
 
Using ESS to make W4 changes                                                                                  Munis Version 11.3 
 

1. Using your internet browser, open the website: https://selfservice.sbunified.org and click on LogIn at the top 
right. 
 

2. Login with your username, which is your employee ID number and your password.  If you have never logged into 
ESS before, there are instructions on the main ESS page called “Help with logging into ESS”. 
 

3. Click on Pay/Tax Information and then W-4 
 

 

 

4. Click on Edit 
 
 

5.  Make your needed changes and then click on the box at the bottom of both the Federal  and California sections 
that says you verify the changes are correct and complete.  Click on Submit. 
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6.  Your changes will be effective once they are posted by the payroll assistant.  Changes made after the 10th of the 
month will not be effective until next month’s payroll.   
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