
How do I register for CorePortal? 
 

o Step 1 – You will receive a registration email in advance of your migration to ESBS. 

 
o Step 2 – Click on hyperlink at bottom of your registration email as highlighted below. 

 
Sample text from email  
 

 
This will direct you to your registration page where you will be presented with the following 
message 

 
 

o Step 3 – Confirm the last 4 digits of your Payroll Bank Account. 

 

 
 

o Step 4 – Enter and confirm your password. 

 
 
 
 

Please Note the password requirement as specified in registration email 
Must be minimum of 8 characters and must include: 

1 Uppercase, 1 Lowercase, 1 Number and 1 Special Character 

 



o Step 5 – Select 3 security questions and enter appropriate answers as per 

screenshot below. 

 

 
 

o Step 6 – Click on tick box for Terms of Service and select ‘Activate Account’. 

 

 
o Step 7 – You will be brought to your account landing page.  

 
Please note: 

You can expand the tabs on the LHS of the screen by clicking on the elipses beside the 

Employee Dashboard. 

 

 
 
 
 
 
 

o Step 8 – You will receive a confirmation email following successful registration. 



 

 
 

Xxxx 
 
You have successfully completed your CorePortal account activation. 
 
Please note your new Employee Number is <<PERSONNEL_NO>>. 
Please quote this number on all future correspondence with ESBS. 
This number should also be quoted when setting up or amending any 
voluntary deductions from your salary, e.g. Trade Union Membership 
or Medical Insurance. 
 
To access your account please click on the link below and enter your 
details. 
 
https://my.corehr.com/pls/coreportal_esbsetbp 
 
You may wish to bookmark this link or add it to your favourites for 
future ease of access 

https://my.corehr.com/pls/coreportal_esbsetbp

