Ohio Administrative Knowledge System

OAKS = Transforming the Way Ohio Does Business

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.
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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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OAKS = Transforming the Way Ohio Does Business

Signing into OAKS ePay
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Ohio Administrative Knowledge System

Sign In Now

This is a State of Ohio corputer system, which may be accessed
and used only for official state business by authorized personnel.
Unauthorized access or use ofthis computer system may subject
vinlators to criminal, ciil, andfor administrative action.

Forgot your password?
To settrace flags, click here

Welcome to OAKS System Support

Wielcome to the Ohio Administrative Knowledoe Systermn or OAKS, Do you need agsistance or have guestions or concerns about
the State of Ohio's human capital management and financials QAKS?

gystemn. OAKS began as a husiness transformation project to o

improve the effectiveness, efficiency, and integration of central E-mail: naks.helndesk@Poaks state.oh.us

Phane: (888) 644-66245 (888-OHIOOAKS) or Centrex 4-6625

overnment business functions
g Hours of Live Support: 8:00 a.m. —5:00 p.m

and Confidential

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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OAKS = Transforming the Way Ohio Does Business

PeopleSoft.

Your password has expired.

Copyright @ 2005 PeopleSoft, Inc.

£l rights resenved. Copyrights to portions of
this software may be omned by others.

P P and Confidential.

PaapleSott and the FaopleSoft loga are
registered trademarks of PeapleSett, Ine.

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.
[Click here to change your pagsword |
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(= Employee-facing registry content - Windows Internet Explorer
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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.

— My Systemn Profile
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= My System Profile - Windows Internet Explorer
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File Edit Wiew Favorites Tools  Help

&—&[QMY System Profile l_l @ - B @ . E}Page B @ P
OAKS

Add to Favorites Sign out

New Window | Help | Customize Page | L

[ My Favorites =
e e — General Profile Information

em Profile John Doe

~assword

Change password
Frreemee===T1p forgotten password he

Personalizations

Your current language preference is: English

My preferred language for reports and email is: English -
Currency Code: Q
Default Mobile Page: | Q

Email

Edit Email Addresses

Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID: \ Q
From Date: [ (example:12/31/2000)
To Date: £l (example: 12/31/2000)

— L]

& Internet H100% -

Step | Action
9. On the General Profile Information page, click the Change password link.

Change password
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OAKS

= Transforming the Way Ohio Does Business

OAKS
Menu B
Search: @

[ My Favorites

[» Custom Architecture

[> Belf Service

[> Manager Self Senvice

[> Warkfarce Administratian
[> Benefits

[» Compensation

[> Time and Lahor

[ Payroll for Marth America
[ Payroll Interface

[= Workforce Development
[> Organizational Development
[= Warlkforce Manitoring

[» Set Up HRMS

[> Bet Up SACR

[> Enterprise Compaonents
[ Worklist

[ Application Diagnostics
[+ Tree Manager

[> Reporting Tools

I» PeopleTools

— by System Proile

Q-0 NG Pwe L= -LJd A8

Change Password
User ID: jhilson

Description:  Julie Bilson

‘Current Password: |

“New Password: |

*Confirm Password: |

Change Password

Add to Favorites

Mew wWindow | Help | Custornize Page | p&h

(Contains commands For working with the selected items.

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.

_=HVIIHY?7.>9)

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.

| Change Password
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OAKS = Transforming the Way Ohio Does Business

G- © KRG AR SE-Ud K3
OAKS
Menu 8

Search: Mew windaw | Help | Customize Page | B,

L I®
b iy Pavorites Password Saved
[» Custom Architecture
[> Belf Service

[> Manager Self Senvice “ four password has successfully been changed.
[> Warkfarce Administratian

[> Benefits

[» Compensation

[> Time and Lahor

[ Payroll for Marth America

[ Payroll Interface

[= Workforce Development

[> Organizational Development
[= Warlkforce Manitoring

[» Set Up HRMS

[> Bet Up SACR

[> Enterprise Compaonents

[ Worklist

[ Application Diagnostics

[+ Tree Manager

[> Reporting Tools

> PeopleToals
—Ch

— My Systern Prafile

Home

Step | Action

15. | Your password has successfully been changed in OAKS. Click the OK button.
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Q-0 HNRA®

