
Employee Self Service Quick Start Guide 

1. Log in to cnpress.org (https://cityofnewportricheyfl.munisselfservice.com/ess/) 

and click on the  icon in the top right corner of the screen. 

 

First Time Login 

1. Enter your login credentials, your username will be your employee number and 
your initial password is the last 4 numbers of your social security number (SSN) 

 

 If you do not know your employee number, please speak to your department manager, as they will be 
provided employee numbers for reference. Additionally, you can find your employee number on your paystub. 

           [Employee Number] 

               [Last 4 of Social Security Number] 

https://cityofnewportricheyfl.munisselfservice.com/ess/
cliverd
Highlight



2. You will need to reset your password after initial login. Please note that your 
password will need to meet minimum requirements, as pictured below. 

 

Employee Self Service Portal Access 

1.  After logging in, click on the Employee Self Service on the left-hand side 

 



 

 

 5. You will be introduced to the Employee Self Service Home Page, pictured 
below. The home page will have your personal information displayed, in addition to 
your current accruals for vacation and sick leave time.  

Please note that your vacation and sick leave hours on your physical paystub may not 
accurately reflect the information displayed in the Employee Self Service Home screen, 
as that information is processed after the paycheck information has been printed.  

 

We will be rolling out additional features to the ESS portal, stay tuned! 

 

 

 

 

 

 

 

 

 



 

Check Stub Information 

In the “Paychecks” field, click on the camera image next to any of your paychecks to 
view your check stub in a pop-up window. This will contain the same information found 
on your “blue forms” that were previously printed. 

 

 



Pay/Tax Information 

In the Pay/Tax Information panel, you can quickly access your pay information, as well 
as view your W-2 information this year. We will be importing more data soon, and 
employees will be able to view some of their past information. 

 

• YTD Information: View your earnings for the given year, to view past years (if 
applicable), use the drop down menu located under the “Year-to-Date 
Information” header 

• W-2: View your W-2 information for the 2022 Year. 
• W-4: Update your W-4 information. 
• Paycheck Simulator: This is a calculation service that provides an estimate of 

your upcoming paycheck(s), based on information entered. Please note that 
this is only a simulator, and that the calculations may not accurately reflect 
any upcoming paycheck(s) 


