Reset Your Forgotten Password
(W5)

This version 1is superseded. Click here to view the latest
guide.

PURPOSE

This document explains the procedures for resetting your
forgotten password.

WHY IS THIS IMPORTANT?

If you forgot your password, you can easily reset it using the
forgot password link on the login page. All you need is your
username.

PROCEDURE

1. On the login page, enter your username and click the forgot
password link. An email containing instructions to reset your
password will be sent to the address specified in User Set Up.

Note: Username is case sensitive as per set up in the systenm.
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2. Click the link provided in the email. The link in the email
can be used only once, and expires after 10 minutes.

3. When prompted, enter and retype a new password. Click
Change and Login.

FREQUENTLY ASKED QUESTIONS

FAQOl. I did not receive emalil to reset password after
clicking “Forgot Password?” 1link on the login page.

If you are using Internet Explorer and has tight security
settings, please check this guide for instructions to add
the CS Lucas system URL to trusted sites.

RELATED INFORMATION

Add Site to Trusted Sites in Internet Explorer
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