How to change a users password?

Summary

These instructions detail how to reset and change a users password.

Requirements
User with Admin Security Class

Module
Other Functions>Security

Solution
1. Start dynaMACS then log on as a user with the Admin security class.
2. Go to the menu Other Functions > Security>User Class Maintenance.

»

In the User-Class Maintenance dialog box select the user from the USER-ID
dropdown box as in the example below:

% User/Class Maintenance

User-I0: |jim j MNarne:  [im
Known Security Classes User Security Classes
ADMIN (System adminstration) A IEVY (Ve controls)
COomi_FULL (Commission data - full access) IEVWER_CST (Customer viewer)
COMM_WIEW (Cammission data - view only) IEWWER_MFG (Manufacturer viewer)
EMTER_COMM (Enter commissions) i hons IEWER_REFP {Sales rep viewen
ENTER_SALES (Enter sales) 3 = REPORT_IQ {Sales i)
FILE_TRAMSFR {File transfer/combing)
Fid_COMNTACT (Maintain contacts) Remaove Class
FM_CST {Maintain customer) _
Fii_MFG (Maintain manufacturar)
Fil_COTHER (Maintain tables)
Fi_ShM (Maintain sales rep) hd

Eavel Delete ‘ Exit ‘ WV Reset Password to Same As User-ID

4. Put a check in the box next to Reset Password to Same As User-ID and choose

SAVE.
5. Press OK at the user has been updated message box then selectEXIT.
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1 ) 'jim * has been updated

6. Choose Log off at the main screen then select CHANGE USER button at the Log-off
box.

Log-0ff dynaMAacs ¢

7. dynaMACS will bring you to the Log in prompt.
& Please log in....

UseriD:  |Jin |

Bassward: |*‘*‘* i

Logon | | 2uit |

8. Login as that user. Remember the password has been reset to the same as the User-ID
After you log in for the first time a password change window will come up.

% Password C hange

Fleaze enter new pazsword bwice [zecond time to
confirm entiy]

Mew Password: |==xxx
LConfirm Fazsword: |=cxxx
(o ilndsiel

9. Change the password for the user and select UPDATE.
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