RESET A User's PASSWORD

Follow the steps below to reset a user's password.

1. Click the Admin tab on the navigation toolbar. The screen will refresh and display the Admin Dashboard. (See Figure 1-26)
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2. Click User Admin. (1) The User Search screen will display. (See Figure 1-27)
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3. Enter key words in the Search (1) field to locate the user and click Search. (2) (See Figure 1-28)
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4. User Search Results will display. Click the Edit icon ~ 4
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next to the user that requires a password reset. (1) (See Figure 1-29)



5. Click Generate Password to create a new password for the user. (1) Click Reset to return the Consecutive Bad Login count to zero. (2)

6. Click Save to retain the changes, (3), click Save & Exit to retain the changes and return to the previous screen. (4) Click Exit to return to the previous screen
without retaining the changes. (5)



