
 

 
 
Accessing the ePay website 
 
This document shows you how to update your ePay password, which you must do every 90 days 
to continue to view your online earnings statement. 
 

 
 
 
 
 
 

Step Action 
1.   Click in the web browser address line to enter a web address. 
2.   Enter the web address for the State of Ohio ePay site. 

 
Enter "epay.ohio.gov". 
 
Press Enter. 
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Signing into OAKS ePay 

  

Step Action 
3.   This is the OAKS sign-in screen. You will enter your User ID and your Password. 
4.   Enter your User ID into the User ID field.  Your User ID is your new eight-digit 

Employee ID. 
 
Note: If do not remember your Employee ID, your agency Human Resources office 
can assist you in obtaining the number. 
 

5.   Enter your current password in the Password field.  
 
Note: Your password will not actually appear on the screen as you type it. A series of 
dots will appear in its place. 
 
Your password is case-sensitive, which means capitalization does matter. 

6.   Click the Sign In button. 
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Step Action 

7.   In compliance with State of Ohio IT Policy No. ITP-B-3, you must create a new 
password every 90 days.  
 
Has Expired – If your password has already expired, you will see the screen above 
with a prompt to change your password.  
Note: If you see the prompt to change your password, skip ahead to step 10.  
 
Has Not Yet Expired – If your password has not yet expired, go to the next step (8). 
 
Click the Click here to change your password link. 
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Step Action 
8.   When you reach the ePay landing page, click the My System Profile link located in 

the left hand menu. 
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Step Action 
9.   On the General Profile Information page, click the Change password link.  
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Step Action 

10.   Enter your current password in the *Current Password field.  
11.   OAKS requires that your new password has the following minimum requirements:  

     • Length of at least 8 characters 
     • At least one uppercase or lowercase letter (A – Z or a - z) 
     • At least one digit (0 - 9) 
     • At least one special character (! @ # $ % ^ & * ( ) - _ = + \ | [ ] { } ; : / ? . > <)       
Examples: (Pittsburgh#1, LoneValley?2, $Lottery12) 
     You cannot reuse any of your previous 10 passwords. 
 
Note:  Your password will automatically expire after 90 days. 

12.   Enter a new password into the *New Password field.  
13.   Re-enter the new password into the *Confirm Password field.  
14.   Click the Change Password button. 
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Step Action 

15.   Your password has successfully been changed in OAKS.  Click the OK button. 
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Step Action 
16.   OAKS returns you to the Change Password page. Click the Sign out link to return to 

the OAKS sign-in screen. 
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Signing in, using your new password 

 

Step Action 
17.   Enter your User ID into the User ID field.  
18.   Enter your new password in the Password field.  
19.   Click the Sign In button. 
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Updating your system profile  

 

  

 
Step Action 

20.   If you have not already done so, you may now create your system profile by entering 
some basic contact information. (If you have already created your system profile, 
you may exit ePay.) 
 
Click the My System Profile link. This is required if you want to be able to receive a 
new password by email. 
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Step Action 

21.   Click the Edit Email Addresses link. 
 

22.   If you have an email address, enter it here. You can choose to list a home or work 
email address. 
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Step Action 

23.  Check the Primary Email Account checkbox. 
24.   Click the Email Type dropdown. 

 
25.   You will see various choices for the type of email address you are providing. Select 

one of the email types. 
26.   Enter the email address where you would like to receive your new password in the 

Email Address field.  
27.  Click the OK button. 

 
 
  

  

 
 

 
 

HCMJA69                                                                                                                             Page 12 



 

  

 
Step Action 

28.   Click the Change or set up forgotten password help link. 
 

29.   You may set up a personal security question on this page. If you forget your password, 
this question will be used to verify your identity before a new password is emailed to 
you. 
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Step Action 

30.   Click the Question dropdown. 
31.   Choose one of the security questions in the list. 
32.   The Response field will hold the answer to the question you chose above. This is the 

answer you need to type when asking for a new password. 
33.   Enter the desired information in the Response field.  
34.   Click the OK button. 
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Step Action 

35.   Click the Save button. 
(You may now exit ePay.) 
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