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How to reset a user’s pCISSWOI‘d

. Loginto Innovate U.

2. Go to the Universal Profile. There are 2 options:
a. Click on the “Profile” button.
b. Hover over the “Home” tab and click on Universal Profile.
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3. Once you're in the Universal Profile, click on View Teams.
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Description for this tab displays here. This is html friendly and can be configured in the Universal Profile General Preferences.
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A side menu will pop up. Here you can see and search all your direct reports. Click
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on the name of the user you want to reset their password.

* If a direct report has an arrow next to their name, you may click on it to see their

direct reports.
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From the user’s profile, hover over the “User Record” tab, and click on User Record.
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Use the transcript to manage all active training.
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6. You'll be prompted to the User Record screen. Click on the three dots to display
the drop-down options, and click on Change Password.
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7. The Password Reset Options will pop up.
a. Select the second option: “Define a temporary password...”
b. Click “OK".
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Send Forgot Password email. User must have an email address saved.

®) Define a temporary password. User will be prompted to reset password upon login.
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8. You'll be prompted to the Change Password screen.
a. Input the temporary password and confirm it.
b. Click on “Save”.

Change Password

The new password must match the following criteria:

* Passwords must contain both upper and lower case letters.
* Passwords must contain alpha and numeric characters.

* Passwords cannot be the same as the previous 24 passwords.

* Passwords must be 8 - 20 characters.

* Passwords cannot have leading or trailing spaces.

* Passwords cannot be the same as the Username, User ID, or email address.
* Passwords must contain at least one special character.

Change Password for MARY BENTLEY

New password

Now your user may log in with the new temporary password.



