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2 Go to Employee Management > Employee Maintenance > General
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4 On the right side, you'll see the Self-Service Information section. If the employee
already has an account set up and Self-Service Enabled, the email field will be
grayed out. The next steps will show how to update the email address.
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5 Click the "Enable Self-Service Access" checkbox
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a
. Employee Management Preferred Name: * Hire Date: | 1/15/2026 | Enable [lelf-Service Access
mployee Summary - Middle Name: Adjusted Service Date: i |
wick Hire *Last Name:| Onboarding *Employee Number: | 2413
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6  Click "Save" and the email field will be editable
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7  Update the email

1solved

thread

Delivered by

{ 320f80 > =

Hit Enter

Q Ryan Onboarding Paysroup: Bi-weeky
Employee # 2413

Ryan

Onboarding

123 W Main St

30904

Key in zip code fi

AUGUSTA

Georgia

123-45-6789

Hourly: 25.0000

Status: Active Hire Date: 1/15/2026

Employment Information
* Status:| active

* Hire Date: | 1/15/2026
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8 Click
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the "Enable Self-Service Access" field.
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Ryan Onboarding Pay Group: Bi-Weekly Hourly: 25.0000 Work Location: Augusta,. Department: 04 - Wareh_.  Client CYN22 - CynTech

32 of 80
< > Q Employee # 2413 Status: Active Hire Date: 1/15/2026 Team: Location: Company: Cynkar Technologies (Active)
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@Save () Cancel Terminate
a
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*First Name:| Ryan *Status: | Active v Self-ServicgfEmail:| threadieht50@gmail.com
Preferred Name: * Hire Date: | 1/15/2026 (7] Enable self-Service Access
- Middle Name: Adjusted Service Date:
#Last Name: | Onboarding *Employee Number: | 2413
Prefix: Timeclock ID:
Suffix; [ Include In Next New Hire Report
Employee Address Current Status (as of today) e
*Address:| 123 W Main St Status: Active
Employment Category: Full Time
*Zip Code:| 30904 Tax Location
Hit Ent st
*Residence Location:| GA2450090
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*First Name:| Ryan *Status: | Active v Self-service Email:| threadtest50@gmail.com
Preferred Name: * Hire Date:| 1/15/2026 = nable Self-Service Access
=) Middle Name: Adjusted Service Date: m
*Last Name: | Onboarding *Employee Number: | 2413
Prefix; Timeclock ID:
Suffix (] Include In Next New Hire Report
will be linked to this employee upon
Employee Address Current Status (as of today) o save.
*Address:| 123 W Main St Status: Active
Employment Category: Full Time
*Zip Code:| 30904 ;
5 Tax Location
Hit Enter Key in zip code field to retrieve city list.
* Residence Location:| GA2450090
*Cit -
iy [JAUGUSTA () Remote Worker @
*State:| Georgia v :
*Work Location: | Augusta - Augusta, GA v
Personal Information School Distri ¥
son. Reciprocity Rule: v @
1D Type:
4 Contact Information
Please select ID Type to up
Home Phone:
Update SSN. B
Mabile Phone: | (605) 5554380
v Marital Status: v
Work Phone:
Birth Date:| 7/2/1990
Fax Number:

Update Birth Date:

Personal Email:
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It will ask if you're sure before it resets the account.
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General

Employee Name
*First Name:
Preferred Name:
Middle Name:
*Last Name:
Prefix:

suffix:

Employee Address

* address:

*Zip Code:

Hit Enter

*City:
* State:

Personal Information
SSN
1D Type:

Update SSN
Marital Status:
Birth Date:

Update Birth Date:

" Save Complete

Q

Employee # 2413

Ry

Onboarding

123 W Main St

30904
Key in zip code field to retrieve city list
AUGUSTA

Georgia v

123-45-6789

Please select ID Type to update SSN

7/2/1990

Ryan Onboarding FayGroup Bi-weeiy

Hourly: 25.0000

Status: Active Hire Date: 1/15/2026 Team

Employment Information

* Status:| Active ¥

* Hire Date:| 1/15/2026 =

Adjusted Service Date: i |

*Employee Number: | 2413
Timeclock ID:

[ Include In Next New Hire Report

Current Status (as of today) €
Status: Active
Employment Category: Full Time

Tax Location
* Residence Location:| GA2450090

() Remate Worker @

Work Location: Augusta,

If you need to reset the Employee's login, Click "Reset ESS Login"

Location:

Department: 04 - Wareh.

Client: GYN22 - CynTech

Company: Cynkar Technologies (Acti

(isolved University | | @ Help

Self-Service Information

Self-Service Email:

Last Login Date:

Electronic Consent
Electronic Consent Date:
Consent Withdrawn:

YE Delivery Consent Date

*Work Location: | Augusta - Augusta, GA v YE Consent Withdrawn
School District: v
Reciprocity Rule: Nl : ]

Contact Information
Home Phone:
Mobile Phone: | (605) 555-4380

Work Phone:

Fax Number:

Personal Email:

threadtest50@gmail.com

nable Self-Service Access

If email address is not currently active
the email address will be blocked and
the EE will not receive the activation
ink.

Self-Service Account Locked

Uncheck and save to unlock account.
1/23/2026 1:26:45 PM

User Activity Report

1/15/2026 1:17:51 PM



