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.

Please Log In

User ID: l_

Password: I

Forgot Your Username or
Password? /

Fill in your user ID or email address in the box
below and we will send you an email with login

instructions.

User ID or Email: I é_/
Remind Me |

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.

This is an automated email sent from the web site shown below. This is not a SPAM email.
This information was either requested by vou from the system login screen or by an
administrator of the system to help you get logged in.

Your User ID is SCHWORGJ

You can log in by following this link.

For vour security, we no longer send passwords via email. No one is able to look at your
password to remind you. If you have forgotten vour password, vou will need to create a
new password using the link shown below. This link will only be usable for 48 hours and
will automatically be disabled once it is used.

- —

If you think you have received this email in error, simply ignore it. There may also be more
helpful information on the login screen.

Reset your password by follwoing this link.




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.

Password Reset Form

We have located your user account and you may now select a
new password. Fill in the two fields below. Select a password that
is secure and that would be hard for others to guess. ¥hen you
are done, click the SAVE button to update your password.

User ID: SCHWORGJ -
New Password: [eeesssee K/
Verify Password: [eeesesse &—|
sl e—
Exit This Screen |

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.

Password Reset Form
Your password has been updated.

User ID: SCHWORGJ /
You can now log in to the application




