Accessing Employee Self-Service System (ESS)

1. Open http://cosaweb/ to access EASi.
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2. Select ESS to enter the Self Service system.
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3. Loginto the Employee Self Service system.

User ID = [ 1
Password = | |

Log on
Employvee Logon Problems? Password Reset

Retiree Logon Problems? Contact City of San Antonieo Customer Service @ 210-207-22888

Access to this system is limited to authorized users only. Unauthorized access to the system. the unauthorized use of an
account. or the unauthorized use of a password are criminal offenses under Section 33.02 Texas Penal Code.
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How to Reset Your ESS Password

For users that have not logged in for 90 days prior to 10/12/2015, a password reset is required (8
characters) with the following:

e Special character (e.g. S)
e Upper case first name initial (e.g. F)
e Lower case last name initial (e.g. m)
e Last 5 of SSN (e.g. 12345)

e Resulting password from example above: SFm12345

If you need assistance with password reset please contact the IT Help Desk at 207-8888.

4. Begin Benefits Enrollment by accessing the online benefits enrollment link.
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Overview

Employee Self-Service applications provide you with easy access to information and services for
employees. This page gives you an overview of the entire offering.

l= mplovee Searc) Working Time
— Search for employees by name and find basic information about colleagues and their position in the Record your planned leave.
company.

Quick Links
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100 g“? Display your salary statement. ﬁ?ﬁ Access the online benefits enrolment system.
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