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Introduction to Employee Self Service

You can access the Pittsburgh Regional Transit's Employee Self Service portal from anywhere
you have internet access. This could include:

e Your home
e A Pittsburgh Regional Transit worksite
e Your mobile internet-connected device

To access the Employee Self Service portal you will need your User ID and Password. If you are a
first time user, you will need to set up your Employee Self Service Account. You should have

received a Welcome Letter that included your User ID and a default password. If you did not
receive a Welcome Letter, please contact the Help Line at 412-566-5333.

How to Access Employee Self Service

Using an internet browser (such as Edge or Chrome) from any internet-connected computer or
using you mobile device (running iOS, etc.), go to the following address:

1. Go to: https://MyHr.portauthority.org

Tip: Bookmark this link for future reference
2. From thelogin page, enter the User ID assigned to you.
3. Next, enter your password.

4. Ifyou do not remember your User ID, you will need to contact the Pittsburgh
Regional Transit Employee Self Service Help Line at (412) 566-5333.
If you do not remember your system password, you can click on the Forgot your User ID/
Password? link on the login page and complete the steps to reset your password.

Tip: The first time you login you will need to setup security questions and answers and
enter a personal email address. If you already have a PeopleSoft HR account, you will
not need to setup a new account but should complete the security questions.
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https://myhr.portauthority.org/

ORACLE PeopleSoft

User ID
| XXX I

Password

Forgot your User ID/Password?

Select a Language

English v

O Enable Screen Reader Mode

Quick Guide to ESS (PDF)

Copyright © 2000, 2019, Oracle and/or its affiliates. All rights reserved

Site Availability

The site will generally be available 24 hours day, 7 days a week with certain down periods for routine
maintenance. If the site is not available, you will encounter a message that reads,
“Employee Self Service is not currently available.”

It is very important that you sign out once you have completed your visit to the
Employee Self Service portal. This will help prevent unauthorized access to your
information. Do not save your password on a public computer.

v Employee Self Service i) Q f.- : @

e Open Enroliment Personalize Homepage

Publish Homepage
Mo Enroliment Available At This Time -
New Window

My Preferences

Help

1ils Benefit Details Life Events

Vous arm mnt sudhoariaad fae this anmn
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Special Instructions for your Initial login to the System
The first time you login to PeopleSoft Employee Self Service, you will be prompted to reset your
password AND setup security questions which will be used during authentication if you ever

need to use the Forgotten Password link.

Here is the page that you will need to complete at your initial login:

Initial Login Procedures

User ID: I
Description: |GG

New Password: |

Confirm Password:
Email 1D:

(Questions and Answers, it will be used in "Forgot Password”

*Question 1: | »
*Answer 1:
*Question 2: (v
*Answer 2:
*Question 3: e
*Answer 3.
Submit

To continue, please fill in all of the items presented. Once you are done, click the “Submit” button to

save your inputs.
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Navigating in Employee Self Service — Your Homepage

Once you login to the Employee Self Service portal, you will see your Employee Self Service

Homepage.
ORACLE v Employee Self Service o Q m )
Enter Time Change My Password Open Enroliment Payroll
04/23/23 - 05/06/23
Reported 111.000 Eoyrois
EoPLEsOrT No Enroliment Available At This Time m
Last Pay Date 04/19/2023
Personal Details Benefit Details Life Events Total Rewards Change My Password
You are not authorized for this page
[ X} - —
'” ==l
-
) {
Total Rewards Statement 2022
Employee Development W-2/W-2c Forms Health and Safety View Form 1095-C EAP Wellness Webinars
You are not authorized for this page
= A
M FYE)
- S @

2022 W-2 Form available

On your homepage, you will find the following navigation tiles. To open up a tile, just click
anywhere on the square.

Enter Time - use this tile to enter your work hours if applicable.
Change My Password (Oracle) - from this tile, you can update your password.

Open Enrollment - using this tile, you can view and update benefits during the open enrollment
period.

