™
- ESS First Time Login Instructions
PEORIA

ESS or Employee Self-Service is how you access your accrual information (vacation/sick/personal
time), W2’s, past paystubs, demographic information, timecard (not all departments), and various
other functions for employees.
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Welcome to the City of Peoria Employee Self- To access your personal
rome Service Site account within ESS, first
you will need to login. You
If this is your first time using Employee Self-Service, help documents are available by clicking the . .
following finks (opons in new browoer tab): can do so by clicking on the
First Time Users Login Instructions: HERE ”Log In” in the upper r|ght'

More Detailed Site Instructions: HERE

hand corner of the screen.

To log in, click "LOG IN" in the upper right hand comer of the webpage, or click HERE

If need assistance with your username, please contact IS Support at helpldesk@peoriagov.org

STEP B:

There are help document links on the above website to assist you ify

u : (999999
1: Enter your Username here. sername

This can be found in the emaileOfmﬂtion you may find useful: Email
you received (circled in email Employee #: 999999 Excerpt
excerpt), or it can be requested Primary Email Address: tylertestuser@peoriagov.org

by emai“ng: Alternate Email Address (if provided): tylertestuser@example.com

helpdesk@peoriagov.org

2: First time Users:
If your Username is numbers, « > c pecriaigov

e g 12345 your password W||| [JOldTyler 55 SharePoint [ Morning Start [ Tyler [ SSRS Links [J cADRMS [JFOIA [ Filebound [JLeaming [ City
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be the last four digits of your
social security number. . Login
ome Username

1 | 999999 |
Forgot your username?

If your Username is a part of N

your name, e.g. jsmith your Password

password will be the same as 2 |
. Forgot your password?

what you use to log into your

computer.

First time users with number
for their Username will be
taken to a new screen where
they will need to change their
password. Proceed to STEP C.

STEP C:

\ 1: Re-enter your current

[JOldTyler 5 SharePoint [ Morning Start [ Tyler [ SSRS Links CJ CADRMS CJFOIA [3JFilebound [J Leaming CJ password here. This is the last
four digits of your social
security number for first time

Login users
Home Before proceeding you must change your password. 2: Create a new paSSWOrd. |t

First time users with their name in their Username can skip
STEP C and proceed to STEP D
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N rd must be at least 7 characters | ntain at

e s b e e must be at least 7 characters
alphanumeric character and contain at least one uppercase H

chILraclerand one lowercase character. PP Iong and contain at IeaSt one

upper and one lower case letter,
at least 1 numeric character,

[ essecssessees ‘ 2 and 1 non-alphanumeric

' character. Example: p@SSword8
(Do not use this password!)
Please keep your passwords in a
New password hint This is where the hint goes| 4 safe, secure location.

3: Re-enter your new password.

4: Create a password hint. This
can be used if you ever forget
your password, the system can

(1 11] ‘ 1

Current password

New password

Password strength Acceptable

Confirm new password | esesssssssses ‘ 3
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(& city of Peoria Self Service 5: Click “Change” to change
. your password and save your
Logm hint in the system.

Home Your password has been successfully changed.
6: You will go to a new screen

3 where you will be provided a
confirmation that your
password has been changed.
Click “Continue”.

STEP D:

Congratulations! You have successfully logged into the Employee Self-Service Site. Now click
on “Employee Self Service” on the left side of the screen to see your information.
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Welcome to the City of Peoria Employee Self-Service Site

Employee Self Service
If this is your first time using Employee Self-Service, help documents are available by clicking the following links (opens in new browser tab):
First Time Users Login Instructions: HERE

More Detailed Site Instructions: HERE

To log in, click "LOG IN" in the upper right hand comer of the webpage, or click HERE

If need assistance with your username, please contact IS Support at helpldesk@peoriagov.org
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