
Employee Self-Service (ESS) User Guide 

To make elections using the Employee Self Service (ESS) portal, follow the instructions 

below.  If you have any difficulties, please review the FAQ’s page (last page in this 

document) before contacting the HR Benefits Unit.  

Logging in to ESS 

1) Go to https://ess.sonomacounty.ca.gov . 

a. Enter your login credentials 

b. If you are unable to remember your password, select ‘Forgot your password? 

Click Here’ 

 

2) Click on the Menu tab in the upper left corner of the screen to open the ESS menu. 

Next, click on ‘Benefits’ to open the sub menu, then on ‘Annual Enrollment’ to begin. 

 

  

https://ess.sonomacounty.ca.gov/


Tab 1. Dependent Review and/or Updates  

1) Review your current contacts (emergency and benefit eligible dependents) 

 

 

2) If you need make changes to your dependents or emergency contacts, select the 

green box ‘Click here to View/Edit Dependents AFTER Reviewing the Information 

Below’, in the bottom left corner on Tab 1.  

  

 

  



3) If you need to add a dependent or emergency contact click on the green plus above 

the dependent list. 

a. If a dependent is currently, or has ever been enrolled, in County medical 

benefits, the Dependent box will be checked.   

b. You cannot delete anyone from contacts.     

c. Social Security Numbers, Dates of Birth and Gender are required by law for any 

dependents enrolled, or enrolling, in medical benefits.  

  

4) If you need to update a dependent or emergency contact, select the name of the 

individual from the table and make any necessary changes in the Contact Details 

section below the table.  

 



5) Once all changes are complete, be sure to click on the disc icon in the top right corner 

to save any changes, then the green back arrow to return to your enrollment.

  

 

Tab 2. Enter Election Changes  

1) Review each plan type (Medical, Dental, Vision and Dependent Life Insurance) 

a. If ‘Coverage To Be Decided’ is highlighted, you will be required to make an 

election before continuing to tab 3.  

b. If newly electing Sutter Health Plus or Western Health Advantage, you will need 

to enter the Primary Care Physician (PCP) code on the ‘Sign-Arbitration’ page.  

You can find the PCP codes by selecting the link in ESS for Sutter Health Plus or 

Western Health Advantage 

 

2) After selecting, or verifying, your medical plan, you will need to sign the arbitration 

agreement.  Click on the green box ‘Sign-Arbitration’.  

a. If selecting Sutter Health Plus or Western Health Advantage, enter the PCP code 

in question 2.  If not, leave blank. 

b. Questions 3-7 must all be answered, then select Complete. If you do not answer 

all 5 questions, you will not be able to process your elections.  

 

 

  



c. If you change Medical providers after signing arbitration, select the green box 

‘To Re-open: Click Here, then reselect Sign-Arbitration’ and follow step 2 above. 

 

3) To confirm, or add, dependents to each of the selected plans, click on the green 

magnifying glass. 

 

a. In the List of Dependents Eligible for Benefit Elections box, move all eligible 

dependents you would like to enroll in the benefit plan from the Available Values 

box to the Selected Values box.   

a. To do this, click on the individuals you would like to move and click on the 

arrow to move them.   

b. To un-enroll a dependent, move them from the Selected Values box to the 

Available Values box.  

c. Once the dependents you would like enrolled in the plan are in the Selected Values 

box, click OK to close the box and continue your elections.  

 

 

4) Once all elections and dependents have been selected and you have signed the 

arbitration agreement, click the green box ‘Validate Elections’ at the bottom of Tab 2. 

 



 

Tab 3. Review and Submit Elections  

1) Review your elections for accuracy.  If changes need to be made, return to Tab 2.  

 

 
 

2) Review the Employee Authorization and click on the green box ‘Submit Elections for 

Approval’.   

 

 
 

  



3) The Submit Open Enrollment agreement will open.  Clicking ‘OK’ will finalize your 

elections for Annual Enrollment.   

 

 
 

 

4) You will receive a pop up confirming your elections have been successfully submitted 

and an email confirming your elections.  Your new elections will be effective June 1, 

2023. 

 

 
  



FAQ’s 

Q-1) Unable to login to ESS. 

A-1) If you tried to reset your password, as outlined in Logging into ESS on page 1 

of this document, and you were unsuccessful in doing so, please email 

benefits@sonoma-county.org for further assistance.  

 

Q-2) Error received after clicking Validate Elections. 

 
A-2a) You can find the item that needs to be corrected below the plan election box.  

In this instance, a selection has not been made for Dependent Life. 

 

 

 
A-2b)  If you are unable to locate an error message below one of the plans, verify 

that you signed the arbitration agreement.  If the Sign-Arbitration button is still 

active you will need to complete that step before validating your elections.  

 
 

Q-3) Unable to Submit Elections 

A-3) You will receive an error message if you have not validated your elections. 

Return to Q-2, for guidance in validating your elections. 

 

mailto:benefits@sonoma-county.org?subject=ESS%20Password%20Reset%20Request

