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PGOP]ESOft instructions. (To access the Human Resource Services' Web Site)

1) Open your browser.

2) Type: http://www.hrs.ecsd.net/ in the Address bar.

3) Press Enter.
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Hurnan Resource Services manages the staffing needs for schools and the administrative
siche within Edmionton Catholic Schools, Areas such as Health Services, Labour Relations,
Benefits, Performance Management/Evaluations, Staffing, Employes Relations, Pensian,

L?ﬁ)l:?c” and Careers fall under the umbrella of the variety of services that we provide.
Relations
Our web site is organized by the areas of service we provide. To learn more about our
department, please click on the links below:
Welcome Letter from the Director of Huran Resource Services
Mission Staterent & Code of Ethics
Performance

Belief Staterments

Interpretation of the Human Resource Services Logo
Hurman Resources Annual Report

e 2000-2001

e 2001-2002

Hurman Fesource Services Polides

Employes Handbook 2001-2002

Organization Chart

Management/
Evaluations

4) Click on Employee Self Service to display the following screen
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Thank you for visiting our site. Please dick on one of the links below:

AESOP Onling

Hurnan Resources Seif Service

Staffing - Web Instructions Booklet 2003 - 2004

Self-Service Booklet

Instructions for applying for positions on-ine

Mew People Soft User or Forgot Your Peaple Soft Password? g
-
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Labour
Relations

* If you are a new user of this system or if you have forgotten

your password, click: New People Soft User or Forgot Your People Soft Password? ,

and proceed to steps 1) to 6) on page 2.
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1) Click OK in the Security Alert that appears to display the following dialog box.

3} Forgot My Password - Microsoft Internet Explorer
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Home = Administer Workforce Ecs = Administer Vorkforce (ECS) = Use = Reset Password

Forgot My Password

Ifyou have forgetten your passwaord, or your password has expired,
you can have a new password emailed to you

Entar your User ID below. This will be used to find your profile, in order to authenticate you

user ID: [

continue

2) Type your User ID. (The User ID is the number that is located on your pay stub just to the right or
your name).

3) Click Continue.
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Forgot My Password
User Information
User ID: BT16
Default Email:  stationt@ecsd.net

Enter your Social Insurance Number and hirth date.
Social Insurance Humber ~ Month Day  Year

I Oy

Email Mew Password \

4) Type your Social Insurance Number and your date of birth (for identification purposes).

5) Click Email New Password and in the message screen that appears, please verify that the email
address is correct.

6) Click OK, and wait a few seconds. Be sure to leave the PeopleSoft screen open while you check your
email for the new message that contains the temporary password.

Your new temporary password will be emailed to you at yourname@ecsd.net. If you do not want
the password emailed, press cancel. If you click the cancel button your password will not be reset and an
email will not be sent. You should contact the helpdesk if you need further assistance.

After clicking OK, please wait a few minutes for your new password to arrive in your mailbox. If
your password does not arrive in a few minutes and the email address is correct, please contact the
helpdesk for assistance.
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Subject:  User 10 Pasomcrd

Your new randomly generated password is (*QISEINZ .

T redice Ehe chance of typing sreers pou may 1 eapy and paste the password.
You will be foreed to change this password Che next Time you log on. Your peu passward must be at least § charasters leng
and contain at lemst 1 mumber.

Ficase comcact the helpdesk if you avill hove problems logging in.

If you did not reguest thiz email, you must delete thiz email immediacely.

The next time you login to PeopleSoft, you will be forced to change this temporary password, as follows.

1) Open your new email and highlite the temporary password. Make sure that you highlite only the
password and not the spaces before and after the password. Press Ctrl + C to copy the password.

2) Click Human Resources Self Service.
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Thank you for visiting our site.  Please click on one of the links below:
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Self-Service Booklet
Instructions for applving for positions on-ine
Wew People Soft User or Forgot Your People Soft Password?

3) Type your User Id and press the Tab key to move the cursor into the password field.

4) Click Edit > Paste to paste the temporary password into the field.

PeopleSoft8
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5) Press Enter or click the Sign in button.

PeopleSoft8

Your password has expired.

6) Click the link.
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8) Once again, click Edit > Paste to paste the temporary password here. Type your new, personalized

passwords, then click OK.
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9) Click the Save button. You can now click Home to go directly to the self service home screen.
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