
  

Note that you have to 
log in as Administrator 
(or have a user ID with 
admin rights) to be able 

to edit passwords



  

Open the “Administrative Page” 
(also known as the “back end”) 
from the top menu in the 
appointment screen 



  

Click here to unlock a 
user account 

(if you try to log in with 
the wrong password more 

than three times the 
system locks your 

account for security 
reasons)



  

Pick the user ID you want to 
unlock from the dropdown list and 

then click the “unlock” button
...that's it...



  

This is where you click 
to edit the password for 

a user's login ID



  

Click on the 
user ID 
whose 

password you 
want to reset



  

And now you can set 
a new password, and 

PIN



  

The user can then reset his own password 
himself at the next login


