
How to validate/enter your Primary Email Account for receiving change notifications

Login to PeopleSoft Employee Self-Service (ESS) .

On the ESS Home Page, click on the NavBar Icon located at the top right-hand corner of the page.
Click on My Profile to open the General Profile Information page:

To validate you have a Primary Email Account, go to the Email section of the General Profile Information
page. The Primary Email Account box should be check marked. The Email Address field should be
populated with a valid email:
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To set up your Primary Email Account, check the Primary Email Account box to identify the email as
primary, select an Email Type, enter a valid Email Address, and click Save.

● You may only need to check the Primary Email Account box or enter a valid email in the Email
Address field. Remember to click on Save to save your changes.

2


