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Welcome new City employee! This is a job aide to introduce you to PeopleSoft, the City’s 
Human Resources, Benefits and Payroll system. Please read the instructions carefully to 
ensure you enroll in the benefits that best fit your needs through Employee Self Service (ESS). 
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How to Login to ESS 

Step 1. 
• Open an Internet browser. 

• Navigate to eweb.cabq.gov 

Step 2. 
• Select Employee Self Service from the column on the left 

 
 
  

Step 3. 
 

 

Step 4. 
• Enter User ID (Your employee ID with an “E” in front of 

it) 

• Enter Password 

• Select Sign In 

• You will be taken to the home page of Employee 
Self Service (ESS) 
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How to Login to ESS 

Step 5 
 

 

Step 6. 
 

• Your User name is: 

                    E ______________ 
 

• Your password is: _________________ C0@bq#nm! 
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Step 1. Beginning the New Hire Event 

• Begin by logging into Employee Self Service: 
https://employee.cabq.gov/psp/hrmprod/?cmd=login 

• From the Employee Self Service page, click the 
OnBoarding tile to start your life event. 

• Choose the OnBoarding Activities tile to begin 
your new hire event. 

Step 2. Acknowledgement 

• Review the Acknowledgement. 

• Place a checkmark in the box next to “I Agree”. 

• Click the Save button. 
A password is required to proceed. Once confirmation is generated, click Next. 

 

 

 

https://employee.cabq.gov/psp/hrmprod/?cmd=login
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Step 3. I9 

• Review Instructions of completing the 
I9 form prior to filling out the form. 

• Once you have filled out the I9 
form select “Submit”. 

• Select “Next”. 

Step 4. EEO Self 
Identification 

• Review 
Instructions. 

• Answer Ethnicity 
question. 

• Select Race. 

• Select Save 

• Select Submit 
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Step 5. Documents 
 

• Step 1. Click on each of the 
Download buttons to review the 
information for: 

1. ACA Exchange Notice 
2. HIPAA Privacy Notice 
3. Medicare Part D Notice 
4. Women’s Health and Cancer 

Rights Act 
 
 
 

• Step 2. Acknowledge / Upload Required Documents. 
 
 
 
 
 
 

 

• Select “Next”. 

Step 6. Personal Details 
This page that will show all of your personal information. If there are any errors, 

please contact Human Resources, Employment Division at 768-3700. 
 

• Home and Mailing addresses details - Review and click Next, at the top right, if correct. 
If not correct, click on the address to open a box where you can make changes. 

• Marital Status Information - Provide your marital status. Click the Next button. 

• Additional Information - Review and click Next. 

• Verify Contact Details - Review and click Next. 

• Verify Name - Click Next. 

• Emergency Contacts - To add Emergency Contact Information, click on 
the add box. Click Save when finished. 

• Click the Next button to continue. 
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Step 7. Please Stop and Read 

 

• This will be the last step until your New Employee Orientation.  

 

 

 
The remaining pages will be reviewed and discussed during New Employee Orientation on your start 
by Human Resources staff. 
 
If you choose to move forward, please skip the Benefits Enrollment Section* (Navigation on the left-
hand side).  Human Resources Staff will assist you with this portion of OnBoarding. You are 
welcome to view the Benefits video prior to attending New Employee Orientation.   
 
Please DO NOT click Complete. OnBoarding will be reviewed with you prior to completing. 
 
 

Step 8. Benefits 
 
Dependent/Beneficiary Info 

 

• Step 1. Click on Add Individual. 

• Step 2. Select Add Name. 

• Step 3. Enter the name of the dependent/beneficiary and 
select Done. 

• Step 4. Enter dependent/beneficiary personal information. 

• Step 5. Select Save on top right of page. 

• Select Next. 

https://youtu.be/tKIPbRDV63k
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Step 9. Benefits Enrollment 

• Your benefit events will show a table with all your information. 

• Choose each individual tile to enter your benefit selections. 

 

• To make your selection, click on the Select button next to the benefit of your choice. Place a 
checkmark next to the name of all dependents to be covered. 

• Click the Done button to return to the main benefits menu. 
 

 
 

• You MUST enter a beneficiary for your Life and AD and D insurance. 
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• Select the Life and AD and D box. 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Your dependents/beneficiaries that you entered will be shown. You must enter a New 
Primary Percentage or New Secondary Percentage for your Life and AD and D 
insurance. 

• Select Done. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Select the Submit Enrollment 
button when you have completed 
the benefits election. 
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Step 10. PERA Forms 

NOTE: A condition of employment with the City of Albuquerque, in most instances, is to participate in the 
Public Retirement Association, also known as PERA. As a Seasonal or 2-year temp, you will complete an 

Exclusion Form. 
 

• Complete “Information About You”. 
• Answer PERA Retiree question. 
• Answer whether or not you are contributing to ERB. 
• Enter your dependent’s information if applicable. 
• Certify your document by dating it. 
• Acknowledge the information is correct. 

Select Save and Submit. 

 

Step 11. ACA 1095-Consent 

• To receive your 1095-C electronically, put a checkmark in the box and click on the Submit 
button. 

• You will be required to enter your password for verification, then click the Continue button. 

• The next page will show your consent to receive the Form 1095-C electronically, has 
been submitted and an email will be sent to the email address on file for you. 

 

Step 12. Tax Withholding 

• We encourage you to fill out a W-4 form before entering your information in ESS. You can 
find a form at www.irs.gov. 

• Review the Name and SSN at the top of the page for errors. 

• Review the Personal Information section for any errors. 

• Complete Step 2 through Step 4, for federal withholding 

• Complete the New Mexico W-4 Data section for state withholding 

• When finished completing all applicable sections, click the Submit box. 

You will then be asked to enter your password. Click Continue and the OK button on the 
next page. 

http://www.irs.gov/
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Step 13. Direct Deposits 
 

• To enter account information, click on the Add Account button. 

• Enter your bank’s Routing Number. 

• Enter your Account Number. 

• Re-Enter your Account Number. 

• Using the drop-down menu, enter the Account Type. 

• Use the Deposit Type drop down menu to choose: Remaining Balance 

• DO NOT enter anything in the Amount or 
Percent field. 

• When you have finished entering your 
Direct Deposit information click on the 
Save button. DO NOT 

• You will then be asked to enter your 
Change!

 

password. Click Continue and then the 
OK button on the next page. 

• You will then be taken back to the Direct 
Deposit page that will provide the 
information you entered, for review. 

• If everything is correct, click the Next 
button at the top, right corner of the page. 

• Click the Next button at the top, right 
corner of the page to continue. 

NOTE: If there are any errors, a waiting period of 24 hours is required before changes 
can be made. To make changes, click on the Edit option. You will be taken back to 
the Direct Deposit page where changes can be made. 

Step 14. W-2/W-2C Consent 
• To receive your W-2/W-2C electronically, put a checkmark in the box and click on the 

Submit button. 

• You will be required to enter your password. An email will be sent to the email address 
on file, confirming your submission. 

• Click the Next, button, at the top right to continue. 
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Step 15. Talent Profile 
 
This section will be discussed by the Employee Learning Center. 

Step 16. Summary 

• This page will provide a summary of the steps you have completed for the New Hire event. 

• You have the option to complete each step by clicking on the Mark Complete button. All 
steps must be marked as complete. 

• You can return to a step, to make corrections, by clicking on the Go to Step button. 

• Click the Complete button, when finished. 

 


