Following these steps will ensure that you receive a new password when you forget your
old one.

We will start by checking for the correct set-up in your EmpowHR profile. The correct
set-up should have your work email address, enabled Workflow Attributes, and a hint
question/answer.

After logging into EmpowHR:

1. Go to the bottom of the left-hand menu and select MY SYSTEM PROFILE.
Now, look for EMAIL and then click Edit Email Addresses. Your work email
address should be listed; if not, please add it. Also, please check that the Primary
Email Account checkbox is enabled with a checkmark (see screen print below).
After adding or checking for the correct email address, click on ‘OK”.
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2. On the same page, please scroll to the bottom and find Workflow Attributes.
Please make sure that the *‘Email User’ box has a checkmark.
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3. Now, scroll to the top of the same page and look for PASSWORD and click on
CHANGE OR SET UP FORGOTTEN PASSWORD HELP.
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4. Please choose a hint question from the list (see below) and provide an answer.
Keep in mind that this question and answer should be easy for you to remember.
After you complete this section, click on ‘OK’.
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5. Finally, scroll to the bottom of the page and click on SAVE (see below).
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6. Inthe event that you forget your password, go to the EmpowHR sign-in page and
click on ‘Did you forget your password?’ (See below). Be ready to provide your
user id and your hint answer at the prompts that will follow.
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Once you have completed these steps, you have ensured that the settings in your
EmpowHR profile will allow for you to obtain a new password sent to your work
email account when you forget your old one.

These steps complete the set-up for the password retrieval function in EmpowHR.
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