Instructions for Getting to the ESS Portal

To access ESS from the CALU homepage: www.calu.edu
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resources section,
choose the red “ESS”

Enter Your Account Informeation

Usermame: [

Passiiord i

Enter Portal
Forgalten! Expred Password?

I link under “Campus
— Resources.”
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, and new password
(after first time use)
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Active Directory Account Self-Service Portal

Please select your university affliation.

- Choose “Califon
Glfs ey <@ Choose “California University”
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Instructions for First-Time Access to ESS
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Welcome to the Active Directory Account Self-Service Portal!

You must first log on to use this feature.

Please select from the options below:

= Change / Renew Your Password

Use this page if you simply vant to change your passward, or if your password has expired and needs Username: |.C-AS'S'HE Active Directory Account ‘
in order e use this tool, aven if it is expired. L
» Setup Y@l Account for Self-Service
All first-tfne users should run this tool prior to using any =pplications or sites provided by PASSHE. Cor Pazsword I:I
sclf-serffe tools for sccount problems that may arise, such as forgetting your password. Yoo must run
reset todll for forgotten passwords.
e Account feset Tool
If you habe forgotten your password, you may reset your account here. If you have not previously set Log On
nnnnn t ulle this tool.

Select “Change/Renew Enter your USERID &
your password” temporary password via
letter.
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wPORTAL
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Teur pasaword Pas expired ard mus] be changed.

You must first log on to use this feature. e Enter Your temporary password
< into the “old password” box.
R Create your new password.

B avwverrd ot sotered

aamery Eapps cup

Hew Pasaword

e NOTE: Passwords must be at least 8
o characters with a combination of

uppercase, lowercase, and

numbers/symbols.

Password Change Requirements:




Password Expiration

s Pennsylvania State System of Higher Education 1
|E — Creating, Updating, and changing passwords:
| o o Choose “Change your Password”
Weleora ta the Self-Service Partall Note:
e Password expiration Select CALIFQRNIA UNIVERSITY, then select one of
date will be displayed. the three options.
If your password
m_— expires, you will 1. Change your password (to update or change an
ol need to change it existing password.)
Fiiphiyee SellSevice ::";"". ' before you can |Og
h———————— in to ESS. 2. Setup your account for self-service (for new

Gractly view your humin rescurce and payroll dats in the PSS
0 Syitem prided o0 excelend apperunty 1 i h Endute
ate. Ona of tha majer advantages of tha ESS rystem
i real-time data a6 your et 2417

passwords and to set up a pin#)

Infeemation it corract an

mm epires i ;l ays, 22 s, 20 il
o RSN 3. Reset your account (if you forget your password:
Pasiwtrd Bxpired: 09/0T/2001 09:13 A BT . .

Pin # will be needed)
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NOTE: If you set up your account, it is important
to remember your pin #

Instructions for Viewing Personal Information Via ESS

i Click on the Employee View Personal Data
Self-Service tab.

Employee Self-Service

Overview

Perszonal Information Payroll Help Documents

Ful i e Moain A
Parsonnsl Humder ooioTar
° Click on the word

personal Data “Personal Information” =

Display vour basic personal and emplayment infarmation, :::‘1 M Haalh

é—— Choose an item i Hams a Date of fiFn Al [l |

Address from the list. Lasi Hama Kar Gandar Famals

Display your main address and any other address(es) stored in the HCM system. Here you may also Bulfe

update your primary contact number and/or campus address,

Ervipling e Dala |"‘"“"""'1'|'"|“‘!

Piadign Bhallad] Wikrher

Emergency Contact

Display or update your emergency contact information, If you do not have a contact stored, you
may also add an emergency contact,

Elasmalul ale Bhail i VWilfhed

Bank Information

Display your bank and account information.



Viewing Address and Emergency Contact Information

Wiew Address Detail

Emergency Contact Information

Full M : O | J .
pu amel M . D;‘E‘Iaﬁ-ﬂzzj Full Mame: Kerestine, Heather &
ErsEonne| umb-er: =3
Personnel Number: oo1070TE
Hame L oxcatiomn Emergency Contact Data
Permanent residence GO Jane Drive
Mame:
| Campus address
Country: vI
To see the address detail, select a row from the table abowe. Strest:
Citye:
Permanent residence ity
State: - ZIP Code:
Address: 59 Jane Drive .
Primary Number:
Citw: Jans
Countw: 285 FAYWETTE " ou may add up to three additional phone numbers for yvour emergency contact. Te add a num
State: =y ZIP Code- 1213 number and enter the phone number (and exten=zion if applicable)}. To remowe a number, ==t the
Country: = Phone Mumber 1: Mone e Mumb-er: Ext:
Primary Contact Mumber: (724) 9959999 Phone Humber 2: TRl =] Number: Ext:

Phone Mumber 3: Mone e Mumb-er: Ext:

£ wou currenthy do not hawe a stored emergency contact.

2 Update Primary Contact Mum a Add Emergency Contact |

Click here to update your phone number Click here to update your emergency contact information.

Viewing Bank Accounts Information Via ESS

View Bank Account Details View Bank Account Details
Full M . o ] ] Full Name: Doe, Jane J
uil Hame: oe, Jane Perzonnel Number: 000s8054
Perzonnel Mumber: 000sS8054
Bank Type MHame of Bank
Bank Type Hame of Bank .
- Primary Bank PARKMWALE SAWINGS BANK
Primary Bank PAREKWALE SAVINGS BANK -
i Secondary Bank PARKNWALE SAWINGS BANK
Secondary Bank PARKWALE SAWVINGS BANK =

@ To see the account detail, select a row from the table. The first row is automatically displayed belows.
@ To see the account detail, select a row from the table. The first row is automatica Iy dizplayed below .

Account Details
Account Details

Pavee: Doe , Jane J

Payes: Doe , Jane J
Pos=stal Code / City: 15413 Jane

Postal Code / City: 15413 Jane
Bank Country: us.a,

Bank Country: US.a,
Bank ABA Mumber: 243073852 PARKMWALE SAWVINGS BANK

Bank ABA NMumber: 243073852 PARKMWALE SAWINGS BANK . .
Bank Account: RGO o9 Checking = Savings

Bank A t: i = == 1= | *! Checking Savings

an ceoun Payment Method: Direct Deposit -
Payment Method: Direct Depo=it -

Standard WValue: S20.00



Viewing Payv Statements via ESS

| 0 Click on the Employee Self-Service tab.

Employee Self-Service

Overview | Personal information | Payroll | Help Document=s

f

a Click on the word “Payroll”

Click on the Online Pay
Statement link.

Online Pay Statement <«— e

Display an online version of current and past pay statements.

Online Pay Statement

- The current pay statement will i Ll o vl Py St
Show Lisof Ayl Py Sltmenly e automatically appear.

Overview

Pay Date Gross Pay Het Pay

To view previous pay statements,

Choose “Show List of Available B
3 02/2s20m 1,203.00 UsSD 871.85UsD
1Prewuus$a\ary51&lemem‘ Next Sy atemen P\é_ Pay Statements. =—————3> | o 2t 42150 o
J 017287201 1,203.00 USD 1,748.11 USD
J 0n4rzom 1,088.25 USD 74061 USD

H[I-IJ [ @' 1 “ Eb@ \,ﬂ] i o 0% /Sl (' J12,f30:2[|1|3 1,088.25 USD 753.19 USD

] 2] row| tfof130 [ =] =] 2]

n Previous Salary Statement| Next Salary Statement >|

To print a pay statement, simply click on the printer icon.
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