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Registering for Self Service 
 
 

1. Click the Employee Self Service link on your institution’s webpage.  
 
2. Click the First Time Users Register Here link on the Self Service Login page. 

 

 
 

3. Click Register Now. 
 

 
 

4. Enter your Registration Pass Code and click Next.  
 



Note:  Your Self Service Registration Pass Code is USG-6775 
 

 
 

5. Select to verify with either your SSN or TIN, using the full number of digits.  
 

 
 

6. Enter your data in the fields with the �.   After completing these fields, click Next. 
Please Note – you must enter your name as it appears in the HR/Payroll system of 
record. 



 

 
 

7. In rare circumstances, a second page (below) of Verify Your Identity may appear. This 
may be due to incorrect data being entered in the previous screen. If this occurs, click 
Cancel and verify your entered information. Note – you must enter your name as it 
appears in the HR/Payroll system of record. If all data is correct and you are still seeing 
this form, please contact the SS Help Desk for more information.  

 
  

 
 

8. Complete the fields on your Contact Information and click Next. 
 

 
 

9. Complete all the fields on your Security Information and click Next.   
 



 
 

10. The View Your Userid & Create Your Password will appear. Your user ID is displayed.   
 

Note:  The security questions and answers are used if you forget your logon credentials. Be sure to choose 
information that you can readily remember. 
 

 
 
11. Enter your password in the Create Password field.  
 

Note:  Your password must be a minimum of 8 characters and contain at least one alpha and either one numeric or 
special character. Your password is case-sensitive.  



 
 

12. Re-enter your password in the Confirm Password field and click Submit.    
 

 
 

13. The Confirmation page will appear.  You are now registered for Self-Service. Click 
Close. 

 

 

 
The next step is to add Additional Services, so you have access to eTIME.  You must add eTime 
in order to record your daily work hours. 
 


