected pay period end date.

Help screens will be available to provide extended descriptions of the leave categories that 

the employee has.
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Help available from the leave details page will provide extended descriptions of leave 

categories listed on the leave details page. categories listed on the leave details page. 
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This page will display links to benefit providers. 

Buttons that start with “Log Me In…” open a new browser window within the benefit 

provider’s site. The employee will automatically be logged in to their personal account with 

that provider.  

Buttons that start with “Take Me To…”  will  open a new browser window with the benefit 

provider’s site as well, but employees will have to log in to the provider using a separate 

process.
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Contact information is available to the employee on every page after the initial log in 

through a link on the page footer. through a link on the page footer. 

Based on the agency and organization of the employee who is logged in, a list of HR/Payroll 

contacts will be displayed. 

The first contact in the list will be the one designated as the primary contact for that 

specific agency and organization.  A Primary Contact is the person closest to the employee.

Multiple contacts can be designated for an agency and organization, but only one will be 

designated as the primary contact. 

The last contact displayed in the list will be a contact at the Agency level. 
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This is the first screen a contact would go to when an employee calls with questions 

regarding a locked ESS user account. regarding a locked ESS user account. 

The contact will enter the employee’s last name and the last four digits of the employee’s 

SSN as provided by the employee.
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Once the employee’s last name and last four digits of SSN have been entered, the “Search” 

button would be clicked to display a listing of employees matching the criteria. button would be clicked to display a listing of employees matching the criteria. 

Some information about each of these matches would be displayed so that the contact 

could use this information to further identify the employee. 

The status of the employee’s ESS account would also be displayed, so the contact would 

know if the account is actually locked or not. 

The contact would click on the row of data associated with the employee. 
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Once an employee is selected, the reasons that the employee has been locked out or any 

errors the employee has generated while attempting to log in will be displayed.  In this errors the employee has generated while attempting to log in will be displayed.  In this 

example, the employee had been typing the wrong password.

To ensure optimum security, rather than giving the employee the password,  the contact 

will direct  the employee to go through the registration process again to set up a new 

password. The password will not be displayed.

Click the “Unlock User ID” button to allow the employee to get back into the ESS portal. 
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A confirmation message is displayed that the user ID has been unlocked.  The contact is 

further directed to ask the employee to re-register the next time they use ESS by clicking on further directed to ask the employee to re-register the next time they use ESS by clicking on 

the “Register Now” button on the main login page. 
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Agencies need to talk internally about who their assigned contacts will be.  The Project 

group will be developing a spreadsheet or database in the meantime and get it out to eachgroup will be developing a spreadsheet or database in the meantime and get it out to each

agency to complete their information and return back to us no later than December 1.

Agencies should always be checking the Snap Employee Error Report ODW891, but this 

report will tell you if DOB is not entered.
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