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Company 

Directory 
In ESS you can access a company directory to find an employee’s phone number and email 
address.  To access the directory click on ‘Company’ on the left hand side of the page.   

 
 
Search by first or last name or even an initial of the first or last name.  Type 
in your search criteria then hit Execute.  If you entered a first name and the 
Execute button is grayed out hit the tab button to move to the next field.  
This will update the search field and you will be able to execute your search.   

 

 
 

Links 
Under Company you can also access web links to our benefit plans.  Choose Links from the left 
hand side of the page to view this screen.  When a link is chosen a new browser window will 
launch and you will be taken to that company’s website.   
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 Personal 

Life Events/New Hire 
A life event is an opportunity to change your medical, dental, and vision benefits outside of open 
enrollment.  The type of life events that enable this change are birth or adoption, change of 
custody, medical child support order, death of dependent, marriage, loss of coverage through 
your spouse’s employer, divorce, unpaid leave of absence, job transfer, or gaining coverage 
through your spouse’s employer.   
 

If you experience one of these life events you have 30 days to make changes 
to your medical, dental, and vision benefits.  If you miss the 30 day window 
you will need to wait until open enrollment to make a change.   
 
Life Events in ESS is how you will go to request a change to your benefits 
due to a life event.  Click on Life Events/New Hire to start the request. 
 
 
 
 
 
 
 

Choose from the list what type of event has occurred.  You will need to enter the date of the 
event (date of marriage or birth for example) as the Life Event Date.   
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After you select the date of your life event hit OK and then choose Save.   
 
You will be taken to the instruction page.  Choose Continue to continue with your request.  
Choose Exit Life Event if you want to come back later within your 30 days to continue your 
request. 

 
 
If you had a baby, got married, or now have custody of a child you need to add their information 
into ESS first.  Choose Add Dependents/Beneficiaries.   
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Enter the dependents information in this screen. 
Social Security Number - You must enter a social security number.  If you do not know their 
social please enter 999-99-9999.  HR can update your dependent’s social security number at 
any time.   
Birthday - Birthday is a required field.   
Relationship – Choose from the selected drop down list.  A dependent can be your 
wife/husband, son/daughter, stepson or stepdaughter.  Any other relation is not considered a 
dependent for insurance purposes.   
Type - If you choose Dependent/Beneficiary that would mean they could be both a dependent 
for insurance purposes and a beneficiary of your life insurance.  This field defaults to 
Dependents/Beneficiaries but this does not mean they are a designated beneficiary.  You have 
to designate the beneficiary in a different screen.  See page 15 for designation instructions. 
Address and telephone number – You can check the box ‘Same Address as Employee’ or 
enter the dependent’s address.   
 

 
Click Save to continue.   
 
Once you have added all the needed dependents choose Done on this screen.   
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To remove a dependent: 
 
If you got divorced or a dependent passed away you will need to choose the check box next to 
the dependent’s name.  Next choose Inactivate.  This will remove your dependent from your 
benefit plans and beneficiary designations.   

 
 
If you want to keep this person as a beneficiary but remove as a dependent, choose Edit 
Dependents/Beneficiaries instead of Inactivate. 

   
Update the person’s relationship to you and choose Beneficiary Only as the Type.  Save to 
continue. 
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Next you will go through the benefit screens to make changes to your plans.  Your current 
coverage is displayed at the top of each screen.   
 
If you are want to cover a dependent you must select the check box next to the dependent’s 
name in the Dependent Information box.   

 
Choose Save to continue.   
 
Once you have completed the benefit screens you will be asked to designate your beneficiaries.  
You may be told that no designation is on file, which means your beneficiary form is in your 
employee file not in ESS yet.  Please update ESS with the information. 
 
You can designate a primary and secondary beneficiary for your life insurance.  If you purchase 
supplemental life you will need to designate beneficiaries for this benefit also.  Supplemental 
Life can be different beneficiaries than your basic life insurance beneficiaries.  Your allocation 
must total 100%. 
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After you complete the beneficiary designation you will go to the Summary page.  This displays 
your benefit selection made during the life event.  If you agree with your selection you will need 
to confirm your elections.  You must confirm your elections within 30 days of your life event in 
order for the changes to take place.   

 
 
Choose Yes to save your confirmation.   

 
 

 
 
You can view your life event in ESS until HR has approved it.  Depending on the type of life 
event you may be required to submit paperwork before it is approved.  For example, if you get 
divorced, HR will ask you for a copy of your divorce decree.  Once the documentation is 
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submitted to HR your event will be approved and changes to your benefits will be made.  If you 
make a mistake in your life event or need to delete it please email HR at HR@pulau.com. 
 
In certain instances you may experience two life events within the same 30 day period.  For 
example, you get married on Monday and then have a baby on Tuesday.  In this example you 
would request marriage as your first life event.  Then you would choose Create New Life Event 
and enter your request for the newborn baby second.  Two life events would be pending for HR 
approval.   
 
  

mailto:HR@pulau.com�
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Address/Phone Number 
Choose Address/Phone under Personal to view and update your home & mailing addresses, 
phone numbers, and personal email address. 

