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EMPLOYEE SERVICES ONLINE

ACCESS & REGISTRATION USER GUIDE
(Schools - registration key generated) 

Access

At home
You can access Employee Services Online (ESO) from any machine where there is internet access. If you are using a machine that is not at the school, use the following web address to access the site:

https://lccsecure.lancashire.gov.uk/corporate/eso/index.asp
You can also find the link by typing 'Employee Services Online' on a search engine such as Google or by searching for 'ESO' in the search engine on www.lancashire.gov.uk which is the Lancashire County Council website:
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At School
You can access ESO via the Schools Portal. Click on the link 'Forms' on the left hand side of the screen.
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Introduction
Welcome to the Schools’ Portal
This site provides access to a number of online systems, including an electronic post system, traded senice details, statutory and

‘administrative information aimed at supporting schools. Information is targeted to you based upon the type and lacation of your school
and the user role you have been assigned

Thursday, 14th January 2010
DDM D-Day for District 0 Schools

The DDM is live for District 0 Schools on Monday 1st February 2010.

By Friday 29 January, all Schools’ Portal Supenisors in District 0 should have assigned DDM responsibilties to the
‘appropriate members of staff in their school This will ensure that post sent to the school reaches the person
responsible. Remember that a member of staff can have multiple responsibilties as either Lead Contact or Interested
Party.

Ifyou require assistance please contact Andrew Slater on 01772 536733,

Ato ZIndex

To navigate to an entry please use the A - Z links below. You can also search by word which wil look for an entry ttle, a word it is
also referred to as, or a word o phrase which relates to the entry. Click here for more info

Telephone Directory

i Recent Changes and Updates, 05/0312009
Click this lnk to access the Telephone < Manual Archivin
Directoy fr allstaf employed by Lancashire [ O oot Aren
County Counci 2 Qur School Area
- Passwords Made Easy
My School Contacts My School Contacts
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Weather Update

Click here for the latest
news and information
Last updated:
14/01/2010 12:04:07

Key Links

Equal Pay Review New

DCSF Weekly LA
Email New

DCSF Emailto
‘Schools New
Teachemet
L6t

DCSF Home

DCSF Key to Success

Flu Update

Click here for the latest
news and information
Last updated:
16/11/2009 09:43:18 | —

BBC Education News

Click the BBC Education
News heading above to view
the BBCs top 10 education
news headines
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The link to the site can be found half way down the list entitled 'Employee Services Online'.
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About Forms and Online Services

This page provides links to online services (systems) and online forms.

Using Online Forms

The online forms should be completed onscreen and retumed by submitting the form whilst logged into the portal. Please do not print these out. If the person who
needs to fill out the form does not have a Schools’ Portal account, please follow the instructions on how to obtain ane by clicking on How to sign up for access to the
Schools' Portal

Using Online Services

These senices are provided by teams within Lancashire County Council. To access them you may need to have separate usemames and passwords. If you do not
have these or have any problems using the systems, please contact the team directly using the contact details provided on the relevant system

Notification of Termination
Advertising Requests

NQT Online Registration form

Request for Tution out of School for Medical Reasons

Referral form to the Lancashire Education Medical Service

Em Senices Online (Absences. Paysli 1ses etc)
« Notification of a Child or Young Person Missing From Education

Lancashire School Effectiveness Service (LSES)

Bullying Incidents report form
Racist Incidents report form

New Pupils Ariving in Lancashire

Notification of Teachers new to Reception or Year 2

School Target Setting Proformas

« School Targets Absence - 2011

+ School Targets K¢ 2-2011
« School Targets K¢ 3-2011
« School Targets K¢ 4-2011
« School Targets EMAG - 2011

Consistent Financial Reporting (CFR)
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New User registration
Step 1:

Once you have accessed ESO, as a brand new user you will be required to register. The registration process is a quick procedure which enables you to set up your username and password along with setting up security measures. 

