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If you forget your user name or password 

If you have forgotten your user name or your password, you will need to have it reset. To do 
this, choose the Forgot user name/password link (highlighted in red). 



If you have forgotten your user name, type your email address in the box and then choose 
the Forgot user name button. If you have forgotten your password, type your user name in 
the box and then choose the Forgotten password button. Let’s see what happens next. 

You will see a confirmation that your password has been reset. You will get an email to help 
you login. Choose OK (highlighted in red) to go back to the Login page. 

You should now close the system and wait for your email to arrive. 



When you get the email, choose the link. This will take you to the Reset password page. 

Put your user name in the box. You now need to think of a new password. It should be at 
least 8 characters long and should contain at least one number. It should not be your user 
name or contain any repeating characters. Here’s an example: Almada 14. 

Type your new password and then repeat it in the bottom box. Then choose the Confirm 
password button. 

Your Password has now been set.  You should then choose OK (highlighted in red) to return 
to the Login page. 



You will see a confirmation that your password has been reset. Choose OK to return to the 
Login page. 

 You can now Login with your user name and new password. 

If you any problems, phone the IT Help Centre on 01698 455656 during office hours. Please 
have the following details to hand when you phone: 

• your employee number
• your Resource, service and section
• the exact text of the error message you received

If you need this information in another language or format, please contact us to discuss how 
we can best meet your needs.  
Phone 0303 123 1015 or email equalities@southlanarkshire.gov.uk  
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