Payroll - from this tile, you can view your current and previous paychecks, update your tax
withholding elections, and add or change your direct deposit.

Personal Details - using this tile, you can view and update selected personal information, such as
address, phone number, emergency contact, etc.

Benefit Details - using this tile you can access your current benefit information, make updates to
your beneficiaries, start a “Life Event”, and other options.

Life Events - using this tile, you can start a “Life Event”

Total Rewards - from this tile, you can view your Total Compensation Statement.

pg. 6



Change My Password - from this tile, you can update your password and your security questions.

Employee Development - from this tile, you can view your required training and employee training
history report.

W-2/W-2c Forms - from this tile, you can view your current W-2 Wage and Tax Statement and
W-2c current W-2 Wage and Tax Correction Statement (if applicable)

Health and Safety - for HR use only

View Form 1095-C - from this tile, you can view the health insurance coverage offered to you by
PRT

EAP Wellness Webinars - from this tile, you can view the webinars offered by the Employee
Assistance Program

In addition to the tiles presented on the homepage, you will also see the following icons in the
upper right corner of the page:

This is the Home icon. If you click this icon from any location within
the system, you will be returned to your homepage.

a

presented by clicking this icon will depend on where you are within
the system. Pay attention to this icon to get an understanding of the
actions you can take on each page you visit!

“ This is the Action icon. The commands found on the menu

v Employee Self Service

Pareon e
sword Open Enroliment Personalize Homepage

Publish Homepage

No Enrollment Available At This Time
New Window

My Preferences

Help

1ils Benefit Details Life Events

IMPORTANT: lfyouwant to sign out of the systerh, click this icon
from most any page and you will have the ability to sign out
immediately.
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How to View and Update your Personal Information

When you click the Personal Details tile, you will be presented with the following page:

< Employee Sel Service Personal Details w @

John Public
S Transt Poiice

[ Akimanes Addresses

§ Contact Details Home Address
123 Maple Street
A sk Gibsonia, PA 15044

B Name
Mailing

23} Ethnic Groups i

RS Emergency Contacts Add Mailing Address

&, Adsional Informaton

From this page, you can choose the information you want to view and/or update from the list in the
box on the left side of the page. In this list, you will find the following options:

Address - you can view and update your home and mailing addresses from this page.
Contact Details - where you can add or update your own contact information.

Ethnic Groups - you can view and update your Ethnicity. Port Authority is required by Federal law
to assign an Ethnicity for all employees in order to comply with the Federal Reporting Guidelines.

Emergency Contacts - where you can add or update your Emergency Contact information.
Additional Information - from this page, you can view specific personal information about

yourself. However, you are unable to make any changes to the information presented on this page.
If any of this information is incorrect, please contact Human Resources directly.
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Your Benefits Summary Page

When you click the Benefit Details tile, you will be presented with your current benefits enrollment
information.

T BeewfE Sumemary

i Libe Eomrin Benafits Summary
i e T g bk

e ] | Falereh

S Morciabis Cave At

N
W Dt —
S L L VLD
W aton Vi B0 8 AT Iy = it
Prevepaen Fign. 1 Prarmaon 1 o

Vliremn Concl - Single

On your Benefits Summary page, you will see all of the Benefit Plans in which you are enrolled. To

get more details about a plan, just click on the specific row to drill down to additional information
regarding your enrollment.

Below is an example of what you will see when you drill down into the Medical Plan link. You will

see your current enrollment and covered dependents as of the current date. There also is the ability
to look at your enrollment information as of a different date.

Medical
{? Contact Information
My Benefits on 04/25/2023
This is Current Enroliment Phone
412/566-5200
All of our medical choices promote wellness as part of their benefits and are available to protect your and your
dependents if you become sick or injured.
Email
Enrolled Plan UPMC PPO Enhanced Actives @

Benefits@PortAuthority.org
Plan Provider UPMC

Coverage Employee + One

Group Number 021613
Covered Dependents
Dependents that are covered by this plan are listed here. Select the dependent to view or modify.

