1.  Resetting a Password
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There are several item that can be used to search for the proper user. Choose the appropriate item and then fill in the information and then click on the binoculars to find.
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Locate the proper record and select it.

The password can be changed by changing it and clicking “Save.”
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If an account has been locked for an excessive number of invalid 

password attempts, it can be unlocked by checking the “Unlock Account” box and clicking Save.

