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Automated Password Reset Instructions

SET UP

The following set up tasks must be completed first in order to use the automated password reset function. Use
the NavBar to navigate to:

Menu > My System Profile

NavBar: Menu

O

Core-CT EPM

Recently Visited Core-CT Financials
—— Core-CT Supplier Requests
Menu PeopleSoft
Reporting Tools
PeopleTools

My Instant Messaging

Fluid Home

Change My Password

My Preferences

My System Profile
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Enter a state or personal email address in the Email section. The Primary Email Account box should be selected
for the user’s primary email address. The Email Type should be Business for the primary email account, even if the
email address is personal.

General Profile Information

Help | Personalize Pag

OSC-Griswold Clark

Password

Change password
Change or set up forgotten password help

Miscellaneous User Links

Email

He

Primary Email Account Email Type Email Address

Business VI lclark.w.griswold@ct.gov l -+ —_
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Click on the Change or set up forgotten password help link.

Change or set up forgotten password help

Use the Question drop down list to select a question to answer. Enter the answer in the Response field (not case
sensitive). Click the OK button and then click Save. This completes the set up for the automated password reset
function.

My System Profile

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

v ‘

In what city or town was your first job?

Question ‘

Response

What is your mother's maiden name?
E What was the name of your first pet?

Who is your favorite author?

Who was your childhood best friend?

*Note - Users are also able to reset their own password as needed from the My System Profile page after they are
logged in.
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AUTOMATED PASSWORD RESET

To use the Forgot My Password function, from the log in screen click on the | Forgot My Password link.

Core P

Log Into Core-CT

User Id

Password

| Forgot My Password!

| Cannot Log In.
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Enter the Core-CT User ID and click on Continue.
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Forgotten Password

Enter your User ID below. This will be used to find your profile, in order to authenticate you.

User ID ‘Griswoldc

Enter the Response to the security question (Response field is not case sensitive). Click the Email New Password
button.

Security Question

User ID GriswoldC

Please answer the following question below for user validation.

Question In what city or town was your first job?

Response |Chicago

Email New Password
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The following message displays that a password has been emailed to the user. Close the browser.

Email Confirmation

Your new password has been emailed.

If you do not receive an email in your Primary Email Account please contact your Security
Administrator or System Administrator to investigate the cause.

The user will receive an email to the email address that was set up as the primary email in their My System Profile.
The email contains the temporary password.

User ID Password

carecttpr@ct.gov
® Guarino, Dustin

The password for your Core-CT account has been reset to the following:

ktejVv415
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Open a new browser and return to the Core-CT log on page. Enter the User ID and the system generated password
that was sent in the email. Click the Sign In button.

Log Into Core-CT

User Id

| GriswoldC

Password

seeseand o

| Forgot My Password!

| Cannot Log In.

Click the Click here to change your password link.

ORACLE PeopleSoft

Your password has expired.

Click here to change your password.
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Enter the Current Password (temporary password that was emailed). Enter the new password in the New
Password and Confirm Password fields. Note the Password Requirements listed when creating the new password.
Click Change Password.

Change My Password

User ID GriswoldC

Description: OSC-Griswold Clark

*Current Password *r»ereeee

*New Password |ssseses

“Confirm Password [*+++++ o |

PASSWORD REQUIREMENTS
Password minimum length = 8 characters
Password must include a minimum of 3 numbers For Help contact
Passwords are case sensitive core.support @ct.gov

Last 6 passwords cannot be reused

Change Password
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The new password has been saved.

riD GriswoldC

ption: OSC-Griswold Clark

issword |

isword |

sword |

D REQUIREMENTS
1umum length = & characters
st include a minimum of 3 nu

Message

Your password has successfully been changed. (48,28)

Core-CT HRMS / Financials

‘e case sensitive
ords cannot be reused

core.support @ct.gov



