Enterprise Services Communication – 10-25-2012

What?      Change to HRMS Portal Logon Screen 

Who?       Any State Employee Needing to Establish or Change an Employee Self Service (ESS) Password

Why?       Inform employees about changes to the procedure for obtaining temporary passwords

When?     Distribute immediately – Change takes Effect Monday, October 29, 2012
Message:   In response to employee feedback, the link to request a temporary password on the HRMS Portal Logon page has changed. The current link is “Forgot Password” (see Figure 1 below).  On Monday, October 29, “Forgot Password” will be replaced with two new links: “Reset Password” and “First Time User” (see Figure 2 below). This change should clear up confusion among new employees who have not been assigned a password.  The functionality behind the new links is basically the same, a temporary password is sent via email.    
Detailed instructions for resetting your password or setting it up for the first time can be found by clicking on the link “Having Trouble Logging In?” on the HRMS Portal Logon page or in the Online Quick Reference (OLQR) for Employee Self Service (ESS).  These instructions will be posted prior to the changes.  (see attachment)

Action Required:  Make this information available to employees.

Figure 1:  Pre Oct. 29, 2012 HRMS Portal Logon screen 
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Figure 2:  After October 29, 2012 HRMS Portal Logon screen
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Questions? Contact:
Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov
The “Forgot Password” link has been replaced by the “Reset Password” and “First Time User” links.  The functionality is basically the same as before.  A temporary password will be sent to your e-mail address.





“Having Trouble Logging In?” links to updated and detailed instructions on how to use the “Reset Password” and “First Time User” links.





The “Forgot Password” link has been replaced by the “Reset Password” and “First Time User” links (see illustration below)