Covered Dependents Relationship
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Making Changes to your Benefits — Life Events

From your main Benefits Details page, you will see an option on the left-hand menu for Life Events.

By clicking on this menu item, you can initiate an Adoption, Birth, Marriage or Divorce event. You
can then choose to initiate a Self-Service Life Event.

< Employee Self Service Benefit Details

¥4 Life Events Life Events
If the below link requests your username and password,
[ Dependent/Beneficiary Info please use your network credentials

Click Here to View Life Event Employee Guide
[%% Benefits Enroliment
There are some events that involve you as the Employee or your family members.

; Benefit Statements Review the choices and select the appropriate Event. Then enter the date of your event.

il Affordable Care Act v
Employee

O 1 got married
® | had a baby
O 1 adopted or gained legal custody/guardianship of a child

O 1 got divorcedllegally separated

Start Life Event

Scroll Area

The Life Event must be completed within 31 days of your qualifying event or you will not be eligible to change your Benefit elections.

Let us look at a specific example for how to execute a Life event. In this example, we will review the
steps you need to complete when you have a new baby!

The steps you need to complete online include:

e Entering your child’s date of birth

Attaching a proof of birth document (such as a birth certificate)

Reviewing your current benefit elections and make any desired changes

Review your current dependents or beneficiaries, and make the necessary changes
You may want to change your direct deposit or tax withholding elections as well
Complete your Enrollment changes and enrolling your new dependent

Review of changes and final summary

Note: The steps involved in completing each Life Event will vary depending on the event. For Example,
a Marriage event does allow you to submit a Name Change request.
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Here is the page you will see when executing a Birth Event:

Welzome to the Birth Event
& Complete

Birth Date
O Mot Started

Document Uplead
O Not Staried

Benefit Summary
O Not Stared

DependentBeneficiary Coverage
O Net Started

DependentBensficiary Info
O Mol Staried

¥ Pay and Compensation
O hiot Started

Benefit Enroliment
O Mot Started

Benefit Election Review
O Not Staried

Summary
O Not Startoed

Birth Event

Welcome to the Birth Event

This is a good time to conssder how having a new dependent may aflect your health care coverage, life insurance, tax
withhaldings and other important choes

This guide wil take you through all the steps necessary 1o ensure that your personal profile and benedts information &
updased 10 reflect ths event in your life

Mavigation Instructions:

T navigate theough a Life event you can use ether the Previous or Met butions that appear on the upper nght hand comes
of the page or by chicking on the next shep that appears on the beft sade of the page:

IFyou nedd o canced this Life Event for ary réason once you have started. please chek on the “Actons List” icon (the three
dots in the upper right comer of the page)

Canceling a Life Event

If you need to cancel a Life Event that you have started, you can do so by clicking the Activities List
icon in the upper right corner of the page and selecting “Cancel”.

& Complete

*  Birth Dae
O Mot Szarted

Destument Upload
D Kok Eraried

Benefit Summary
© Kt Staniad

DependertBensficiany
Coverage
D Kok Sxaried

Birth Event

Welcome to the Birth Event

This i5 & good tme (o consider how havang a new dependent mary alfect your heall
valfiholdrgs and othey iImporant choices Help

This guede will talce you Through all the sleps. necessarny bo ensune thal your personal profile and benwelits informaton is
upddaled to reflect thes event in your e

Havigation Instructions:
Tio rinagate Through @ Lie evend you Can use either the Prsvious or Mex buthons tat appear on th upper nght hand comes
ol thee page of By Cheking o Bhe nexl slep (al Appears o the b e of the page |

I you need b cancel thes Life Event for ary réason once wou hine stamsd, please chik on the “Actons List® son (the thiss
dots in the upper ight comer of the page)
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Additional Actions Available from Benefit Details page

From your main Benefits Details page, you will see additional options on the left-hand menu:

e Review and/or updating your current Dependent and Beneficiary information
e Complete your Benefits Enrollment

¢ Obtain your benefit details reported under the Affordable Care Act (this will be made
available at some pointin the future)

Dependent/Beneficiary Info

This next page lists all the Dependent/Beneficiaries in PeopleSoft and their relationship, their

Dependent or Beneficiary status. The “>" symbol is again on the right side of the page to indicate
that you can drill down to more details on your dependents and beneficiaries.

