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Forget Password at ESS Portal
Process Name — HCM- Forget Password
Tested On — 05.04.2025

ESS Application — Forgot Password User Manual

Note:

This document serves as the User Manual for the "Forgot Password" functionality within the ESS
(Employee Self-Service) Application. The process described herein was finalized in the DEV system
on 17-April-2025 and is ready for deployment pending approval.

The following steps guide users through the process of resetting their ESS password.

Step 1:
Navigate to the ESS Login page. On this screen, the user should click the "Forgot Password" tab to
initiate the password reset process.
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Step 2: Enter ESS User ID

On the screen displayed, the user must enter their ESS User |[D  Frer e vsere: in the

designated field and then click the *'°™ button to proceed.

Enter the Parameters

Enter the userid

Get OTP \

\“
N,

,

Step 3: Enter OTP

On the next screen, the user should enter the One-Time Password (OTP) received on their registered
personal mobile number (as recorded in the ERP system) in the provided field &= the oT% , and
then click the S“’™°T% hytton to continue.

Enter Details

Enter the OTF:

Submi OTP '\
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Step 4: Proceed to Password Reset
On the following screen, the user must click the Generate Password putton. The system will then
redirect the user to the Reset Password page to complete the password update process.
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Step 5: Retrieve Initial Password
On this screen, the system will display an auto-generated initial password. The user should copy the
password from the provided field and proceed to the ESS Login page.
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Step 6: Log in with Initial Password

On the ESS Login page, the user must enter the system-generated initial password in the password
field and click the "Login" button to access the application.
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Step 7: Set a New Password

On this screen, the user must enter the system-generated initial password in the designated field,
then create and enter a new password that complies with the Forgot Password Policy.
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FORGET PASSWORD POLICY: -

- Min 8 character & Max 15 character.

- Password must contain at least one small and one capital alphabet.
- Password must contain at least numeric digit.
- Password must contain at least one special character (!@#5"&*(),.?":{}[<>).




