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How to Reset User Password

This work instruction document covers how to reset the password of an active user as an
Account Admin or Primary User. Note only Account Admins and Primary User can reset user
passwords.

Work Instruction conventions:
WORK INSTRUCTION
* o Allfield, page, section, tab, and button names appear in bold font.

J (STEP-BY-STEP) e Allfields are required to be completed unless indicated otherwise.

Add a New User

Roles: Account Admin and Primary User

1. From the Hazardous Waste Registry Homepage, click your username at the top right to show the
drop-down list.

Note: In this example, the user's name is Demo Store.

@ Demo Store v  Logout

Demo Store Account

Hazardous Waste Registry Homepage Registration #:00011232
Hazardous Waste
R (formerly HWIN)

The Registry is for business information enly - users should not enter personal infermation unless Switch Programs

itis being used in a business, professional or official capacity. New Manifest

Manifests Facilities Waste Streams  Invoices Add Roles

1 Onlv disnlav manifests that reanira mv ramnanw’s artinn

2. Select Manage Users.
@ Demo Store v  Logout
My Profile

Change Password

My Business Profile

I Manage Users I

The Manage Users page displays.

3. In the Active Users table, click Reset Password on the row for the user you want to inactivate.
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4. Click Confirm.

Reset User Password

This user will receive an email prompting them to set a new password. The

link will expire after 24 hours. They will not be able to log into the Registry
until they set a new password.

5. The user’s password has now been reset. They will receive an email with a password reset link that
will expire within 24 hours. If the link has expired, you can click Reset Password again.
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