
Employee Self Service (ESS) 

Completing New Employee ESS Enrollment 

New Getty employees must log in to Employee Self Service (ESS) 
to complete required Personal Information and select their 
Employee Benefits. This can be accomplished: 

• While you are at the Getty, simply by logging in to
Employee Self Service with the username and password
you are assigned, or 

• On a personal computer while at home, by logging into
WebConnect and then logging in to Employee Self
Service from the WebConnect home page.

At right you see the ESS home menu. 

• As a new employee, you’re required to immediately complete
your Personal Information and Benefits choices.

• Note also that at any time, you may:

o Update your Personal Information (with new phone
numbers, emergency contacts, etc.)

o View your paychecks and sign up for electronic forms
delivery through the Payroll menu

o Record your participation in carpool or alternative
transportation rewards programs via the Transportation
Program menu.

Completing Your Information 

Personal Information 
It’s important that you: 

• Review your Personal Information Summary to assure that all fields are correct.
• Enter any phone numbers (home, cell, etc.) at which you can be reached. (In case of Getty closure

or other urgent business, messages will be left at these numbers.)
• Enter at least one or more emergency contacts.

This information can be updated at any time in the future, as necessary. 

Quick Links to Specific Tasks 
Payroll (Taxation Information) 

Medical (Aetna or UHC) 

Add/Review Dependents 

Select Physician (UHC – HMO) 

Dental/Vision 

Health Savings Account (Aetna) 

Flexible Spending Account 

Life Insurance 

https://hrs.getty.edu/psp/ess/?cmd=login
http://www.aetna.com/
http://thejpaulgettytrust.welcometouhc.com/
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Payroll (Taxation Information) 
W-2/W-2C Consent 
You must complete your W-4 Tax Information, and you have an option to receive two year-end tax forms 
electronically (instead of in hard copy via US Mail). 

• If you wish to receive forms online, select
W-2/W-2c Consent.

• Select the “I consent…” checkbox, and
click Submit.

• As a security measure, you’ll be
prompted to re-enter your password to
verify your identity; do so, and click
Submit.

W-4 Tax Information 
• Click W-4 Tax Information, and:

• Indicate Marital Status
• Enter total number of allowances you

wish to claim (and additional
withholding amount, if any)

• Review the other options and select
those that apply

• Click Submit.

• As a security measure, you’ll be
prompted to re-enter your password to
verify your identity; do so, and click
Submit.
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Benefits 
Click Benefits and then Benefits Enrollment to begin the process of selecting from available benefits and 
adding/enrolling dependents or beneficiaries.  

• Click Select.

If you partially complete your 
enrollment and then click Save & 
Continue before exiting, then when 
you log back in and resume your 
enrollment, click Benefits Enrollment 
> Select to continue.

• A list of benefits displays; each features an Edit button at right; when you click the Edit button, you
view choices and make your selections.

When you complete all benefit selections, click Save and Continue (at bottom). 
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Medical 
• When you click the Edit button to the

right of Medical, you see four choices.

Review your costs for your Coverage
Level and, if desired, review further
details by clicking the Summary of
Benefits and Coverage hyperlink that
follows each choice.

Click the button to the left of the Medical
Plan, then follow the steps to complete
your medical plan enrollment.

If you are enrolling in a UHC HMO plan,
go to UHC HMO (p. 5).

If you are enrolling in the Aetna plan, go
to Aetna (p. 10).

If you are enrolling dependents, go to
Enroll Dependents (p. 12).

Additional benefits start on p. 14.
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UnitedHealthcare (HMO ) 
Select Primary Care Physician (UHC) 
• If you chose one of the HMO plans offered by United Healthcare (UHC), you will need to indicate your

Primary Care Physician as follows:

• Scroll down and click
the Select a Provider
hyperlink.

• Click OK.

• The United Healthcare
home page displays in
a new browser
window; scroll down,
locate your HMO plan,
and click the
corresponding Search
for a doctor hyperlink.
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• This is an
informational screen.
Click the X in upper
right hand corner.

• To search by name in
a geographic area,
click “Change
Location,” enter zip
code or city, then
enter name in box and
click “Search”.

To search by provider 
type and zip code, 
click “People.”  

Click on icon for  
Primary Care. 
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• Click on provider type
(in blue).

• Your search results will
display. You can
narrow your results by
changing search
criteria.  Click the "+"
signs to see options
and make your
selections.

Please note:  Sample
physicians are listed in
this document for
illustration and are not
recommendations.

• Look for “Accepting
new patients.”

Click on “See provider
ID number.”
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• On the right, you will
see the medical group
choices and related
enrollment IDs. You
will enter the
enrollment ID into
Employee Self Service.

• Return to ESS by
clicking on tab at top
of page; scroll to the
Specify a Primary
Care Provider ID field.
Type in PCP ID.

Click “Check here to
use the same provider
for all your
dependents,” if
appropriate.

Click Update and
Continue.

Or, click “Dependent 
Provider List” to enter 
PCPs for your 
dependents.  

Enter the Health 
Provider ID.  
Click Return.  

You will return to 
medical options. Click 
Update and Continue. 
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Review Your Medical Elections –  
• Verify that your chosen plan is noted in

Your Choice, and that your Dependent
Information is correct, and then click
Update Elections.
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Aetna HDHP 
• Select Aetna HDHP and click Update and Continue.