 
 

 
 
Type – You have access to your mailing, home, temporary, overseas, and other address fields.  
Please do not use a temporary or other address.  You can change your home/mailing/overseas 
addresses as often as you need to.   
 

Once you update your address, phone number or home email click 
Save in the top left hand corner of the page.   
 

 
Choose Yes when the vendor address 
dialogue box appears.  This will ensure your 
address for the expense check stub is 
updated as well.   
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Emergency Contacts 
Choose Emergency Contact from the menu under Personal to access this data.  If none exist 
please add them to ESS.   

 
 
You can have a Primary and Secondary emergency contact on file.  Please keep this 
information updated.   

 
 
Once you enter or update this information you will need to choose Save in the top left hand 
corner.   
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Leave Status 
You can also view your leave balances in ESS under Leave Status.  Please keep in mind these 
leave balances are for the current leave year.   

 
 

Education, Skills, & Training 
 

You are able to view your training record in this section.  Your training 
record will contain any courses and training sessions that occur while you 
are working for PULAU.   
 
Your training record may be incomplete as we started this process in 2010.  
If you notice something missing from your record please have your 
supervisor contact HR to make the necessary updates.    
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Payroll 

Retirement Benefits 
The Payroll section is where you go to find your Retirement Benefits information.  
The Retirement Benefits screen allows you to enroll and change your contribution 
to the 401k plan.  You can change your contribution amount as often as you need 
to and at any time.  Changes will take about one to two paychecks to be effective.   

There are two methods to contribute to the plan.  You can contribute a 
percentage of your paycheck or a fixed, flat dollar amount.    

 

The first step is to choose the correct calculation method.  Second step is to indicate the new 
percentage or amount you want to contribute.  

 

Lastly hit Save in the top left hand corner of the page.   

 

An easy mistake that can cause you a problem is choosing the wrong calculation method.  For example, 
you want to contribute $100 out of every paycheck.  But instead of selecting Fixed Amount you select 
Percentage of Gross Wages.  In this example you would be contributing 100% of your paycheck.  This will 
result in $0 being direct deposit into your bank account and all of your paycheck would go into your 
401k plan.  PULAU cannot fix this mistake, once the contribution occurs it must stay in your 401k plan.  If 
this were to happen you can change your contribution for the next paycheck.    
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Benefits 

Benefits Enrollment 
During open enrollment you will use these screens to make your benefit 
selection.  Open enrollment is held once a year in December for a January 
1st effective date.  Instructions on these screens will be provided to you 
during open enrollment.  Please email HR@pulau.com with any questions 
about open enrollment.   

 

 

 

Dependents/Beneficiaries 
Keeping your life insurance beneficiaries and their contact information up to date is important, 
without it your beneficiary may not receive the benefit because they could not be located.   
 
In ESS designating beneficiaries is a two step procedure.  The first step is to enter their contact 
information into the system.   
 
Choose Dependents/Beneficiaries under Benefits to enter their contact information. 

 
You will see this message 
if no dependent or 
beneficiary data has been 
entered into ESS.  Choose 
OK to continue. 
 
 
 
 
 
 
 

 
 
Choose Add Beneficiary to add their information. 

 
  
Chose Edit Dependents/Beneficiaries when you need to update your beneficiary’s contact 
information.  If someone is listed as a dependent only they will not appear in the Designate 
Beneficiary screen.   

mailto:HR@pulau.com�
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Enter the beneficiary data in this screen.   
 
Social Security Number - You must enter a social security number.  If you do not know their 
social please enter 999-99-9999.   
Birthday - Their birthday is also required.  If this is a trust or agreement you must enter the date 
of the trust.  If you do not know the date of birth or agreement please enter 01/01/1900.   
Relationship – Choose from the selected drop down list.  If you choose ‘Other’ you will need to 
indicate what relationship they have to you in the Other Relationship box.  For example this 
could be a brother or sister, charitable organization, or trust.   
Gender – update with appropriate gender, if it is a trust or organization choose N/A. 
Type - If you choose Dependent/Beneficiary that would mean they could be covered under your 
medical insurance, such as a spouse or child.  If they are not a dependent please choose 
Beneficiary Only.   
Address and telephone number – This information is very important, and can be updated as 
frequently as needed. 

 
 
Choose Save at the top left hand corner of the screen when you have entered the information. 

 
Choose Add Beneficiary if you need to add another person, organization, or trust.   
 

Designate Beneficiaries 
Once you have added all of your beneficiaries choose Designate Beneficiaries from the left 
hand side to complete the second step of this process. 

 



16 
 

 
You will need to choose the Type and indicate the Allocation. 
Type – Primary is the first in line to receive your benefit.  Secondary would only receive your 
benefit if the primary was deceased at the time of your death or you and the primary died at the 
same time.  
Allocation – Must total 100 for each Type of beneficiary.  In the Supplemental Life example 
above you will see that the total for the Primary beneficiaries totals 100%.   

 
 
Choose Save in the top left hand corner to save your designation.   

 
 
You can update your beneficiaries’ contact information and allocation as often as you need to.   
  



17 
 

Total Comp/Benefits 
Choose Total Comp/Benefits to view your current benefit elections and total compensation.   
 

 
 
Here is an example of the Total Comp/Benefits page.  
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