OAKS
Menu &2

Search:

L I®
[ My Favorites

[» Custom Architecture

[> Belf Service

[> Manager Self Senvice

[> Warkfarce Administratian
[> Benefits

[» Compensation

[> Time and Lahor

[ Payroll for Marth America
[ Payroll Interface

[= Workforce Development
[> Organizational Development
[= Warlkforce Manitoring

[» Set Up HRMS

[> Bet Up SACR

[> Enterprise Compaonents
[ Worklist

[ Application Diagnostics
[+ Tree Manager

[> Reporting Tools

> PeopleToals

— by Systermn Profile

PR3- LJE 53 -

Home
Mew Windaw | Help | Customize Page | (B,

Change Password
User ID: jhilson

Description:  Julie Bilson

‘Current Password: |

“New Password: |

*Confirm Password: |

Change Password

(Contains commands For working with the selected items.

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

C-O0 HNRO ,PHEREE LURALES

.,a.:_ 8 x

Ohio Administrative Knowledge System

Ha e E Sign In Now

This is a State of Ohio computer systern, which may be accessed
and used only for official state business by authorized personnel.
Unauthorized access or use of this computer systern may subject
violators to criminal, civil, andior administrative action.

Forgot your password?
To settrace flags, click here

Welcome to OAKS System Support

Wielcome to the Ohio Administrative Knowledge System or OAKS, Dovou need assistance or have guestions or concerns about
the State of Ohio's human capital management and financials QAKS?

systemn. OAKS began as a husiness transformation projectto .

: " ] ; ) E-rnail: naks.helpdeskipoaks. state.oh.us

improve the effectiveness, efficiency, and integration of central X

government bUsiness functions. FPhone: (898) 644-6625 (388-OHIOOAKSE) or Centrex 4-6625

Houre of Live Support: 8:00a.m.—5:00 p.m

ol Confidential.

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

Ohio Administrative Knowledge System

OAKS

= Transforming the Way Ohio Does Business

Q-0 HRAG ,PHEeRLEE - LJAAS

OAKS

Menu

Search:

[ My Favarites

[ Customn Architecture

[- Self Service

[> Manager Self Service

I Workforce Adminigtration
[ Benefits

[> Compensation

[> Time and Lahor

[> Payroll for Morth America
[ Payroll Interface

[ Workforce Development
[+ Organizational Development
[ Workforce Monitoring

[ Set Up HRMS

[ Bet Up SACR

[+ Enterprise Components
[= ¥Worklist

[> Application Diagnostics
[ Tree Manager

[> Reporting Toals

[> PeopleTools

— My Systemn Profile

Home

" BeopleSoft

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.
bty Systerm Profilel

HCMJAG9

Page 10



Ohio Administrative Knowledge System

OAKS = Transforming the Way Ohio Does Business

Q-© KRG PhORSE-LJERB

Home
) ;
Search: Mew Window | Help | Customize Page | & %]

[+ My Favorites
[» Gustom Architecture
[> Self Service
[> Manager Self Senice

 Pondaree Administraten
[> Benefits

I Campensation Channe pasgword
[> Time and Labar

General Profile Information

Julie Bilson

[ Payrall for Morth America Change or set up forgotten password help

e
[= ¥Warkforce Development

[ Organizational Development Your current language preference is: English

[ Workforce Maonitoring i
[» Set Up HRMS My preferred language for reports and email is: English |

[ Set Up SACR
[> Enferprise Components Currency Code: Q
[ Warklist

) ; ) Default Mobile Page: | Q
[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[- PeopleTools

— Chanae by Password

Edit Email Addresses

Alternate User

It you will be temporarily unavailable, you can select an aternate user to receive your routings.

