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ESS - Password & Memorable Information QRG

How to change and update your password and memorable information within Employee Self Service (ESS).

How to change your password 

1. Within the home page, click on your utility menu within the top bar.
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2. Within the drop-down list, click on settings.

3. Select change password within the drop-down menu.
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4. Within the change password page, complete the following fields.  
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5. You can choose to show the details whilst you’re entering your current and new passwords, or you can continue with the details hidden.

6. Click on the save button.

7. [image: ]Once you have clicked save, the following message will appear.



8. Click close to return to the home page. 

How to change your memorable information

1. Within the home page, click on your utility menu.

2. Within the drop-down list, click on settings.

3. Select memorable information within the drop-down menu.

4. Within your memorable information details page, complete all the information required. 

5. Make sure you use a prompt that is easy to remember. 
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6. Click on the save button.

7. Once you have clicked save, the following message will appear.
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9. Click close to return to the home page. 
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Change password

o The password can only use the cl $HAR*(
/\<>

*Current password (required)
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Your new password has been saved
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Memorable information details

Memorable information has to contain between 6 and 25 characters, it cannot contain
spaces nor be the same as your prompt. password or user name. The memorable
password can only use the characters AZ, a2, 0.9, 0r 1\ $ % A &*()-_+[1{}2,.;@#~/
In<>r

*Memorable information prompt (required)

My sisters name &DOB|

*Memorable information (required)

Wendy1971

*Confirm memorable information (required)

Wendy1971
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| Changes have been saved
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