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1) Log in to ESS at https://erpselfservice.glendaleca.gov/MSS/

2) Select Benefits

a. For your reference, you can access PayPro Administrators website and the FSA
Benefits Open Enrollment Flyer in the RESOURCES icon at the top right corner
of the page, next to your name.

3) Select OPEN ENROLLMENT to make your elections.
a. If you are currently enrolled this year, you will see your “CURRENT” FSA

elections.
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4) Read this year’s FSA Plan Year Election and Salary Reduction Agreement – Open
Enrollment will be open during the dates listed only.

5) Select to “Decline benefit”  OR “Make New Election” OR “Change New Election”
for each FSA Dependent Care and FSA Health
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6) Select the FSA Election
a. Enter PER PAYCHECK dollar amount OR Decline
b. Select CONTINUE

7) Select the next FSA Election following same instructions above…
a. Enter PER PAYCHECK dollar amount OR Decline
b. Select CONTINUE

8) Once you have completed your enrollment and/or declination
a. Select CONTINUE to make your elections.
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9) Review and verify your elections, if all is okay, select Submit Choices.

10) You should now see a GREEN check mark on your Confirmation page.

11) You can print a copy for your records and log out of ESS.




