
St. Dominic
Employee 
Self-Service (ESS)



Sign into self Service through Dominet or using 
my.stdom.com from outside the network. Multiple 
browsers are now supported including Safari for MAC



The landing screen provides a calendar, multiple links and 
resources.  This screen is under construction at the present 
time. 



To Access ESS click the World 
Icon



Click Bookmarks to display the 
ESS Bookmarks



Hover the cursor over 
Employee Self Service



Employment Opportunities
Opens a search window to display the job listing for St Dominic



Benefits



Current Benefits
List of your employee benefits.  



Spending Accounts
To get a detail, click on the plan for the year.



Employment



Policy Manual
Clicking on the policy manual will display the Employee Policy manual in a 
separate window.



Work Phone
Update your email address.  



Pay



Direct Deposit
Any activity in ESS Direct Deposit will trigger notification emails.  Emails will be sent to your St 
Dominic email work account (you@stdom.com) and your personal email account entered 
through ESS.  If you need assistance setting up your email account in ESS, please see the 
Employment/Work Phone section above. 

Activity in the ESS Direct Deposit will also trigger log files to be sent to your payroll department.  
If you have any questions, please contact your payroll department or HR.

mailto:you@stdom.com


Direct Deposit
The default account cannot be changed or deleted.  You must contact payroll.
Up to 5 accounts can be created per employee



Direct Deposit – Add Account
Click Add
Please read the statement and agree to continue



Direct Deposit – Add Account
Enter the following:

Description – description of the account

Flat Amount or Percent

Routing Number – click on the magnifying glass to choose a bank routing number

Enter the Account Number

IT IS YOUR RESPONISIBLITY TO MAKE SURE THE ROUTING AND ACCOUNT NUMBERS MATCH 
YOUR CHECKS OR ACCOUNT INFORMATION 

Entering any of the data incorrectly will delay your Direct Deposit.  If you have any questions 
contact payroll





Direct Deposit – Add Account
After clicking Update, you will see the added accounts. 



Direct Deposit – Change Account
Click the account number to make changes to the account.  Click update 
when finished. 



Direct Deposit – Close Account
To close the account, click Close Account. 
Remember you MUST have one active default account.  The system will not let you 
close the default account.  



Direct Deposit Reminder
Please remember any activity to your direct deposit account will trigger multiple emails.  One to 
your St Dominic email address & one to your personal email address recorded in ESS.  If you do 
not know how to change your email address, please refer to the beginning of this document. 

Also a change to your Direct Deposit account will trigger a log file to be sent to your payroll 
office.  If you have any questions, please contact your payroll office.  



Pay Checks
A list of the last year of pay checks.  Click on the date to display the check.



Pay Rate History
Click Continue to see the list below



Payment Modeling
Payment Modeling allows you to key in different scenarios of your paycheck to see the end result.  Key in  
Deductions, Exemptions, etc & click Calculate.  This does not affect your check.  To make the changes to your check, 
either make them here in ESS or contact Payroll. 



Tax Withholding
Change your amounts of Federal & State Withholdings.  Click on the gray arrow in 
front of the description to make a change. 



Tax Withholding Federal
Key in the changes to your w4
Click Model to go to Payment modeling to see the affect of the change
Click Continue when finished.
Click W-4 Instructions to go to the IRS web site.  



Tax Withholding – Federal
Click Update to complete the change



Tax Withholding – State
Fill in your changes and click Continue



Tax Withholding – State
Click Update to complete the change



Year to Date
Year to Date Totals of your Pay
Select the year by clicking the dropdown



Year to Date
After selecting the year the totals will be displayed for Pay, Deductions and Taxes. 
Scroll down to see the all of the information



Personal Information



Address Change
The effective date is required!



Emergency Contact
Click Add then fill out the information.  Click Update to complete the add. 



Leave Balances
Display BTO & ESL Balances.  Click BTO Plan or Extended Sick Leave to see 
the balance



Leave Balances – Detail
Click the arrow under Balance Details (next to LP: BTO ACTIVE) to display a 
detail of the time.  The detail may be printed with the Print button.



Personal Profile
No information can be changed in this view



Change Information
Any other changes will need to be printed on this form and sent to HR



Sign Off
It is very important to click your user in the top right hand corner, select sign off and 
close the browser.  Failing to do so will leave your information active in the browser.  