Review Your Medical Elections  

• Verify that your chosen plan is noted in
Your Choice, and that your Dependent
Information is correct, and then click
Update Elections.

Health Savings Account 
• You will be prompted to answer a few

questions to determine your eligibility to
participate in a Health Savings Account;
answer the questions and scroll down to
click Confirm.
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• If eligible, you may choose from three
options:

• Employee & Getty Contrib
• Getty Contrib Only
• Waive

Note that if you choose Waive, you will not 
receive the Getty Contribution. 

Employee & Getty Contrib Getty Contrib Only 

• Make your selection; if you choose Employee & Getty Contrib, enter your Total Elected Contribution
Amount.

• Select Update and Continue. Review elections and click Update Elections.
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To Enroll Dependents… 
• If your eligible dependents are entered

into ESS, you will be prompted to choose
whether or not to enroll them. You may:

• Enroll any or all dependents listed
by clicking the checkbox to the left
of each name, and then clicking
Update and Continue.

• Leave the checkboxes un-checked
(if you do not wish to enroll any
dependents) and click Update and
Continue.

• Add new dependents or review
existing dependents’ information by
clicking Add/Review Dependents.

If you need to Add/Review Dependents… 

• Once you click the Add/Review
Dependents button (shown above), you
will enter the dependent’s Personal
Information and Status Information
(shown at right).

Note: Required fields are preceded by
an asterisk (*).

When the fields are complete, scroll
down and click Save.
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• You may be prompted to certify the
dependent by answering several
questions; do so, and click Agree.

• You may then enroll your new
dependent(s) (and any previously
entered dependents) into your Medical
plan choice by selecting the checkbox to
the left of the name(s) and clicking
Update and Continue.
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Dental 
• Edit Dental coverage, choose to either

waive or add coverage and, if you add
coverage, choose which dependents to
enroll.

When you’ve finished, click Update and
Continue, followed by Update Elections.

Vision 
• Edit Vision coverage, choose to either

waive or add coverage.  If you are
enrolled in a Getty medical plan, select
VSP Vision Free.  If you have waived
Getty medical, select VSP Vision Buy to
add coverage.  If you add coverage,
choose which dependents to enroll.

When you’ve finished, click Update and
Continue, followed by Update Elections.



15 

Flex Spending (Health and Dependent Day Care) 

• If you choose to establish a Flexible
Spending Account for Health costs, click
Edit and click either:

• FSA – Health Care (if you chose
one of the Medical HMO plans), or

• FSA – Limited Purpose (if you
enrolled in the Health Savings
Account, you may also allocate an
amount in this Limited FSA to be
used for dental and vision
expenses).

• Enter the annual pledge amount, and
click Update and Continue.  Then click
Update Elections.

• For Flexible Spending Account for
Dependent Day Care costs, click Edit and
click either:
• No, I do not want to enroll, or
• FSA – Dependent Day Care

If you choose the latter, enter the 
annual pledge amount, and click 
Update and Continue.  Then click 
Update Elections. 
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Life Insurance 

While this coverage is provided by Getty 
automatically, it is crucial that you click Edit 
and designate one or more beneficiaries! 

• Click Edit.

• Scroll down to review the individuals
that you may choose as beneficiaries.

• If the individual(s) you wish to
choose as beneficiaries are
displayed, enter (as percentages)
Primary Allocations and Secondary
Allocations (example below).

• If you wish to add additional
individuals to designate as
Beneficiaries, click Add/Review
Beneficiaries, and complete the
information as prompted. (These
prompts are the same as those in
Add/Review Dependents, above.)

• Once you’ve entered the desired
Primary and Secondary Allocations,
select the Acknowledgment checkbox,
click Update and Continue, and then
click Update Elections.
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Voluntary Life, Spouse Life, Dependent Life, and AD&D 

• If you would like to enroll in any of these
voluntary and optional benefit plans,
select Edit next to the desired choice,
and then choose from the options
displayed.

If you do not wish to enroll in any of
these plans, you may skip this step; the
default choice is “Waive” – that will stay
in effect.

• For Voluntary Life-Employee coverage,
you will allocate primary and secondary
beneficiaries. See previous page for
beneficiary designation instruction.

Select the Acknowledgment checkbox,
click Update and Continue, and then
click Update Elections.
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Legal Services 

• If you wish to enroll in optional and
voluntary Legal Services coverage, click
Edit to the right of the plan, and then
select Hyatt Legal Plan. Then click
Update and Continue, and Update
Elections.

If you do not wish to enroll in this plan,
you may skip this step; the default
choice is “No, I do not want to enroll” –
that will stay in effect.
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Submitting Your Benefits Enrollment 

At any time during your enrollment, you can 
scroll to the bottom of the Hire/Benefits 
Eligible page and click Save and Continue. 

When you do, you will be prompted to 
Submit or Cancel.  

If you plan to review your selections, and 
perhaps make additional selections or 
further changes, choose Cancel. You can log 
out of ESS and continue the enrollment 
process at another time if necessary. 

If you click Submit, the choices you’ve made 
will be final.   

To confirm, click OK. 
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