CREATING AND USING THE PASSWORD HINT FEATURE IN ECAPS

Creating a Password Hint:

1. From the eCAPS Menu, click on “Administration”.
2. Click on the “Change Password Hint” link from the drop down menu.
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Click on the “Password Hint” drop down menu and select a question (i.e. “What is your
mother’'s maiden name?”).

Enter your eCAPS password.

Enter the answer to the question you selected.

Repeat your answer for confirmation.

Click on the "Change Password Hint” button.

No o s

Change Password Hint

@ Passward Hint : |What is wour mother's maiden name? j

@ »ra-cvo |*‘“‘*‘“‘*
©> r:plv |*‘“'*‘**
@ > verity Reply |"'““"*|

QD> Change FPassword Hint

8. You should now see a message at the top of the screen “Password hint was successfully

changed.”
Q—.Iﬂ View All (1 of 1) : Password hint was successfully changed.
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CREATING AND USING THE PASSWORD HINT FEATURE IN ECAPS

USING THE PASSWORD HINT FEATURE:

If you forget your password, you can reset your password by answering your secret
guestion. The eCAPS application will then send you an email message with a
temporary password.

1. Inthe eCAPS Log-in Screen, click on the “Forgot your password?” link.

eCAPS Financial Application

User Name: |

Password : |

¢—> Fargot “rour Pasaword® I Login | Reset

2. In the User Name box, type an “e” in lower case followed by your County Employee
Number (example: e123456)
3. Click Continue. Do not click on the “Reset” button.

The Password Reset application allows you to reset your password, Enteryour user name
inthe User Mame field. Select the Continue button to proceed with the password reset process.
Cin the next page, you are shown your passward hint and you must specify the reply.

The Reset Password button then performs the password reset operation. The new password will be
valid but expired, allowing you to reset your passward on the next login.

User Name : 2123455

I Continue Reset
>

>

[ B R Y R

4. Inthe Password hint reply box, answer your secret question.

5. Click on the “Reset Password” button.

Fassword Hint : What is your pet's name?

@ > rFassword Hint Reply |‘°‘°‘°"1

L ot passwors

6. You should now see a message at the top of the screen “Your new password has been
emailed to the email address on record”.

G—> ! Yiew All (1 of 1) : Your new password has been emailed to the email address on record.

Password Reset

If you see any error messages, make corrections as necessary. The cause of any errors will be
shown in yellow.

Page 2 of 4

C:\Documents and Settings\griess\Desktop\Detailed instructions.doc



CREATING AND USING THE PASSWORD HINT FEATURE IN ECAPS

7. You should receive an email from the Auditor Controller that will include a temporary
password. The temporary password replaces your old password. Please note that the equal
sign “="is not part of your password.

Example:
Frarm: ecaps,donokreply@auditor, |acounty, goy
To:
Ce:

Subject:  ADWMAIL: Your new eCAPS password

Follow these instructions to reset password:
Min Length 7 Characters

HMax Length 2 Characters

FEequire Upper Case [(L-Z)

FEequire Lower Case [a—=z)

Fequire Mumeric [(0-9)

Cannot contain User ID

MYDU]‘.‘ Temp Password =8Chys0OrNY

8. Return to the eCAPS application, in the “User Name” box, enter an “e” followed by your
Employee number (i.e. “e123456").

9. Inthe “Password” box, enter the temporary password provided to you in the email from
the Auditor (step 7 above i.e. 8QbysOrN7)

10. Click on the “Login” button.

eCAPS Financial Application

€ > UuserName: T
€@ > Password: |’°'°'°'°'°'“‘°'°"

Forgot “our P asaward™ I Lﬂgiﬂ Reset

10
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CREATING AND USING THE PASSWORD HINT FEATURE IN ECAPS

You should receive a password expiration message.

11.
12.
13.
14,
15.

Enter your User Name.

Enter the temporary password that was provided to you in the email from the Auditor.
Enter a new password of your choice following the instructions in the email in steps 7.
Repeat your password of choice for confirmation.

Click on the “Login” button.

Your password has expired.

€ > user Hame: ﬁ
€@ > 014 Password : |‘*"‘°"""""""‘"

€D > Hew Password : |’“‘°’°’°’°’°"

€D)—> Confirm New Password : [

@—bl Login | Reset

Congratulations! You have successfully created a new password.

Welcome,
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