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LOGGING IN TO ORACLE 
 
Oracle Employee Self Service (ESS) is accessible via the Company Intranet or via the Landryôs 
Employee Portal from anywhere with an internet access. 
 
Step 1. To log in via the Company Intranet, select Applications > Oracle ERP.     

 
 

 
 

To log in via the Landryôs Employee Portal from anywhere with an internet access, enter 
http://employees.ldry.com on the address field, and then select Oracle Employee Self Service.  
(Note: you may also access the instructions via the Employee Portal.) 
 

 
 
 
 

Select Oracle ERP. 

Select Applications. 

Select Oracle 
Employee Self-

Serve. 

Select to 
access ESS 
instructions. 

Enter 
http://employees.ldry.com. 

http://employees.ldry.com/
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Step 2. A login prompt will appear.  Enter your Username and Password.     
 

Username:  Your Username is your first initial and last name.  In the event that more than one 
individual has the same combination of first initial and last name, you will use a combination of the 
first two letters of your first name plus your last name (i.e., John Smithôs username would be 
JOSmith).   
 

Claim Jumper Managers:  Your Username will be preceded by CJ.  For example, Dan Smith 
would be CJDSmith. 
 

Bubba Gump Managers:  Your Username will be preceded by BG.  For example, Dan Smith 
would be BGDSmith. 
 

Password:  The first time you log in to Oracle you will use a preset password, which is your last 
name and the last 4 digits of your Social Security Number (i.e., smith1234).  Note: If you have 
previously used Oracle, you will continue to use your existing password. 
 

If you have any difficulty accessing Oracle ERP, please contact the Technology Support Center at 
1-800-493-1010. 
 

 
 

The first time you log in to Oracle, you will be prompted to change your password.  You will use 
this new password for all subsequent logins.  The system will prompt you to change your 
password every 90 days.  (You may change your password at any time by following the 
instructions on Page 6.)  If you forget your password, contact the Technology Support Center to 
have your password reset.   
 

 

Note:  Always ensure that you have logged out at the end of your session, as anyone with access 
to the computer will be able to view and change your personal information if you do not log out.  
However, ESS will automatically log off after 10 minutes of inactivity.   

Step 3. Click the Landryôs Employee Self Service, Standard link on the left side of the 
window.  Certain individuals may have multiple links depending on areas of 
responsibility. 

 

Initial password = last 
name + last four digits 

of Social Security 
Number 

Username = first initial 
+ last name, unless 
otherwise notified 

Change your 

Password. 
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Step 4. After you click the link, a list of all the functions available to you through that 
responsibility will be displayed in the center of the window.  You may now click on any 
of these items to access the desired function.   

 

  
The available functions include: 
 

¶ Actions Saved for Later ï changes you have saved, but not submitted are stored here. 

¶ Personal Information ï to change your marital status, address, phone numbers, emergency 
contacts, and change/update/remove beneficiaries. 

¶ Benefits ï to add or update your dependents or beneficiaries, and enroll in benefits.  

¶ Notifications ï Oracleôs internal email system. 

¶ Payslip - View and print current and past pay statements. 
 
While navigating through ESS, you will see that there are several helpful symbols that you can 
click on to provide information or assistance: 
 
Click on      to obtain additional details regarding a field or the information you must enter.  

 

Click on       to pull up a calendar to select correct dates. 

 

Click on to search for information. 
 
 

Available functions are 
listed in the center of 

the window. 

http://erptrain.ldry.com:8010/OA_HTML/OA.jsp?_rc=HR_BASIC_DET_ACT_TYPE_TOP_SS&_ri=800&OAFunc=HR_PERINFO_SS&_ti=597201329&retainAM=Y&addBreadCrumb=N&oapc=22&oas=uoF0kK5c_7uvbAuHCDkfOg..##
http://erptrain.ldry.com:8010/OA_HTML/OA.jsp?_rc=HR_BASIC_DET_ACT_TYPE_TOP_SS&_ri=800&OAFunc=HR_PERINFO_SS&_ti=597201329&retainAM=Y&addBreadCrumb=N&oapc=22&oas=uoF0kK5c_7uvbAuHCDkfOg..##
http://erptrain.ldry.com:8010/OA_HTML/OA.jsp?_rc=HR_MAIN_ADDR_ACT_TYPE_TOP_SS&_ri=800&OAFunc=HR_PERINFO_SS&_ti=1028023054&retainAM=Y&addBreadCrumb=N&oapc=17&oas=uDD2fsIxhYEyFF3jWUltcQ..##
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CHANGE PASSWORD 
 
ESS will automatically prompt you to change your password every 90 days.  However, there may 
be occasions when you want or need to change your password outside that timeframe for security 
purposes.  
 
Step 1. Select Preferences, located in the upper right hand corner or bottom center of the 

Oracle home page. 
 

 
 

Step 2. Scroll down the page to Change Password.  Enter your current password in the Old 
Password field.   

