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VIP EMPLOYEE SELF SERVICE (ESS)
LOGON INSTRUCTIONS:

STEP 1

You will receive an e-mail from the VIP ESS Administrator with your username (8 digit —
permanent )and ‘machine’password that you need to change to your own password.

The e-mail should read:

From: johannv@towergroup.co.za  VIP Self Service Logon Details

2N VIP Employee Self service logon details - Microsoft Internet Explorer

a I e
~ ~ < R T
= x| [2] @D | S search Shpravorites €3 | (- e =3 L) 33
Address | hbtps:ijox. vippayroll ID—c21 7475 Sec0adbFfbef 78a2 ~ | Go Links >
From = isabela@vippayroll.co. za Date: Jan 19, 2006 0959 AR
To: isabelag@vippayroll.co.za
Subjacs: VIR Emplnyre Salf sanica Ingan details

Logon details created:

Username: 23347816
Password: gV Bujug

Click here to lagon ta the portal
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& Done =) & internet

Please print this e-mail as you will need the info to log onto the VIP ESS System. -Tip-
copy password (right click and select copy)

STEP 2

Click on the hyperlink (http://.......) and you will be taken to the VIP ESS logon screen
(please take note of the address in the address bar at the top — use this address to
create a shortcut on your desktop to make future access easier). Or you can use the
intranet where a shortcut has been placed.
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N Tilos Portal Suite - Please login to the system - Microsoft Internet Explorer =13
Eile Edit View Favorites Tools  Help e
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Address | https ffess2ilos/lagon. asprerr—Loaged+Off %2 18Cpenpags— ~ | Go | Links >

Softline

SVIP PAYROLL

Logged Offt

Username : 23347516 |

Password - | |

Powered by

<« Tilos

Click here if you forgot your password
Click here to register as new user
Click here to view administrator details

ESS is best viewed with Microsoft Internet Explorer v6.0
at a desktop resolution of 1024x768 with all Browser
tools eg. Favorites disabled!!

&) % Local intranet

STEP 3

Type in your username and password (right click and paste) AND click on Submit

STEP 4

ZN Tilos Portal Server: The window to your enterprise - PETZER LINDEN - Microsoft Internet Explorer =13
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Softline

Wou have O outstanding taskis) in your basket(s)
@VIP PAYROLL
[

n Change Password

Login Name: [23sa7515 |

Current Passwor ]

New Password:
Confirm New Password:

Password Specifications:

Minimum Length: Maximum Length:

Click here to show the navigafion

1 o
Minimum number of Digits: O Maximum number of Digits: ©
Minimum number of Letters: O Maximum number of Letters: O
Minimum number of Other characters: O Maximum number of Other characters: 0
Password History Count: S of r i characters 2
| .~
&) Done % Local intranst

At Current Password type in the ‘machine password’ again (or right click and paste).
At New Password choose your own password (7 letters & 1 number — case sensitive)
AND repeat AND then click on Save.

STEP 5

You’ll be taken to the VIP ESS menu. From here you’ll receive training as to how to use
the VIP ESS System.
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2N Tilos Portal Server: The window 1o your enterprise - VIP - Microsoft Internet Explorer
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Click here to-show the navigation
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&) Done % Local intranst

Click on one of the orange circles on the left side of your screen to open and close the
navigation menu.

**** PLEASE NOTE: ALWAYS USE LOGGOFF BUTTON ON NAVIGATION MENU TO
EXIT AND NEVER USE X IN TOP RIGHT HAND CORNER TO EXIT.
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