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How to create a temporary password for
ESS Kiosk Users

1. Loginto Pay-Net Online and click on the Company tab and navigate to ESS Setup > User Administration.
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2. Once on the user administration tab, you can use the employee search to locate the employee you wish to
create a temporary kiosk password for. Once you have done so, you can click on the empty space next to their
name to select them.
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3. You will then have the option to create the new “Temporary Password” in the “New Password” and “Confirm
Password” fields. Just be sure to KEEP the “USER MUST CHANGE PASSWORD AT NEXT LOGIN?” check box
selected. This will allow the employee to change their password to a new one of their choice upon next login.
Once you have entered this new password in the New and Confirm Password fields and made sure the “User

must change password at next login?” box is checked, click on “CHANGE PASSWORD”.

PLEASE NOTE: The employee will need to enter this same temporary password that you’ve created in the “OLD

PASSWORD” field when creating their new password.
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