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Unlocking your ESS Account

Step 1 - Access the Forgotten Password page

On the Employee Self Service Sign-in page:

P Click on the Forgot your ESS User ID or Password? link (circled below).

Clicking the Forgot My Password link will take you to the Reset ESS username or password page.

Desktop View & Mobile View

The Republic of Trinidad & Tobago
Integrated Human Resource Information System

Employee Self Service

ESS User ID

Password

Forgot your ESS User ID or Password?

Sign up for Employee Self Service

» Go onto Step 2.
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Unlocking your ESS Account - continued

Step 2 - Enter your EmplID Number and Email address

On the ESS user can reset their password via email page:

» Enter your Employee ID Number in the EMPLID field (You can find your Employee ID Number on your Payslip).
P Enter your Email Address in the Email Address field.

> Clickthe‘ Email New Password ’button.

Desktop View & Mobile View

Reset ESS User ID or Password? :

ESS users can reset their password via email

Instructions

e Enter your EMPLID (IHRIS Employee ID) (found above your name on your payslip)
¢ Enter your email address for ESS
* Click the "Email New Password" Button to submit

*EMPLID |00204 ?

*Email Address reevesk@gov.it

Email New Password

Return to Login Page

» Go on to Step 3.
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Unlocking your ESS Account - continued

Step 3 - Sent Email Notification

On the ESS users can reset their password via email page:
» A message will pop up notifying you that an Email was sent with your Updated ESS Login information.

. oK | e
P Click the l I button to acknowledge and close the notification.

» Next, click on the ReturntologinPage 1, itton to return to the Employee Self Service Sign-on page.

Desktop View & Mobile View
Reset ESS User ID or Password? :

ESS users can reset their password via email
Instructions

+ Enter your EMPLID (IHRIS Employee ID) (found above your name on your payslip)
+ Enter your email address for ESS

* Click the "Email New Password” Button to submit

An Email was sent with your Updated ESS Login Information

OK

W—

‘ Return to Login Page ‘

Clicking the button will take you to the Employee Self Service Sign-on page.

» Go onto Step 4.
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Unlocking your ESS Account - continued
Step 4 - Retrieve your ESS User ID and/or Password from your Email.

In your preferred web browser:

P Open your Email Inbox in a separate tab or a new window:
P Confirm that you have received an email with the subject “Your ESS Password has been updated”.

P Take note of your new password and return to the Employee Self Service Sign-in page.

Desktop View & Mobile View

Search Mail and People ,O '@' New | ¥ M Delete = Archive  Junk|¥ Sweep Moveto ¥V Categories ¥ wee
Favorites Inbox Filter v Your ESS Password has been updated
~ Keanu Reeves Today
Inbox 3 i /(':\-'\‘\ ihrishelpdesk2@gov.tt
ihrishelpdesk2@gov.tt -9 ... l_..-pw 9o
Drafts 9 Your ESS Password has been updated 11:15 AM ) ¥ Today, 115 AM

5 Keanu Reeves ¥
Your password has been reset for lhris the new passwor... e

Sent ltems

Deleted ltems 5 ihrishelpdesk2@gov.tt °

User 10 Password 12:49 PM
Archive Your password has been reset for Ihris the new passwar, IS
Best Emails

ihrishelpdeskz@gov.tt

Junk E-Mail 8 IHRIS PeopleSoft ESS User Credentials 12:26 PM
Notes Please use the following credentials for login to the ESS.. Your password has been reset for Ihris the new password is:
v RSS Feeds Thomas Anderson EMPLID: 00204
» Follow the White Rabbit 12:04 PM ESS User ID: keanureeveess
v Team Emails Good Morning Everyone, I'm not feeling too well. I ___.. Password: Zkimvy616
; DO NOT REPLY - This is an automated response from IHRIS
John Wick P
» *=* URGENT:Lost Dog *** 12:00 PM

Please email IHRIS Helpdesk ihrishelpdesk@gov.tt if you have any issues
Hey all, Has anyone seen my dog Daisy? If you see h___...

lark Travean Thandnra | nnan

» Goon to Step 5.
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Unlocking your ESS Account - continued

Step 5 - Access the ESS Portal with your New Password

On the Employee Self Service Sign-in page:

APRIL 2023

P Enter your ESS User ID and your New Password into the ESS User ID and Password fields respectively.

» Click on the ﬁ button to gain access into the ESS Portal.

The Republic of Trinidad & Tobago
Integrated Human Resource Information System

Employee Self Service

ESS User ID

keanureeveess

Password

Forgot your ESS User ID or Password?

Sign up for Employee Self Service

» Goonto Step 6.
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Unlocking your ESS Account - continued

Step 6 — Access the ESS Portal with your New Password - continued

Clicking on the button should give you entry into the ESS Portal and access to your ESS Profile.

Desktop View & Mobile View

ORACLE v Employee Self Service

My System Profile Bank Account Information Payslips

v

To access the My System Profile ESS page via the NavBar:

. Click on the NavBar In the NavBar menu: In the Navigator menu:

Componen‘t

vice /ﬁ\ O\ 2 @
al Details  NayBar: Navigator -
4 | ) ( My System Profile ESS )
— L]
= |iO

Recent Places. Change My Password
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