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Employee Self Service
Forgot My Password Reset Steps
Reset Forgotten Password

Overview

In the Employee Self Service, (ESS) application, there is a new capability to Reset your own password, however, you must be aware of a few issues.

NOTE:  If you have not previously set up your challenge question in the My System Profile link within ESS application, please call the Office State Finance Help Desk at 405 521-2444 or 866 521-2444 (Toll Free) to reset your password.

NOTE:  If you can wait until the next day to view your account in the ESS module, the password will be automatically reset to the original default password after 12:00 AM, midnight.  REMEMBER:  The original default password is the first four (4) letters of your last name, all capitalized, and the last four (4) digits of your social security number.

NOTE:  If the password is entered incorrectly three (3) times, ESS will automatically lock the user out. To have your password reset due to lock out, call the Office of State Finance Help Desk Phone Numbers are 405 521-2444 or 866 521-2444 (Toll Free).

Following are dates when ESS will not be available.

Maintenance Schedule:

· 2nd Saturday of each month

· 4th Saturday of each month

· 2nd Weekend of each quarter

Maintenance Schedule Link:

http://www.ok.gov/OSF/OSF_Help_Desk/Helpdesk_-_PeopleSoft_System_Availability.html
Step 1
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Click Forgot your password? link.

Step 2
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Ifyou have forgotten your password, you can have a new

password resetfor you here.
Enter your User ID below. This will be used to find your profile, in order to authenticate you

Userin:




In the User ID Field:  Enter your six (6) digit Employee User ID number.
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Step 3
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User ID: 100001

Please answer the following question below for user validation

Question:  Favorite Pet Name

Response: | Bowie




System Prompts:  Security Question you previously answered.

In the Response Field, enter your response to the question.
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Step 4

[image: image6.png]Password Reset

@ Vourpasswordhas been esetto PSPA23WAS

ForiD: 100001

Please close all your PeopleSoft sessions and then open a new session
tosign in again using this new password. Once you sign on, the system
will prompt you to reset your password.




The reset password is temporary.

SUGGESTION:  Write down the Temporary Password, (Temporary Password will be in CAPITAL letters).
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@ Vourpasswordhas been eset P8PA23WAS
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Please close all your PeopleSoft sessions and then open a new sessi
to sign n again using this new password. Once you sign on, the system
will prompt you to reset your password.





Highlight and copy the RESET CODE.  HINT: Control C to copy the Reset Code.

Exit Employee Self Service.

Click File 

Click Exit.

Step 5
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Log into Employee Self Service.

Employee Self Service Login Link:  https://corehr.ok.gov/mrhri/signon.html

Enter User ID Number.

In the Password field type the Temporary Password or 

Hint: Control V will paste the previously copied temporary password.

System Prompts: “Your password has expired.”
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Your password has expired.

Click here to change your password.




Click link:   Click here to change your password.
Step 6
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User ID: 100001
Description:  Elmer Fudd





In the Current Password field, type the Temporary Password.  REMEMBER – the Temporary Reset Password is ALL IN CAPS.  HINT: Control V will paste the previously copied temporary password.

Enter New Password:  Password must be eight (8) characters and include at least one (1) number.  Upper and lower case can be used in the password.
Enter New Password in the Confirm Password field.

NOTE:  The Confirm Password field must be entered exactly as the New Password field.  If the password is entered incorrectly three (3) times, ESS will automatically lock out the user. To have your password reset due to lock out, call the Office of State Finance Help Desk Phone Numbers are 405 521-2444 or 866 521-2444 (Toll Free).
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You have successfully reset your password and should be viewing the ESS Main menu page.
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