Alternate User ID: | Q
From Date: Y (example:1 2031 /2000
To Date: [ (example:12131/2000)

Workflow Attributes

Email User [“]Worklist User

Mizcellaneous User Links

& save | |

v

Step | Action

21. Click the Edit Email Addresses link.
[Edit Ernail Addresses|

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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OAKS

= Transforming the Way Ohio Does Business

PO RSB -LJE 38

Search:

[+ My Favorites

[» Gustom Architecture

[> Self Service

[> Manager Self Senice

[+ YWarkfarce Administration
[ Benefits

[» Compensation

[> Time and Labor

[+ Payrall for Marth America
[ Payrall Interface

[ Workforce Development
[> Organizational Development
[ Workforce Maonitoring

[> Bet Up HRMS

[ Set Up SACR

[ Enterprige Components
[ Warklist

[ Application Diagnostics
[> Tree Manager

[» Reporting Tools

[- PeopleTools

— Chanae by Password

Email Addresses

UserlD:  jhilson

Customize | Find | View Al | #

Worklist Add to Favortes

Blew itindow \ Help | Customize Page | ,

First 0 1 of 1 L2 Last

Primary Email . )
m’Em
O [ [

QK Cancel

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.
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Ohio Administrative Knowledge System

G S, . B & OAKS + Transforming the Way Ohio Does Business

Q-© KRG PhORSE-LJERB

Home
Search: Mew Window | Help | Custornize Page | [ [#]

[+ My Favorites
[» Custom Architecture
[> Self Service

General Profile Information

[ Manager Self Semice Julie Bilsan

[+ YWarkfarce Administration [y —

[ Benefits

[» Compensation Chap s

[> Time and Labor
[+ Payrall for Marth America
[ Payrall Interface
[ Workforce Development

Chanoe or set up forgotten password help

- =nnalizations

[ Organizational Development our current language preference is: English

[ Workforce Maonitoring i

[» Set Up HRMS My preferred language for reports and email is: _

[ Set Up SACR

[> Enferprise Components Currency Code: Q

il ) Default Mobile Page: | Q

[ Application Diagnostics L
b Tras Managsr ewan | 1
[» Repaotting Tools

[- PeopleTools Edit Email Addres=es

- ge Wy Passward

Alternate User

It you will be temporarily unavailable, you can select an aternate user to receive your routings.

Alternate User ID: | Q
From Date: Y (example:1 2031 /2000
To Date: [ (example:12131/2000)

Workflow Attributes

Email User [“]Worklist User

Mizcellaneous User Links

& save | |

v

Step | Action

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

[Change or set up forgatten password helg

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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Q-© KRG PHhOREE-LJE RSB

Search:

[+ My Favorites

[» Gustom Architecture

[> Self Service

[> Manager Self Senice

[+ YWarkfarce Administration
[ Benefits

[» Compensation

[> Time and Labor

[+ Payrall for Marth America
[ Payrall Interface

[ Workforce Development
[> Organizational Development
[ Workforce Maonitoring

[> Bet Up HRMS

[ Set Up SACR

[ Enterprige Components
[ Warklist

[ Application Diagnostics
[> Tree Manager

[» Reporting Tools

[- PeopleTools

— Chanae by Password

Change or set up forgotten password help

ITyou forget your password, you can have a new password emailed to you
Enter a question and vour response below. These will be used to authenticate you.

Question: 1 h re you bom?

Select from the list of guestions.

Response: |

Ok Cancel

Blew itindow \ Help | Customize Page | ,

Worklist Add to Favortes

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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O-© HNR®G Pk 2

= UBRS

Search:

[+ My Favorites

[» Gustom Architecture

[> Self Service

[> Manager Self Senice

[+ YWarkfarce Administration
[ Benefits

[» Compensation

[> Time and Labor

[+ Payrall for Marth America
[ Payrall Interface

[ Workforce Development
[> Organizational Development
[ Workforce Maonitoring

[> Bet Up HRMS

[ Set Up SACR

[ Enterprige Components
[ Warklist

[ Application Diagnostics
[> Tree Manager

[» Reporting Tools

[- PeopleTools

— Chanae by Password

Home

Blew itindow \ Help | Customize Page | ,

General Profile Information
Julie Bilson
Password

Change password
Chanoe or set up forgotten password help

Personalizations
Your current language preference is: Enuglish

My preferred language for reports and email is:

[a

Default Mobile Page: | Q

Edit Email Addresses

Currency Code:

Alternate User

It you will be temporarily unavailable, you can select an aternate user to receive your routings.

Alternate User ID: [ Q
[ ® (example:1 2631/2000)
& [ ®

Email User

(example12/31/2000)

[“lworklist User

Mizcellaneous User Links

& save |

v

Step | Action

35.

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