Eemi’ﬂ De.ta.ils

T Benefts Sumerany
WS Life Everis

Dependent and Beneficiary Information
o+ DependentBensfclany Infa

M RElasonship Beneficiary Dwpendsnt
‘%0 Benaits Enroliment Chid s L
i Afordabie Care Act - Ok
L T o w

Benefits Enrollment

This link will be used to make self-service enrollment changes that are not initiated through a Life
Event. Examples could include Open Enrollment, Hire or other Job changes that impact benefits
eligibility. If no “Select” button appears, then the employee does not have an available event that
allows for benefit changes.

¢ Employes Self Service Benefit Details w !

i Benefits Summary

¥4 Life Events Banefits Enroliment

2 DependentBeneficiary Info

“s, Benefits Enrliment > ﬁ .. sl

1l Affordable Care Act e
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Payroll Information Tile

When you click on the Payroll tile, you will be presented with the following options:

e Paychecks - select this option to see your current and previous paychecks

e Tax Withholding - select this option to update your current Federal tax withholding
elections

e View W-2/W-2C Forms - select this item to view your historical W-2/W-2C forms that may
be available

¢ Direct Deposit - select this item to add new or update your existing Direct Deposit
instructions

Viewing your Paycheck online

Your available paychecks will appear in the right portion of the panel. Click on the desired
paycheck and a new window will open, presenting the details of that paycheck. This will look like
the paycheck/direct deposit advice you receive for each pay period. This can then be printed or
saved.

< Employee Self Service Payroll ® Y e

& Paychecks Paychecks

v o

& Tax Withholding

Check Date Company Pay Begin Date | Pay End Date Net Pay Paycheck Number
T Vi -2/~
1 View W-2W-2c Forms o o Aoty o Aoy 09MB12015
P820ts ort Authority of Allsgheny Co
09/28/201 ty gheny 09/30/2018 '
E3 Direct Deposit
Port Authority of Alleghe C oelon0ns
42018
0814201 ort Authority of Allegheny Co 091152013 ’
Part Authority of Allegheny C seneone
/3172018
08317201 art Authority of Allegheny Co . ’
8 Port Authority of Alleghe C oBi1I2018
152018 ort Authority of Allegheny Co
08115201 y of Allegheny 0811512018 '
0753112018 Port Authority of Allegheny C. orenos
12018 ort Authority of Allsgheny Co
v ot Allegneny 07312018 ’
8 Port Authority of Alleghe C orioans
132018 ort Authority of Allsgheny Co
071137201 y gheny 07152018 ’
06/16/2018
06/2912018 Port Authority of Allegheny Co ’

061302018
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Viewing your current Tax Withholding elections

To view or update your current Federal Income tax withholding elections, simply click on the box
where your current withholding elections are presented.

< Employee Self Service Payroll TR ()

FR Paychecks Tax Withholding

5 Tax Withholding Company Port Authority of Allegheny Co

— Status  Active
= View W-21W-2¢ Forms
Form Type _Jurisdiction Withholding Details
E2 Direct Deposit L g
Federal Federal Tax Status Married Withholding Allowances 2
Additional Amount 0.00 Additional Allowances >
Additional Percentage Other
State Pennsylvania Tax Status N/A Withholding Allowances 0
Additional Amount 0.00 Additional Allowances >
Additional Percentage Other
Local NORTH SEWICKLEY TWP Tax Status N/A Withholding Allowances
Additional Amount Additional Allowances
Additional Percentage Other
Local PITTSBURGH CITY Tax Status Withholding Allowances
Additional Amount Additional Allowances
Additional Percentage Other

