
ESS Frequently Asked Questions (FAQs)

Logging In

What if I am a first-time user of Munis ESS?
If you have never logged into the ESS portal before (new employees), your first-time
password will be the last 4-digits of your Social Security number. Once you have
logged in, you will be prompted to immediately change your password. Your user
name will always be your 4-digit employee number.

What if I am a recurring user of Munis ESS, but forgot my password?
If you have forgotten your password, try using the "Forgot your password?" link. This
will e-mail you the password hint that you created for yourself the last time you
changed your password. The e-mail will be sent to the address we have on file. For
most employees, it will be their work e-mail address (@epsb.com), and others a
personal e-mail address.

I used the “Forgot my password” hyperlink, but never received an e-mail with my
password hint.
If you don't see your password retrieval e-mail in your inbox shortly after you requested
it, please be sure to check your Spam/Junk folders to see if it got routed there. If for
any reason you don't receive your password retrieval e-mail, please contact the ESS
Administrator.

I’m entering my correct password, but the system is not letting me in.
Passwords expire every 365 days. ESS will not warn you when your password is about
to expire. Once it reaches 365 days (1 year), it just stops being usable. We recommend
whenever your password gets re-set, you make a note in your calendar to log in to ESS
a few days before the 365-day mark so you can change it before it expires. If you did
not log into your ESS account in time to change your password yourself, please
contact the ESS Administrator listed on this page for assistance.

I tried multiple times to sign in and now the system says I am locked out.
When logging in, if any of the information you enter has errors, you only have 10
attempts at logging in before the ESS system will lock you out. Once you are locked
out of the system, the only way to enter it again is to have your password reset by the
ESS Administrator.
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Password Re-Sets

Who do I contact for password re-sets?
Contact Amy Lafleur - amy.lafleur@epsb.com or call 337-363-6652.

Once the administrator re-sets my password, will that be my password for the
next 365 days?
No. When an administrator resets your password, it is a temporary password that is
good for one-time use only. Once you log in using the temporary password, the system
will prompt you to immediately change your password to something that only you
know.

When creating my new password after a re-set, the system wants to know my
current password. Is that the one that just expired (i.e. the one I forgot), or is it the
one the ESS Administrator just gave me?
Once you have had the Administrator re-set a password for you, only use the
password the Administrator just gave you as your current password until you change it.

The system is telling me that the new password I am trying to create is
unacceptable. Is there anything specific that I must include in my password?
Yes, use strong passwords for the Munis ESS portal. Your password needs to be at
least 8 characters in length. You must include at least one capital letter, one
number, and one special character.

2

mailto:amy.lafleur@epsb.com

