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Visiting the link https://password.passhe.edu will take you to the screen titled “Welcome to the 
Active Directory Account Self-Service Portal!” 

Configure the Self-Service Tool   
 
The first thing you must do is configure the self-service tool by clicking the link called Configure the Self-Service Tool. 

    
Enter the user name and password described in the letter you received from Dr. Charles Curry.   Click on the Log On button. 
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Fill in all information on this screen.  This will assist you in the future if you should need to change or reset your password.  Please 
keep in mind your answers are case sensitive.   
 

 
 
After you have completed this form, you will receive a submission page, similar to this screen shot: 
 

 
 
Next, you are required to change the password, please click on the link to return to the home page.
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Change your Password   
 
Before changing your password, it is required you follow the steps called “Configure the Self-Service Tool.”   
 
If you have already completed that step, continue by clicking on the link called Change Your Password. 
 

 
 
Enter the user name and password described in the letter you received from Dr. Charles Curry.  Click on the Log On button. 
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Password Change Requirements 
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Logging into the Employee Self-Service Web Portal 
 
Once you have configured the self-service tool and changed your password, you are ready to log into the ESS web portal.  This can be 
found at:   https://portal.passhe.edu/irj/portal   
 

 
 
 
Log in using your user name and NEW password.  Once you log in, click on the words “Employee Self-Service” located near the top of the 
screen.  This is where you will find all your information.   
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Using the Self-Service Tool   
 
Before using this feature, it is required you follow the steps called “Configure the Self-Service Tool.”   
 
If you have already completed that step, continue by clicking on the link called Use the Self-Service Tool. 
 

 
 
 
 
Enter the user name and PIN number.  Click on the Submit button. 
 

 

Tip!  PIN Number is the last 4 
digits of your SSN or your 
student ID number.   
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Select what you need to have done.  You will need to supply answers to the questions you developed in the “Configure Self-
Service” screen. 
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