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Logging on to ESS

Welcome
1. Access Employee Self-Service through the
OnePurdue Portal. A link to the portal is on the ‘
OnePurdue home page: e %‘
http://www.purdue.edu/onepurdue.
Purdue

PORTAL LOGIN

2. Click on the button in the left

column.
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UNIVERSITY

3. Enter your Purdue Career Account user ID and
password.

4. Click the “Log on” button or press the Enter
key. You will be taken to the OnePurdue Portal.

5. Click the Employee Self-Service tab.

Employee Self-Service Overview Page
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Employee Self-Service applications pravide you with easy access to information and services for employees. This page gives you an overview of the ertire offering. The information provided through Employee Self-Service must be true and complete to the
hest of your knowledge. Providing false or misleading information could result in the University terminating your employment.

Personal Information
Manage your personal data, self identification information, home addressihhone, bank details, education, and
suppression of personal data.

Employee Search
Search for employees by name and view basic information.

O

5|1n~_ Payment ) Travel and Expenses
100 §_0,- Yiew your pay statements. Create, change, or display marital status, exemptions and addtional withholding 1 5'*"-“;_ Cresate your travel request and plan travel services for your business trip including hooking flights, hotels, car
" infarmation for your Federal and State withhaldings. - rentals, and train tickets. Record your travel expenses.

Quick Links
My Trips and Expenses

From the ESS Overview screen, click on the appropriate link to create, maintain or display information on the
Employee Search, Personal Information, Payment or Travel and Expenses pages.
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@ Quick Reference Card
Employee Self-Service (ESS) Navigation

1. To exit Employee Self-Service, click the skl tab in the upper-right corner of the screen. You may

then see this message: Pop-up blocked. To see this pop-up or additional options dlick here... If so, click on this and

select = Always Allow Pop-ups from This Site... ., 'Y ou may then need to click the EZEHl tab again to completely exit
ESS.

2. You will receive a pop-up box asking you to confirm that you want to log off. Click Yes.

7 SAP NetWeaver Portal -- Web Page Dialog 5'

& Are you sure you want to log off?

ttps:{ferp-portal-ga.itar |4 Internet

3. You will then be returned to the OnePurdue Portal logon screen.

1. Do not use the back and forward buttons @ . @ located in the upper-left corner of your browser.
Instead, click on either | Back| or [E2%&rd | |ncated in the upper-right corner of the ESS page.

2. You will need to use either Internet Explorer 6.0 or Firefox 1.0 to launch the OnePurdue Portal. While
other versions or browsers (e.g., Firefox 1.5 or Safari) may work, Explorer 6.0 or Firefox 1.0 are the only
ones currently supported by OnePurdue for portal and ESS access.

In addition, neither Internet Explorer 7 nor Windows Vista is currently supported.
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