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Change Password — Current User

®Important — A User can go into Ultriva and change his/her own password if the
privileges are set such that they can. If not, contact the Ultriva Administrator to perform this
task.

To navigate to Change Password, Click on your Username then click “My Account”
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Password Information

Enter your current password in the “Current Password” field. Enter a new password in the
“New Password” field. Enter the new password again in the “Confirm Password” field.

Change My Password Last modified on [09/13/2013 11:02:51 AM] by [Laura Maki] @ How do 17

Password Information
Password must be greater than & character(s).
Password must contain at least 1 number and at least 1 character(s).
Every 90 days your Password will expire. /
Current Password: assssesns Last Changed On: 2013-08-05

Mew Password: sssssssnsns < Confirm Password: ssssssssssss @
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Click on the drop down arrow in the “Security Question” field and a drop down list
appears of the available security questions. Click on a selection.

Security Information

* