
ESS is designed to allow users to reset the password and unlock their accounts as needed.  
 
How to unlock your ESS account/reset your password 
 

 Go to the ESS login page 

 Click “Forgot your password?” 

 Enter the username.  NOTE: If you enter an incorrect username, you will not receive the reset emails 

 Click “Retrieve Hint” 

 The system will send an email to your VPS email address 

 Open the email; click the link in option 2 to generate a new password  (see sample below) 
 

 
 

 Password Regeneration – Click “Submit” 

 A second email will be sent to your VPS email address (see sample below) 
 

 
 

  Click the link to use the temporary password 

 Copy & paste the temporary password into the password field 

 Create a new password 

 You can now login to your account using your new password 