 

Step 3. Enter your new password in the New Password field.  
 

Step 4. Confirm the new password by entering it in the Repeat Password field.  
 

Step 5. Select Apply to complete the change. 
 

 
 
You will receive a confirmation message indicating that your changes were saved successfully. 
 

Select Preferences.  

Enter your current 
password here. Enter your new 

password here. 
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VIEWING PAY STATEMENTS 
Step 1. Select the Payslip link on the ESS home page. 

 
 
To view a previous Pay Statement, select a date from the pull down menu next to Choose a Payslip, 
and then select Go:  To print your Pay Statement, select Print Payslip: 
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MAINTAIN PERSONAL INFORMATION 
There are several information types that you may review or change under this section: 

¶ Basic Details 

¶ Phone Numbers 

¶ Home Address 

¶ Emergency Contacts 

¶ Update or Remove Dependents and Beneficiaries (You will not add Beneficiaries in this 
section.) 

 
EDIT PERSONAL INFORMATION: 
 
Step 1. Click the Personal Information link on the ESS home page.   
 

 

This is a portion of the window that appears when you select Personal Information. 
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Step 2. To edit the information in a particular section, select the Update, Remove, or Add button 
located within the area you need to change.  (Add may appear if you have no information 
currently entered in that particular section.)  In the following example, the employee changes 
his marital status.  The employee would select the Update button in the Basic Details section. 

.  

Step 3. Be selecting the second option, you are indicating that the change is the result of a life event, 
such as marriage, birth of a child, or relocation. 

Step 4. Click the Next button and review your Basic Details.  You may make changes to your 
nickname, marital status, and Tobacco Use flag.  In the below example, the employee 
changes his marital status to Married with an effective date of July 28, 2006.  

 

Step 5. After making any changes, click the Next button to submit the changes.   

 

Step 6. The blue change icon  indicates the changes that you made.  If you are satisfied with your 
changes, you may click the Printable Page button to print a copy for your records, and click 
the Submit button to submit the changes. 

 
The Confirmation window will display, indicating your changes were submitted successfully. 

Note: Making changes to your marital status or dependents on the Personal Information screens 
will not change your marital status or number of dependents for income tax withholding 
purposes.  You must complete and submit a new federal and/or state W-4 to the Salaried Payroll 
Department at 713-850-0489 to make changes to your federal or state income tax withholding. 
 
 
 

Marital status has been 
changed, with an 

effective date of July 28, 
2006.  Date must be in 
the following format:  

DD-MMM-YYYY 
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CHANGE YOUR TELEPHONE NUMBER(S): 
 
Step 1. Select the Update or Add button located within the Phone Numbers section.  (Add may 

appear if you have no telephone numbers currently entered in that particular section.)  To 
change an existing telephone number, select the Update button located in the Phone 
Numbers section. 

 

 
 

Step 2. To delete an existing phone number, select the delete icon . 
 

 
 

Step 3. To add an additional telephone number, select the Add Another Row button. 
 

 
 

Step 4. Select telephone number Type from the drop down box (i.e. Home, Mobile).  Enter the 
telephone number in the following format: XXX-XXX-XXXX.   

 
Step 5. After you have made all your additions, changes, or deletions, click the Next button. 
 
Step 6. Review your changes and select print, and/or submit.  

 
 
CHANGE YOUR HOME ADDRESS: 
 

Step 1. Select the Update button located within the Home Address section.  The Update option 
allows you to edit an existing address. 

 

 

Select  Update.  

Select the Type of phone 
number you are entering. 

Select the trash can icon 
to delete an existing 
telephone number. 

To add 
additional 
numbers, 

select Add 
Another 

Row. 

Select Update. 

http://erpdevsvc.ldry.com:8025/OA_HTML/OA.jsp?_rc=HR_OVERVIEW_TOP_SS&_ri=800&OAFunc=HR_PERINFO_SS&_ti=1501906829&retainAM=Y&addBreadCrumb=N&oapc=7&oas=2O38tf6P8UOj6NEVxVbhxg..##
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Step 2. Indicate the type of change you are making.  Select the first option if you are correcting the 
address on file.  Select the second option if you have moved and select Next. 

 
 

Step 3. You may use the calendar icon to enter the Effective Date, or simply type in the correct 
date.  The Effective Date is the date that the address change will become effective in 
Oracle.  This date is very important in that it may have tax implications.  Effective date must 
be in the following format:  DD-MMM-YYYY. 

 
 

Step 4. Enter the change type; you will need to select Primary Home Country Address. 
 

Step 5. Enter the new address information in the applicable fields and select Next. 
 
Step 6. Review your changes and select print, and/or submit.   

 
 

EMERGENCY CONTACTS: 
 
UPDATE, REMOVE, or ADD YOUR EMERGENCY CONTACTS: 
 

Step 1. To update an existing contactôs information, click the Select circle next to the correct 
individualôs name, then click the Update button.  Enter the information regarding your 
contact. 

