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There are instances that a User forgets the Password so system has the Facility to have it
reset and let the user set their new password again.

In Maintenance > Users, to see the list of the Users
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Then Select the User that needs to be reset then ‘double-click’
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Drag a column header here to group by that column
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In the Maintenance of the User, under Edit Tab > Reset Password
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After clicking the Reset Password, this window will prompt. Automatically system will generate
a Temporary Password that the User will be using to log in.

M Reset Password %

Setting the user's password will create a new password for the
user automatically, and at the same time disable the user's login
with the old password. You must then pass on the new password
to the user, sa hefshe can continue to wark with the application.
Are you sure you want to do this?

Password  SnA513Mol

:ResetPassword] | Cancel |

NOTE: The Temporary Password is editable

Then let the User Log-in by using the Temporary Password.
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[_] Always save account date for nextlogin  Loading completed in 17.08s
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This window will prompt to have the user to Input the New Password that will be used for his
next log-in in the System then Press OK once done.

™ Change password on first logon A EE

For security reasons, you must now set your own password. Please enter your new
password in the two text fields below, and be sure not to reuse a password you used
before.

Mew Password |

Confirm Password
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