Employee Self Service (ESS)
User Guide

New employees can self-register for their ESS user account by clicking on the ‘Register
User’ link on the login page.

https://connect-escneo-ess.ssdt-ohio.org/

o Username: Please enter your desired username. We recommend using your email
address.

o Employee Number: Please enter your USPS Employee Number (EMPID). This
information is on your payslip.

o Email: Please enter your email address. This email must match one of your email
addresses in your USPS employee record (primary, secondary or other) email
address.

e Click ‘Create User’ to proceed with creating an ESS user account. A pop-up
notification will be displayed if successful. An email will be sent to the email
address provided with instructions on how to change the temporary password to a
permanent password. Copy the provided temporary password, click on the secure
‘ESS Application’ link, and paste the temporary password into ‘Old Password’.
Enter a New Password using the security requirements listed and re-enter the new
password in ‘Verify New Password’ and click ‘Change Password’ to reset your
temporary password to a permanent one.

Operation Successful

A user has been registered using the information entered. An email
with instructions for changing your password has been sent to
following email address: barron@example.org

Reset Password

OBarron

ESS Reset Password
Fri, Aug 16, 11:35 AM

tech@sampleville.org

To: abarron@example.org

A new user has been registered in ESS with this email address, and a

request 1o reset the user’s password in the ESS application has been received. —_—
I you did not make this request, please Contact your administrator immediately.

Atemporary password has been set 1or you which will expere in S minutes.

Please use this when resetting your password.

Temporary Password: mytempassword

ESS Application: https://protectedreset passwordtink



