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Resetting Your Password and Unlocking Your User Account 
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Resetting Your Password and Unlocking an Account 
To Reset your password or unlock your user account: 

1. Click the Reset Password link. 

 
Figure 1-1 Reset Password and Unlock Account links 
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2. Enter your Username and click Submit.  

 
Figure 1-2 Username popup 

3. A Confirmation message appears.  

 
Figure 1-3 Confirmation message 

4. A passcode will be emailed to you. 



5. When you receive your passcode, click the Click Here link to reset your password. 

 

Forgotten Password  
1. Click the Reset Password or Unlock Account link. 

 
Figure 1-4 Reset Password or Unlock Account link 

2. Enter your Username and click Submit.  



 
Figure 1-5 Username popup 

3. A Confirmation message appears. 

 
Figure 1-6 Confirmation popup 

4. You will receive an email to help you login.  

5. The Sign In code appears in the email.  



 
6. Click the Enter Code button. 

7. Type the Reset Code in the field. Type your new password and confirm the new 
password. 

 
Figure 1-7 Reset Password popup 

8. Enter your Sign In information. 



 
Figure 1-8 New Sign In 
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