The system will then present you with additional instructions. To make changes to your current
elections, click on the box that contains the words “Federal Withholding Allowance Certificate”:

Federal Tax Withholding Forms x

Company Port Authority of Allegheny Co

You must complete Form W-4 so the Payroll Department can calculate the correct amount of tax to withhold from your pay. Federal
income tax is withheld from your wages based on marital status and the number of allowances claimed on this form. You may also
specify that an additional dollar amount be withheld. You can file a new Form W-4 anytime your tax situation changes and you choose
to have more, or less, tax withheld.

Whether you are entitled to claim a certain number of allowances or exempticns from withhelding is subject to review by the IRS. Your
employer may be required to send a copy of this form to the IRS.

You can make changes to your withholding allowances online using the downloaded updateable PDF form and submit the changes
for processing by your payroll department. Be sure to print or save a copy of the completed form for your records.

Updateable Forms

Form Description

Federal Withholding Allowance Certificate N

You will then be presented with the following warning (to alert you that the system will be
downloading a copy of your current tax form):

WARNING

The system will download to your computer a copy of the tax form which contains personal information.
You should only continue if you are using a trusted and secure computer.
You should not continue if you are using a shared computer or public computer (such as those in a library or internet café); doing this could leave your personal information vulnerable.

s

OK Cancel

pg. 14



L g,

General Instructions
If you aren’t exempt, follow the rast of
these instructions to determine the number
of withholding allowances you should claim
for withholding for 2018 and any additional
amount of tax to have withhald. For ragular
wages, withholding must be basad on
allowances you claimed and may not be a
flat amount or percentage of wagses.

‘Yiou can also uss the calculator at
www.irs.gov/W4App to daterming your
tax withholding more accurately. Consider

Or, you can use the Deductions,
Adjustmeants, and Othar Incoms Workshaat
on paga 3 or the calculator at wwwirs.gov/
W4App to make sure you have encugh tax
withheld from your paycheck. If you have
pension or annuity income, see Pub. 505 or
use the calculator at www.irs.gov/W4App
to find out if you should adjust your
withhalding on Form W-4 or W-4P.
Monresident alien. If you're a nonresident
alien, see Notice 1382, Supplemental Form
'W-4 Instructions for Monresident Aliens,
before completing this form.

ERITRIU LY SRS, U U o,
Line F. Credit for other dependents.
When you file your tax retumn, you might be
eligible to claim a credit for sach of your
dependents that don™t qualify for the child
tax credit, such as any dependent childran
age 17 and clder. To learn more about this
credit, sea Pub. 505. To reduce the tax
withheald from your pay by taking this credit
into account, follow the instructions on line
F of the worksheet. On the workshast, you
will ba asked about your total income. For
this purposa, total income includes all of

=7 te here and give Form W-4 to your employer. Keep the worksheet|{s) for your records, ~————

- w_4 Employee’s Withholding Allowance Certificate OME No. 1545-0074

Dapartment of the Troasus » Whether you're entitied to claim a certain number of allowances or exemption from withholding is
Inkaeral overuo Sarvicn subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. =

018

1 Your st name and miadie niflal Last name 2 Wour 5oclal Security number

T

3DSI'|gIE D\wr\e: [ JMarried, ut witninoid at nigher Single raie.
WORE: If marmiai Mg Separataly, check “Marmid, bt withnola a1 higher Singe rte.”

