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Instructions for CaroMont Password Self-
Service Portal

With this tool, you can unlock your account and change your active directory (AD) password. Additionally, you get an e-
mail letting you know when your AD password is about to expire. Your AD password must be changed every 90 days.
Expired passwords must be changed by the IT Service Desk, so changing before expiration saves a phone call to the
Service Desk.

The Password Self-Service Portal can be found by going to CHIP > Software Applications > P > Password Self-Service
Reset.

New Users - Enrolling in Portal and
Changing Temporary Password 2 oot T

The Caromont Health Password Self-Senvice portalis an easy way for you to —
manage your own password. Once registered you wil receive notices as your sign in
passwiord expiration approaches,

This service is provided to enable you to maintain your system access without having

Enrollm ent: o open a ticket and to minimize your downtime: s

How to Enroll Log an ta:
First-time users must enroll. To enroll, enter your username vy domoin e and passwordn he“Sign i b o he fght
and current AD password in the Sign In box on the right of St v e seuty uastons e b vlmnt < e

Unlock Account
= | Unlock your locked out =

the screen and click Login.

ccount

-t known password lagin using the "Sign in” bex on the right

ssword plaase click the "Reset Passward" link on the right.

nt please click the "Unlock Account” link on the right.

Please enroll for the forced verification methods enabled for your account.

Security Questions:

After signing in, setup your Security Questions & Answers under
the Enrollment tab. Click the drop-down button and select the

first security question and then enter the answer. Same for the

o Security Questions

What is your mother’s maiden name ? ~

What is your favourite colour 7 -~

second. *There is a hide answers checkbox that can be
unchecked so you can see exactly what you are putting for the

Hide Answer(s)

security questions. Click Next.

+ The minimum length of the answer(s) should be 4 characters and maximum allowed is 255 characters

step 2 of 2

)
Change Password: > CaroMont Healt -

After signing in, change your password under the Change Change Password &)

Password tab. Enter your old (current) password, new o1 Pacenard

password, confirm new password. Click Change Password.

New Password

Password requirements are listed at the bottom of the

Confirm New Password
screen. A box should pop-up stating password change was
Minimum length should be at least 8
SucceSSfU|' Must contain both upper and lowercase characters
Number of numerals to include 1

Continued on next page

Cancel




Enrolled Users - Managing Password

A. To reset a forgotten password:

Click the Reset Password link on the right of the screen (it has a blue key beside it). Enter your Username and click
Continue. Provide the answers to the Security Questions that were setup with enrollment and click Continue. Enter and
confirm a new password that meets all criteria and click Reset Password.

B. To unlock a locked-out account:

Click the Unlock Account on the right side of the screen (it has an open lock beside it). Enter your Username and click
Continue. Provide the answers to the Security Questions that were setup with enrollment and click Continue. Click
Unlock Account.

C. To change password and knows current password:
After entering credentials in the Sign In box, select the Change Password tab. Enter your old (current) password, new

password, confirm new password. Click Change Password. Password requirements are listed at the top bottom of the
screen.

The Caromont Health Password Self-Service portal is an easy way for you to L.
manage your own password. Once registerad you will receive notices as your Sign in

password expiration approaches. e

This service is provided to enable you to maintain your system access without having User Name:
to open a ticket and to minimize your downtime.

Password:
How to Enroll Log on to: [GASTON v
STEP 1:
Enter your domain username and password in the "Sign in” box on the right Login
STEP 2:
Once logged in, answer the security questions under the enroliment tab and 4
. i . Reset Password
click the "Enroll” button. ¥
r Reset your forgotten password
o
Unlock Account
Change Password ) . | Unlock your locked out accoun
To change your current known password login using the "Sign in” box on the right. E = -
Reset Password
Systs | ted
To reset your unknown password please click the "Reset Password” link on the right, __éso::‘;nﬁsga;_ - Pyxis
- Epic - Murse Credentizling
Unlock Account - Document Management - EndoTool
To unleck your account please click the "Unleck Account” link on the right. - Web FormFast - PACS
- Muse Web - Google

- OnBase - More coming soon!
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