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Step 1

Prior to starting this process you will
need to gather 3 pieces of
information for use later in the
process. These are:

1. Your Employee Number

2. The last four digit of you Social
Security Number

3. Your Hire Date

These are used to verify your
identity later in the creation process.

When ready to begin, open the City
Web Site in a browser.

At the bottom of the main page you
will see the word Employees.

Click on Employees.



Step 2

Click on Employee Self Service.
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PUNTA GORDA

It's Happening On The Harbor®

Welcome to the City of Punta Gorda Employee Self-Service
Portal .

Do NOT access this site

during payroll processing
week from Monday Noon
until Wednesday at 4:30.

Payroll information will NOT be updated until that time and
access may cause serious disruption to the payroll processing.
Directors will be notified of causes of disruption. Thank you
for your cooperation.

FLORIDA
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Punta Gorda

328 W. Marion Avenue, Punta Gorda, FL 33850 | Phone: 841.575.3302

Step 3

Click on New User at the top
right of the screen.



OO PS

AN UNEXPECTED ERROR HAS OCCURRED!

Errors

If during any phase of
creating a new user you
encounter this error
message please call the IT
Help Desk (x3333) and we
will help you recover and
complete the process.



It's Happening

CREATE NEW USER
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Atleast one phone must be entared

Create New User '

Step 4

Fill out the New User
information as requested.

You can use your city or
Personal email address.

You must make up a new
password. It is suggested that
you do not use the same
password as your City
network/email password.

Select and answer the three
security questions as provided.

Then click on Create New User
at the bottom.
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Your User has been created. A confirmation eMall kas been sent to the aMall address specified containing a link o
enable your user.

320 'W. Macion Avenua, Funa Gorda, FL 33850 | Phana: 84 1.575 3303

Punta Gord

Step 5

You will receive this screen
telling you that a
confirmation email has
been sent to the email
address you provided in
the previous step.

Log in to the email account
you provided to complete
the next step.



eMail Address Verification *
City of Punta Gorda System Admin foyou shoy

=
[=]
[11]
i
in
i

Login City Website Contact Us
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=** Plegse save this email for future reference ****

This email address was registered at the City of Punta Gorda for use with the
Employee Self-Service Module. To enable your account click on the link below.

If you have any questions, please call Arlette Day or Joyce Bailey in the HR
department.

Thank you and have a nice day.
Click this link to enable your acc@

Connect With Us eMNewsletier Calendar

Sign Up for the city newsletter Zee what acthilies are
and stay imformed! happening arnound the city!

Step 6
Open the email in your Inbox.

NOTE: If you don’t see the
email in your Inbox after a few
minutes check your Spam or
Junk mail folder to see if it was
accidentally delivered there.

Click on “Click this link to
enable your account”.



Step 7

Once you click the link to
enable the account you will
receive this message. It
indicates that your account

R 1o been setup proei

4 You can now Login to your
- account to complete the
setup. This is done by
clicking Login in the

x bottom of the message
Punta Gor
box

Your eMail has been enabled. You may now use it to login

326 W. Marion Avenue, Punta Gorda, FL 33830 | Phone: 841.575.3302



PUNTA GORDA

It's Happening On The Harbor®
USER LOGIN

We have enhanced our website to befter manage your accounts. Your existing user ID will need fo be migrated to
this new centralized user system. If this is the first fime you have logged into this site since the upgrade, please enter
the user ID or account number you have always used.

Step 8

You will be prompted to
provide your login
information for your
account, using the login
credentials you just set up.
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It's Happening On The Harbor®

REGISTRATION ACKNOWLEDGEMENT

Step 9

Please read the
information in the box
and click the | Agree
box. Then click on the
Continue box to go to
the next step.
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Step 10

This where you need the
three pieces of
information you were
asked to gather prior to
~starting. Please enter
these as indicated.

FLORIDA

Then click on the Finish
button.
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Step 11

Click on the Home link to
go back to the main
screen, now logged in to
the system.

EMPLOYEE SELF REGISTRATION - SUCCESS

You have successfully registered with the sysiem as an empioyee.

In order to access employee specific features and functions, click the link below.

Thank you.

328 W. Marion Avenue, Punta Gorda, FL 33050 | Phone: 841.575.3302




Step 12

On the Main Menu screen
you will see all of the
Employee Self Service
options. You have now
successfully created your user
account on the new
FLORIDA Employee Self Service system.

PUNTA GORDA

It's Happening On The Harbor®

Welcome to the City of Punta Gorda Employee Self-Service
Portal Employee Self Service center.

n this application you can view and update personal data.

mplovees can change personal data, review accrual balances,
an{l create "whatif" scenarios for payroll deductions.

Jo NOT access this site
during payroll processing

eek from Monday Noon
ntil Wednesday at 4:30.

Payroll information will NOT be updated until that time and
access may cause serious disruption to the payroll processing.
Directors will be notified of causes of disruption. Thank you
for vour cooperation.
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