Chty or town, sk and ZIP code 4 W your last name differs from that shown on your soclal security card,

check here. You must call 800-T72-1213 for a replacement card. =[]

(]

6  Additional amount, if any, you want withheld from each paychack : &3
T | claim exemption from withholding for 2018, and | certify that | mest both of the follo-m ng condltlons for exampmn

+ Last yaar | had a right to a rafund of all federal income tax withheld becauss | had ne tax liability, and

Total numbsar of allowances you'ra claiming (from the applicable worksheet on the following pages) . . . E
[

» This year | expect a refund of all federal income tax withheld because | axpect to have no tax liability.
If you meet both conditions, write *Exempt” hers . i > |_ | Mat Applicable

[T

Under penalties of perjury, | declare that | have examined this oamﬁca'te anl:‘ to the beat of my kncwhdaa and belief, it is trus, correct, and complete.

i I
(This form is not valid unless you sign it) » Date » i
8 Empioyer's Name and s00ress [Empmger“ Complata boxes B and 10 ¥ sending to IRS and complata 9 First aate of 10 Employar igentincation
boxes 3, 8 and 10 If sending to State Directory of Mew Hires.) empioyment nuTiZer [EIN)
Port Authority of Allegheny Co 345 Sixth Avenue Pittsburgh, PA 152222527 258011888
For Privacy Act and Paparwork Reduction Act Motice, see page 4. Cat. No. 102200 Form W=4 2018

Submit

Saving your changes to your Federal Withholding Elections

Click the “OK” button and you will be presented with an updated online form for you to use to make
your changes:

Once you have completed the form, click the green “SUBMIT” button to prompt the system to save
your changes. In order to save your changes, and for added protection, the system will prompt your
to re-enter your UserID and password (as shown in the following box).

Windows Security = @

The server srvhem3tst.network.portauthority.org is asking for your user
name and password. The server reports that it is from PeopleSoft
Enterprise PeopleTools,

Warning: Your user name and password will be sent using basic
authentication on a connection that isn't secure,

= |l — |
= |

Remember my credentials

Uploading your W-4 form to PeopleSoft

Receiving data...
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The changes you have made to your Employee Withholding
Allowance Certificate have been successfully submitted on

1 2018-11-06. You can scroll to the next page to view your
saved data or print/save a copy of this document for your
records.

Please be advised when you close this document the original
PDF document remains open for your reference. To exit the
application process, you will need to close both the original
and the updated PDF documents.

If you need to make additional changes, you must navigate
back to the Tax Withholding Forms page and begin the

process again.

Below this message will be your W-4 form with your new changes.

Be sure to close this window when you are finished!

Viewing your State Withholding Elections

There is no Pennsylvania State W-4 form, if you select this option, you will get the message below:

< Employee Self Service.

Payroll

& Paycnecks Tax Withholding

€ Taxwithholding Company Port Authority of Allegheny Co

= Status Active
& View W-2M-2c Forms:

FormType  Jurisdiction Withholding Details
B Direct Deposit
Federal  Fecera Tax Status Married Withholding Allowances 2
Additional Amount 0.00 Additional Allowances
Additional Percentage Other
state Pennsylvania Tax Status NA Withholding Allowances 0
Additional Amount 0.00 Additional Allowances
Additional Percentage Other
Tocal NORTH SEWORIEY TWP Tax ST N Wiihholding Allowances
Additional Amount Additional Allowances
Additional Percentage Other
Local FITTSBURGH CITY Tax Status Withnholding Allowances
Additional Amount Additional Allowances
Additional Percentage Other

This is the message you will get if you select the Pennsylvania State Tax Withholding.

State Tax Withholding Forms %

Company Port Authority oleleghen',f Co

The State of Pennsylvania does not allow modification to withholding status.
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Viewing your W-2/W-2C Forms
View W-2/W-2c Forms - When the W-2s are ready for 2018, you can navigate here to
view/download your forms. Click on the Year End Forms link and your W-2 will display as a PDF

type file you can print or save.

The Filing Instructions will give you instructions on how to file.

< Employee Self Service Payroll /A\ - o @
E5 Paychecks X New Window | Help | Personalize Page
View W-2/W-2¢ Forms
@ Tax Withholding GunnTia L.

