
Step 1

Prior to starting this process you will 
need to gather 3 pieces of 
information for use later in the 
process.  These are:

1. Your Employee Number
2. The last four digit of you Social 

Security Number
3. Your Hire Date

These are used to verify your 
identity later in the creation process.

When ready to begin, open the City 
Web Site in a browser.

At the bottom of the main page you 
will see the word Employees.

Click on Employees.



Step 2

Click on Employee Self Service.



Step 3 

Click on New User at the top 
right of the screen. 



Errors

If during any phase of 
creating a new user you 
encounter this error 
message please call the IT 
Help Desk (x3333) and we 
will help you recover and 
complete the process.



Step 4

Fill out the New User 
information as requested.  

You can use your city or 
Personal email address.

You must make up a new 
password.  It is suggested that 
you do not use the same 
password as your City 
network/email password.

Select and answer the three 
security questions as provided.

Then click on Create New User 
at the bottom.



Step 5

You will receive this screen 
telling you that a 
confirmation email has 
been sent to the email 
address you provided in 
the previous step.  

Log in to the email account 
you provided to complete 
the next step.



Step 6

Open the email in your Inbox.

NOTE:  If you don’t see the 
email in your Inbox after a few 
minutes check your Spam or 
Junk mail folder to see if it was 
accidentally delivered there.

Click on “Click this link to 
enable your account”.



Step 7

Once you click the link to 
enable the account you will 
receive this message.  It 
indicates that your account 
has been setup properly.

You can now Login to your 
account to complete the 
setup. This is done by 
clicking Login in the 
bottom of the message 
box.



Step 8

You will be prompted to 
provide your login 
information for your 
account, using the login 
credentials you just set up.



Step 9 

Please read the 
information in the box 
and click the I Agree 
box.  Then click on the 
Continue box to go to 
the next step.



Step 10

This where you need the 
three pieces of 
information you were 
asked to gather prior to 
starting.  Please enter 
these as indicated.

Then click on the Finish 
button.



Step 11

Click on the Home link to 
go back to the main 
screen, now logged in to 
the system.



Step 12

On the Main Menu screen 
you will see all of the 
Employee Self Service 
options.  You have now 
successfully created your user 
account on the new 
Employee Self Service system.


