Reset Password

UTILITIES

RESET PASSWORD

You have the ability to reset a user password from the Utilities module in
BPO.

Try to make your password unique so that other users do not attempt to log
onto the system under your user name, as all changes to the system will be

logged against your user.

Try not to forget your password, system support will not be able to retrieve it
for you. If you have forgotten your password, contact system support to
reset your password. Your password will be reset to the default: P@ss-
word123.

Ribbon Access: Utilities > Reset Password
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ADD NEW PASSWORD DETAILS

The Change Current Password pop up screen will appear.

1. Current Password: Type in the current password.
2. Enter a new password: Type in pass new password.
3. Re-enter the new password: Type in the new password again, for veri-

fication.
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SAVE NEW PASSWORD

1. When you have finished typing in the changes,
2. click on Save.
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1. A Password Change message box will pop up informing you that;

2. Click on OK
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* The password has been changed successfully.
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* You will now be able to use the new password to log in to BPO.
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