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Getting a web login reminder and password reset link 
 

For security reasons, we no longer send password reminders through email. No one is able to lookup 

your password to remind you. We can lookup your user name and you can reset your password if you 

have forgotten it as long as you have access to the email address on file. We can update your email 

address by hand if needed. Each login screen may look slightly different but most have these basic 

sections in common. 

 

Step 1: Get your login reminder by going to the login screen and entering your user name or email 

address into the reminder box then clicking the button. 

 

 
 

Step 2: Your email will have a link to the login screen and your user name in case that is the only thing 

you have forgotten. If you don’t need to reset your password, you can login and you are done. Here is a 

sample email. If you need to login, use the reset link to start the password reset process. Please note that 

the link auto expires after 48 hours. If you click the link it is deactivated as soon as the reset screen is 

displayed to prevent another reset using the same email link. 
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Step 3: Fill in your new password. This can be the same password you think you were using before. Be 

sure to select a quality password. You will need to type the same password twice to make sure there are 

no typing errors and then click the save button. Passwords are case sensitive so check your caps-lock 

key. 

 
 

Step 4: Your password should now be reset and you can follow the link on the confirmation screen to 

get to the login and use your new password. You are then all done. 

 

 