 
 

 

 

 

 
Note: If your address 

does not fit on one 
line, move down to 

Address Line 2. 

Select Primary Home 
Country Address. 

Select the correct 
individualôs Select circle. 

Select one of these options: 

Update, Remove, or Add. 
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Step 2. To delete an existing contact, click the Select circle next to the correct individualôs name 
then click on the Remove button.   

 
 

Step 3. Enter the End Date as the effective date that you would like the contact removed. End date 
must be in the following format:  DD-MMM-YYYY. 

 

Step 4. To also remove the contact as a beneficiary, check the box for Remove Friend/Other 
relationship (or whatever applicable relationship type you choose).  Click Next. 

 
Step 5. If you are satisfied with your changes, you may click the Printable Page button to print a copy 

for your records, and click the Submit button.   
 
ADD A NEW EMERGENCY CONTACT: 
 
Step 1. To add a new emergency contact, click on the Add button.  A list of your contacts will appear.  

Click Continue.   
 

  
 

Step 2. Enter the Effective Date this person is to become an emergency contact.  This date cannot be 
earlier than your hire date.  Effective date must be in the following format:  DD-MMM-YYYY. 

 
Step 3. Designate the relationship of the contact to you from the drop down box in the Relationship 

field. 
 
Step 4. Enter the First and Last Name of your contact. 
 

Designate the contactôs 
relationship to you from the 
choices in the drop down 

menu. 

Effective Date may not be 

earlier than your hire date. 

Check here to make this 
your primary contact. 

Enter effective date of 
the change. 

Check if you would 
also like to remove 
as a beneficiary. 
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Step 5. If you would like to designate this person as your primary contact (the person Human 
Resources will attempt to contact first), ensure that you have checked the Primary Contact 
box. 

 

Note:  You may have only one primary contact.  If you want this person to be your primary 
contact, but you have already identified another person as your primary contact, you must 
first change that person to a secondary contact.  Do this by going back to the overview 
page, selecting that person to update, and unchecking the Primary Contact box. 

 
Step 6. Enter a telephone number for your contact.  You may enter more than one number and 

designate the type of number. 
 
Step 7. When your entries are complete, select Next.   Review your changes and print/submit. 
 
 

DEPENDENTS AND BENEFICIARIES: 
NOTE:  Although this section is titled ñDependents And Beneficiariesò, you will only 
change/update or remove Beneficiaries in this section.  Information on adding Beneficiaries and 
Dependents is maintained in the Benefits section on the home page. 
 
UPDATE OR REMOVE YOUR BENEFICIARIES: 
 

Step 1. To update the information of an existing beneficiary, click the Select circle next to the 
individualôs name, and click on the Update button.  Enter the information regarding your 
beneficiary. 

 
 
 
 
 
 

Step 2. To remove an existing beneficiary, click the Select circle next to the correct individualôs 
name, and click on the Remove button. 

 

 
 

Step 3. To also remove the beneficiary as an emergency contact, you must check the box for 
Remove Emergency relationship also.   

 

Step 4. Enter the End Date as the effective date that you would like the beneficiary removed. 
 

Step 5.  Click on the Next button and review your changes.  Select print and/or submit. 

 

Check Remove Emergency 
relationship also if you would 

like to remove this individual as an 
emergency contact. 

Enter the date that 
your change 

should become 
effective. 

Select Update. 
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BENEFITS  
 Add Dependents/Beneficiaries - View - Enroll - Update  

 
You will use the Benefits section to manage your benefits enrollments.  You may view your benefits at any 
time.  However, you may only enroll or make changes to your benefits selections during open enrollment or 
when you have a qualifying life event, such as marriage, divorce, or the birth of a child.  (There may be 
other circumstances which may be considered a qualifying life event.  Contact the Benefits Department at 
800-394-3839 [option 5, then 4] if you have any questions.)   Remember to update your personal 
information under the Personal Information section, including marital status, before clicking on the Benefits 
section. 
 
Please note that you may not enroll in or make changes for 401(k) or Deferred Compensation through 
ESS.  You must enroll and make changes directly through the vendor. 
 
ADDING DEPENDENTS AND BENEFICIARIES: 

Note:  You will need to add your Dependents and Beneficiaries prior to enrolling in Benefits.  

Eligible Dependents under the Companyôs Benefit Plans include:  legal spouse and/or children 
under the age of 25 (age 26 effective 1/1/2011). 

 
Step 1.     Select the Benefits link on the ESS home page. 

 

 
 
Step 2.     Your current dependents and beneficiaries are displayed.  Select Add Another Person to add a 

dependent/beneficiary. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3.    Enter the Effective Date (DD-MMM-YYYY) this person is to become a dependent/beneficiary.  

This date cannot be earlier than your hire date.  NOTE: If you are a New Hire, you MUST put 
your hire date as the effective date for all dependents/beneficiaries. 

 

Click Add Another Person if 

you would like to add a 
dependent/beneficiary. 






