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EMPLOYEE SERVICES ONLINE (ESO)
ACCESS & REGISTRATION USER GUIDE - Schools
Access

Type the following into your internet browser bar

Internet:  https://lccsecure.lancashire.gov.uk/corporate/eso/index.asp
Before you start to register you will need the following information

Pay Reference Number, Date of Birth, Home Post Code, National Insurance Number, Email address (if applicable, see below) and a Registration Key.
New User registration
Step 1: Click the 'Register' button which can be found in the 'New Users' section.
Step 2: 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. 

Step 3: Enter your personal details to confirm your identity before you are set up to use the system. Once entered a green ticks appear next to each section, click 'Next'.
Step 4: Enter a username and email address. 
Username: Leave blank and your username will automatically be set 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 leave this box blank.

Step 5: Enter your personal registration key which you have received e.g. RR12345K.
Step 6: Now set up a password that you will use to access the system. Then set up a security question and answer on the system. This is used if you forget your password and need to reset it online.
Step 7: Registration complete, this screen confirms your registration. Make note of your username for future reference this is provided on screen. Click on 'click here to proceed' to enter Employee Services Online.
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 your online payslip. You will only see icons that are relevant to the job you do. On the right hand side of the screen is an option to logout of the system. !!Always log out before closing down!!
Accessing the system once registered
Enter your username and password under the 'Existing Users' section and click on the 'log in' button.
How to change your password online:

On the log in page, click on the 'forgotten password' link which is next to the log-in button.
Next enter your username in the top box and then you will have two options:

1. Enter your email address in the box provided to have a new password sent to you via email.
(this will only work if you entered an email address when registering)
2. Leave the email address blank and click on the next button to reset it yourself online.

If you leave the email box blank- you will be asked to enter the following details: 
· 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*

This will then enable you to reset your own password online.
*The bank details required are from the account which you have your salary paid into

Having problems in registering

If you are having problems in registering see our FAQ's below.

It doesn’t recognise my Pay Reference number?

Pay Reference numbers shouldn’t contain any spaces i.e. 01M1234567A and begin with a zero.
Date of birth not recognised?

When entering dates the following format should be used DD/MM/YYYY.

My postcode isn’t recognised?

If you have recently moved house you will need to inform HR prior to completing this section. Postcodes must have a space in the middle i.e. PR1 0LD

I don't know my NI Number or it is not recognised?
Check previous payslips if available, if not contact AskHR (details below).
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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
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