To register you will need to click on the 'Register' button which can be found in the centre of the screen under the 'New Users' section: 
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Login

IFyou have already registered for this senice, please log in to your account now
with your usemanme and password

Username

Password

Passwords are case sensitive, at least 6 characters long and must include both
letters and numbers.

Please note your account will be suspended if you enter an incorrect password 3
times in a row

New users
Register/Complete Registration
Its really easy to register and only takes a few minutes. To register you will need

« Pay Reference number
« National Insurance number

Both of these numbers can be found on your current payslip.

Click this button to register or to complete your registration once key has been
received
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Step 2:

You will be asked to enter your 'Pay Reference Number.' This is a personal number which can be found on your payslip and takes the following format: e.g. 01M1234567A. 
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If you are having any
difficulty using this facilty,
please see the help site.

Note: You can find your pay reference number on your current payslip if you do not know it

© Pay Reference Number :I

NB: Pay references begin with two numbers, e.g. 01M1234567A
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Once you have entered the number, please click on the 'Next' button.
Step 3:

You are now required to enter your personal details such as your surname and date of birth to confirm your identity before you are set up to use the system. 


[image: image7.png]Lancashi

County
Council

Having problems?

Employee Services Online Registration - Your Details

IFyou are having any
difficulty using this facilty,

© Firstname
please see the help site

© Surname
© Date of Birth

Your postcode must include a space for example PR3 4TY or PR62 6TR
© Home Postcode

You vill find your national insurance number on your payslip

© NI Number

Please check your details carefully before proceeding to the next page

Copyright © 2010, Lancashire County Council

&3 Local intranet. E

Done




Once you have entered your details and green ticks appear next to each section, please click on the 'Next' button.

Step 4: 

You now need to enter a username and email address. 
LCC Username: If you have a Schools Portal username you could enter this in the box to set up ESO with the same user name. You can also choose to leave this box blank and your username will automatically be set up as your 'Pay Reference Number'.
Email: If you have an email address that is not shared by other employees please enter it in the box provided. You can also enter a personal (non work) email address. 

If you do not have a personal email address- please leave this box blank.
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Registration - Login Details

If you are having any
difficulty using this facilty,
please see the help site.

If you have an LCC network login for the corporate network (that is used only by you) or a Schools' Portal usemame. please enter it below, othenwise
please leave this field blank.

LCC Username |:| (e.g. RDAJS)

If you have an email address that is not shared by other LCC employees, please enter it below, otherwise please leave this field blank

(e.9. john smith@css lancscc gov.uk)
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Once you have completed this section, please click on the 'Next' button.
Step 5: 
You will now be required to accurately enter your personal registration key which you will recently have received.
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ESO Help Please check your payslip for a message containing your unique registration key and enter the key below.

Registration Key |

(e.g- RR12345A8)

If you do not have this payslip or cannot find the key, please use the following link to request a registration key by post
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Once this has been entered click on the 'next' button.
Step 6:
You will now need to set up a password that you will use to access the system. The password must contain both letters and numbers and be at least 6 characters long. You will be asked to re-enter the password twice to confirm what you have entered.
You will then be asked to set up a security question and answer on the system. An example of this would be:

Question: What is my mother's maiden name?
Answer: Smith

This will be used if you forget your password and need to reset it online.
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ESO Help Please choose a password using the form below.

For security reasons passwords must be changed regularly. Your new password must contain both letters and numbers and be at least 6 characters long

0ld passwords cannot be re-used and all passwords are case sensitive
© Password

© Re-enter Password

Please choose a question to which only you know the answer and enter the question and answer below. (e.g. Your Mothers maiden name,
place of bith, secret pass code o the name of a special indiidual)
This wil be used to allow you to reset your password if you should forget it

© Question

© Answer
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Once you have completed this section, please click on the 'Next' button.

