Instructions On Establishing Your Employee Member Self Service Personal Identification Number

(E/MSS)

Provide fax copy of the following:

Full Name

Social Security Number

Work Telephone Number

Copy of Civilian Identification Card

Request Must State – “E/MSS PIN RESET”

FAX REQUEST TO (216) 522-5800

Wait 2 days (48.0 hrs)….go back into E/MSS System    https://emss.dfas.mil/emss.htm
Enter last 5 digits of your social security number

Click  on “Request Access”

Security Validation screen will appear  

(i.e. count down)

Next screen will state -“Your temporary PIN has expired”
Click - continue 

E/MSS will request that you establish a new PIN by entering your current PIN & the desired new Pin number twice

In order to complete establishment of new PIN, Please respond correctly to the following questions & create your own Security Word.  

*Your Security Word should be something that is known only to you & must be at least 6, but no more than 8 characters long

This information will be used to establish your identity and allow you to reset your PIN on-line if you should forget your PIN or suspend it

Remember:  Enter your Security Word TWICE 

(6-8 characters, no spaces)

 Confirmation screen will appear-

· Your PIN has been established

· Please remember your new PIN

· Your PIN can be changed at anytime if you wish

Last screen will take you directly into E/MSS & will tell you the number of accounts you have (i.e. civilian / military)

* If you need an E/MSS Customer Service Representative to assist with the process in re-setting your PIN, Please call the E/MSS toll free number 1-800-390-2348   

