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Resetting Passwords 

 
NOTE: In order to reset a password on a Staff Member’s account, the person who wishes to reset the password 
must have the System Administrator role, AND the account needing the password reset must be visible and 
editable to that Administrator. 
 
For the purposes of this document, we will assume the System Administrator is the person who wishes to reset 
the password on another Staff Member’s account. 
 
 

Access the Staff Member’s Account 
 

In order to change the password, the System Administrator will need to first access the Staff Member’s account: 
 

1. Login to your imPowr website. 
2. Go to the Engagement menu. 
3. Click on Accounts in the People section. 

 

 
 

4. Select your Staff Member’s name from the drop down list of Accounts: 
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Accessing the Manage Password (Password Reset) button 
 
If you noticed, when you accessed the Staff Member’s account, you were able to see the Edit Button, but you 
were not able to see anywhere where you could reset their password.  
 

 
 

5. Click on Edit to view the control to change passwords: 
 

 
 
 

Reset the Password 
 

6. Click on the Manage Password button: 
 

 
 

When you click on the Manage Password button, you are presented with 4 options for handling the password 
reset.  Each method will allow the user to discretely reset and personalize their own password to whatever 
password they wish to reset it to: 
 

 
 
Based on the option selected (option 3 is the most commonly used option)… 
 

1. You can reset the password and require the user to enter a new password at their next sign-in. (They can 
enter any character into the password field and the system will prompt them for a new password) 
 

2. You can have the system email a new password to the Staff Member’s 1st email address listed in their 
account general information. (this is the least popular method) 
 

3. You can have the system create a temporary password, display it to you, and then you can copy and 
paste that password into an email which you can then send to the Staff Member.  This method is the 
most common method, because you can add it to an email with other instructions or comments.   
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This is the an example of the temporary password that system will generate.  Highlight the password, 
making sure to avoid any blank spaces, and press CTRL-C on your keyboard to temporarily copy the 
temporary password into your computer’s memory. 
 

   
 
When you create your email, press CTRL-V on your keyboard to paste the temporary password. 
 

4.  You can have the system create a temporary password and display it to you (similar to that shown 
above), and then the system will email that password to the Staff Member’s 1st email address listed in 
their account general information.   


