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	User Password Reset Video Transcript


[bookmark: _GoBack]Linda: Welcome to another learn quick bit video. I'm Linda [and I'm Tom] and we're from OMES, and this video is going to show you the self-service feature of changing or updating your password and your security questions. So Tom, if I go to the Learn system and I forgot my password, is there a simple way for me to change my password or get into the system?
Tom: There is.  There's a link right here on the login page that says forgot password so all you have to do is click there [clicks on the Forgot password? link beneath the login fields]. That will open up the password recovery screen and here you'll enter your username which again for most of us is going to be our employee ID. We'll go to the right side and click continue [clicks Continue next to the login fields].
Linda: And this is going to open up the password recovery window with the three questions that you have to answer. Now, if you know your answers, this is pretty simple but I would click that button where it says “Show me what I type” on the right-hand side. That way you can see what you're actually typing in case you make a mistake. So Tom, go ahead and type my answers.
Tom: Alright, we'll put these answers in.  We may have pre-loaded some answers here for the purpose of making this video, or these maybe Linda's actual answers.
Linda: You will never know. And then click verify, and it takes you to the update password screen. Now if you have trouble writing a password, and you're not sure how to write the password, you can click on the help link up above the password but it's simply a combination of numbers and upper and lower case. So when you start typing your password, you'll notice that the text will tell you whether it's successful or not. So Tom, go ahead and type a new password. You see how it said requirement was not met and then it switched to success? Now it's going to double check it because you have to enter it a second time.
Tom: Alright, when you're done typing in your desired new password, click the Update button.
Linda: And that's how simple it is to update your password when you get to the system and you forgot it. So from here you can click here to return to the login page [clicks on Click here to return to the login page link] and now you have to login. Now just let's remind our audience that this system is a self-service system so the idea is that you're going to be responsible for changing and updating your own password and if you have problems doing that the first person you're going to contact is your learning administrator or your group administrator for your area and only after that if they're unable to help you then you can make your IS helpdesk ticket and ask for assistance from the helpdesk, but we've made it pretty easy for you to change and update your password yourself. Now sometimes you have to change a password when we’re in the system or we have trouble remembering our security questions so we want to update them so Tom is there a place in the system where I can make those changes?


Tom: There is you can go to the navigation menu on the left side of the screen and just above the learner menu that you're probably already familiar with there is a new one that says account if you click on that that will open up this user preferences information.
Linda: And what you're seeing on the screen is actually the information that was brought in from PeopleSoft. And so there's two tabs one is called User your general preferences, and then there's a second tab called Calendar we're just going to show it to you. The calendar is just an internal calendar that's available to you and a task list, and you can add events here and you can use this to keep track of all your training. Take some time and get in here and you can see what all it does. But we're going to go back to the general tab and what you're going to do is you're going to scroll to the bottom of the screen under the login area and you'll see you have an area where you can change your password on the left side and on the right side you have an area where you can edit your password recovery questions. So Tom, let's show them how to change their since we already showed them how to do a password and it's really the same here right? [Yup.] But make sure that you save your work when you do it [Absolutely.]  Let's click on the Edit password recovery questions [clicks on the Edit password recovery questions link].
Tom: Alright, we’ll click on that. That will again open those three questions that you just saw. I am going to check the show me what I type box just to make sure I type everything in so let's leave this one the same let's say that Linda had a change of heart and her favorite pet is no longer her dog. Let's say it is her ferret. [I love ferrets Tom] Alright and then you won't notice here while you're doing this in the current system when you know your password, you will have to enter that current password to make this change effective.
Linda: Once you enter that password you're going to click Save, that screen I'll close, and now you've updated your password recovery questions.
Tom: Not just yet. Remember, you do have another Save button before you leave this page always look for those save buttons.
Linda: When you click Save your system will update, and you’ll actually get a message at the top of the screen.
Tom: So now we know that Linda's favorite pet is her ferret.
Linda: That's exactly right. So what we're going to do now is go back to the learn center and there. We've shown you how to change your password when you lock yourself out of the system, we showed you how to change your password in the system, and also how to change your password recovery questions. Tom anything else you want to give our audience?
Tom: Just one thing. Until next time, keep on learning.
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