Method 1 - Accessing Web for
Employees using your employee ID

Enter your Employee ID (SSN) and six
digit Persond Identification Number, (the
default PIN information below will help you
gain access thefirg time).

Default PIN

All employees are given adefault PIN
equd to therr birthdate (mmddyy). When-
ever an employeelogsin to Web for Em-
ployees using hisher default Persond
Identification Number (PIN), she will be
required to change it to anew PIN.

Can the PIN be changed?

An employee may change hisher PIN to
any sx digit number. Employees are encour-
aged to periodically changetheir PIN to
ensure confidentidity.

What if | forget or lose my PIN?

If you forget or lose your PIN, you
may request your PIN be reset by cdling
Employee Services, (405) 744-5449, or by
coming to 106 Whitehurst. Upon presen-
tation of identification or verification of
persond information on HRS, an Em-
ployee Services representative will reset
the number for you.

Method 2 - Accessing Web for
Employees using your O-Key ac-
count information

Typein your O-Key e-mail address and
password. If you have forgotten your O-
Key account password, you can go to
https://app.it.okstate.edu/okey/

ForgotPassword.php to reset your pass-
word.

What are the system requirements?

Any PC or Macintosh with Internet
access, and Internet Explorer or Netscape
versons 4 and higher, can access Web for
Employees.

How safe is it to use Web for
Employees?

Web for Employees has the latest
Internet standard security software pack-
aged into it. All information between
your browser and the database server is
encrypted at the highest level. The secu-
rity in Web for Employees protecting
confidentidity is dso strong. You are the
only one that knows your PIN and can
access your personal information.  You
should treat your PIN as confidentia infor-
meation.

How often is the information on
Web for Employees updated?
The data displayed in Web for Employ-

eesisfrom the live, production HRS System.

The datain HRS is updated the instant you
changeit.

Who can | contact if | have
guestions?

You may send an email to
osu-es@okstate.edu, or cal OSU Human
Resources, (405) 744-5449.
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Web for Employees

What is Web for Employees? Why use Web for Employees?

Web for Employeesis afeature of the Human Resource System (HRS) that alows employees Saves Time - Web for Employeesis
of the Oklahoma State University/A&M System to view certain information, such as benefits, available through your office and home
deductions, leave balances, OSU employee job history, payroll and other persona information. computers.

Convenient - Employees can access
the system weekdays and evenings, and
even on weekends. The system is open on
weekdays from 7:30am to 10:00pm, and on
weekends from 9:00am to 6:00pm. Thiscan
be done from any PC with Internet access.

Easy Update- You can easly update
J and emergency contact.
Reliable - Web for Employees displays
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Ervergency Contact To access Web for Employees:
Update Emar gency Contact * Go to the OSU Home Page,
ol http: //osu.okstate.edu/.
 Under Quick Links select Human
Resour ces then sdect Web for
Employees at the top of the page.
* Or go to http://prodhosu.okstate.edu.
* Sdlect Click Here to Enter Employee
Self Service; then log in usng one of
L. two methods:
VISIt us at - Method 1 - typein your
Employee ID (SSN) and PIN; or
http://prodhosu.okstate.edu - Method 2- typein your O-Key

e-mail address and password.



