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Sending ESS Invites 

Steps: 

o Admin → Setup 

o Click on Employee Self Service 

o Select Employee(s) 

o Send Invitations 

 

Note: ESS invites can be automatically sent to New Hires by adding an email address 

and selecting “Enroll in ESS” when manually adding a New Hire.  

 

Step 1 –  

From the Dashboard, click Setup under ADMIN on the left-hand side. 
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Step 2 –  

 

Click on Employee Self Service.  
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Step 3 -  

 

Select the employee(s) you need to send invites to by clicking the square box at the left 

of the row.  

 

You can select employees to send invitations to by: 

o Selecting the box in the first row to select all employees 

 

 
 

 

o Selecting individual employees by checking off boxes next to only the 

employees you would like to select 

 



 

 

4 | P a g e  

 

 
 

In Employee Self Service you have the functionality to view the following statuses under 

the Enrollment Status column:  

o Registered  

- This status shows that the employee has successfully registered in ESS.  

 

o Invitation Expired 

- This status shows that an invitation to register was sent to the employee 

however, for security purposes the invitation is no longer valid after 30 days.  

 

o None 

- This status shows that no invitation has been sent to the employee.  
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You can customize your view of the table by selecting Customize Table at the bottom 

of your screen or filter each column further by selecting the filter icon next to each 

coloumn.  

 
 

 
 

Step 4 –  

When you’re ready to send out your invites select Send Invitations at the bottom of your 

screen.  

 

 

Step 5 –  

A pop up will show validating you would like to proceed.  
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Once you click on proceed and the invitation has been successfully submitted you will 

receive a confirmation at the bottom of your screen.  

 

The employee will receive an email to register for Viventium’s ESS.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Still have questions? Contact your Dedicated Client Services Team or email us:  

 

North Star Clients - csnorthstar@viventium.com 

Health Services Clients – cshealth@viventium.com 

Online Clients - csonline@viventium.com  