Step 7: 
You have now completed the registration process and the final screen confirms that your registration has been a success. You will also be asked to note your username for future reference which is provided on this screen
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ESO Help Your registration has been successful. In future you will be able to access the system using your usemame and password
Please note your username for future rence: 01M0001447A

Click here to proc
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Once you have made a note of your username, click on the link 'click here to proceed' to enter the Employee Services Online website.

Step 8:

The next screen that you will see will be the ESO homepage. The page contains a variety of icons that can be clicked on to access further information including:
· Payslips

· Expenses- to claim expenses

· My Absences- a list of your absences 

· Change of bank details- change the bank account where your salary is paid
· Change of Address- change your home address online

· Teachers Salary Statements (Teachers only) View your teachers salary statements 

· Equal Pay review (where applicable) link to the Equal Pay Review website for updates

You will only see icons that are relevant to the job you do i.e. only teachers will see the icon entitled 'Teachers Salary Statements'.
On the right hand side of the screen there will be a latest news section, related links, help site and an option to logout of the system. 
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Accessing the system
As a registered ESO user, when you would like to access the system you will need to enter your username and password under the 'Existing Users' section and click on the 'log in' button.
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Troubleshooting – Common problems accessing the system
I have forgotten my username

· Your username in most cases will be your Schools Portal username or your pay reference number. 

· If your username is your pay reference number- it always starts with a zero and not the letter 'O'
I have forgotten my password/entered it incorrectly three times

· Your password is case sensitive- if you enter it incorrectly three times you will be barred from entering the system and you will need to reset your password.
· If you forget your password you can reset it yourself online by clicking on the 'forgotten password' link on the right hand side of the screen. You will be asked to complete some security checks and then you can set up a new password. 

How to change your password online:

When you click on the 'forgotten password' link you will be presented with the following screen:

[image: image14.png]Lancashire

County
Council

Gy Forgotten Password

ESO Help
© tromame [E—

Please enter an email address if you wish the password to be sent to you via email. This email address must be registered to your usemame. ffthe email
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You will need to enter your username in the top box and then you will have two options:

1. You can enter your personal email address in the box provided to have a new password sent to you via email.

2. You can leave the email address box blank and click on the next button to reset it yourself online.

If you leave the email box blank- you will see the following screen:
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(Hint: JEWEL)
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You will be asked to enter:

· The answer to the security question that you set up on registration

· Your National Insurance number

· One digit from your bank account number*

· One digit from your bank sort code*

*The bank details required are from the account which you have your salary paid into
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Tip: The '0' at the beginning of your pay reference number is always the number zero





Tip: If you have any difficulty when trying to register, you can access the ESO help site which can be found on the right hand side of the screen under 'Having Problems.'





Tip: As you enter your personal details on the screen, you will notice green ticks replace the red circles on the left hand side of the page to confirm that the information you have entered matches the personal information held against you by Lancashire County Council. If you notice a red exclamation mark against any of the sections you will need to contact AskHR for advice:





Tel: 01772 535353 and select option for Employee Services Online


Email: � HYPERLINK "mailto:Schools.AskHR@lancashire.gov.uk" ��Schools.AskHR@lancashire.gov.uk� 














Tip: Your password is case sensitive so ensure you memorise what you have entered before you continue onto the next screen 








Tip: It is very important that you remember to 'Log out' of the system when you have finished your session- especially when you are using a public or shared computer.








Tip: All registration keys have the following format e.g. RR12345K (2 letters followed by 5 numbers and ending with a letter)








Help and further advice





If you need any help that you cannot see in this guide please check the ESO Help site which can be found on the ESO login page. The help site contains further information and advice about registration and login as well as further guidance on each of the areas within ESO such as the Expenses system. 





If you need any further advice please contact AskHR on the following details:


Email: � HYPERLINK "mailto:AskHR@lancashire.gov.uk" ��AskHR@lancashire.gov.uk� 


Tel: 01772 535353 and select Employee Services Online Registration option