T View W-2/W-2¢ Forms. Wiew s Different Tax Vear

BB Diroct Deposit Select Year End Form
5 Hoft v

Tax

w2
Y. Reporting TaxForm D Issue Date  Year End Form Filing Instructions
o

Year End Form Filing Instructions

There are no year end forms available at this time. Please try again later.

Viewing/Updating your Direct Deposit Instructions

When you select click on the left navigation panel for Direct Deposit, you will see your current
account setup.

e The first account setup will be the primary account and must be setup as Remaining balance.
e The second account can be setup with a percentage or an amount.

e Only 2 accounts are allowed to setup at one time

Click the “+” sign to add a new account or click on the current account to make changes.

< Employee Self Service Payroll A o
ER Paychecks Direct Deposit
@ Tax Withholding Accounts
+ v
] View W-2/W-2¢ F
e ©roms Order  Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
|B Direct Deposit | Last Checking999 Direct Deposit _ Checking Remaining Balance
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Here are the instructions for adding new Cancel Add Account

deposit instructions:

1.

N

*Nickname

N' k t f th *Payment Method | Direct Deposit v
ickname - enter a name for the
account you are setting up s
Payment Method - Direct Deposit Fouting Humber aj o
Routing Number - This comes from Account Number
your check or savings slip. See Retype Account Number
screenshot below to find the routing Pay Distribution
number. This routing number will “Account Type v
be validated “Deposit Type .
Account Number - This comes from Amount or Percent
your check or savings slip. See Deposit Order 1
screenshot below to find the routing
number

Check Example X

The Routing Mumber and Account Mumber can be obtained from your check.

In the check there are three groups of numbers. The first group contains the
nine digit routing number, the second provides the account number, and the
third is the check number.

#9595999599 4999 995 999= 55959

1 2

1 - Routing Mumber

2 - Account Number

Account Type - Select Checking or Savings, depending on the type of account you are setting
up.

Deposit Type - First account setup must be remaining balance, this is your primary account.
If you set up a second account, you can select amount or percentage.

Amount or Percentage - When setting up a second account and you select amount or
percentage in the Deposit Type, enter an amount or percentage you want to be deposited
into this account.

A maximum number of 2 accounts can be setup for Direct Deposit Payment Method.
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Forgotten User ID/ Password

Recognizing that it is important to keep your information secure, you are required to use a company-defined User ID
when logging into the Employee Self Service application.

https://MyHr.portauthority.org

In addition, you will need to define a secret password that must meet the following criteria:

* A minimum of 8 characters

* Include at least one special character

* Include at least one number

* Be different that your last 5 passwords

If you do not remember your User ID, you will need to contact the Port Authority Employee Self Service Help Line at
(412) 566-5333.

If you do not remember your system password, you can click on the link presented on the login page and complete
the steps to reset your password.

e —
ORACLE PeopleSoft
User ID
| XXXXXXXX| y
Password
Forgot your User ID/Password?
Select a Language
English v

O Enable Screen Reader Mode

Quick Guide to ESS (PDF)

Copyright @ 2000, 2019, Oracle and/or its affiliates. All rights reserved

After clicking on the link, you will be transferred to the following page. Enter your User ID and click continue.
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https://myhr.portauthority.org/

Forgotten Password

Please enter your User ID below.
You must enter your User ID in all capital letters.
Please call the Help Line at (412) 566-5333 if you do not recall your User ID.

User ID [l ]

On the next page you will need to fill in your Employee number and the last four digits of your Social Security
Number. You will also need to answer 2 of your previously answered security questions. You previously had to have
answered 3 security questions upon your initial login (see “Special Instructions for your Initial login to the System”
below).

If you fail to answer any question correctly, the system will cycle in the third question. After the third failure, you will
be instructed to call the Help Line.

Pag Fgt Pwd Qa

vser i [N
Description -

Employee/Retiree Payroll Number [| ]

Last 4 of SSN

Question 1 What was the name of your best friend as a child?

Answer 1

Question 2 Where were you born?

Answer 2
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