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1. Reset User ID Password

What it’s for

A temporary password will be given to the user for the first time logging in to the system and
they need to change the password according to their respective suitability.

Reset user ID password step

1.1 On the left panel of the system, click on System Admin > User Login.
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1.2 Click - icon to dropdown user ID listing, tick on desired user ID and click OK button.

(Muser Login
Retrieve & Edit )
User ID |
O a
21 sortAtoz
%l sortztoa
K | Clear Filter From "User ID
Text Filters »
l ‘971
[C(select A
[[] CONTRACTOR A
. [] CONTRACTOR B
1.4 Tick T 1
guest
{]1rRM
] STORE
[[] watson
] zus
1.5 Click Cancel
Figure 1.2
1.3 Click edit button
(M user Login
Retrieve X Save | PxCancel v
User ID System Account  Failed Login Last Login Last Password
= o) Administraty, Locked_, Attempts_ = Changd
Cr— O O O O P I

Figure 1.3




USER MANUAL

1.4 Change User password to temporary password. Example: Abc@123. Click save button.
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Password: '- seee I

Name: DEMO
Expired Date: 00/00/0000 - 1.7 Type

System Administrator: %!

Account Locked: O
Failed Login Attempts: 0
Last Login: 03/01/2022 09:29:16

Last Password Changed: 22/02/2020 00:17:07

User's Default Settings

Default Site Code: I

LLo

Default Language: DEFAULT

Figure 1.4

1.5 User ID has been reset successfully. Please inform user to re-login CMMS using
temporary password given. Once login, please change the password according to their
respective suitability.
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2. Reset Locked User ID Account

What it’s for

User ID will be locked after several login failed in CMMS.

Reset user login password step

2.1 On the left panel of the system, click on System Admin > User Login.
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2.2 Click “ icon to dropdown user ID listing, tick on desired user ID and click OK button.
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2.4 Untick the check box for Account Locked. Click Save button
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Figure 2.4

2.5 User ID account has been unlocked successfully. Please inform user to re-login CMMS
as usual.




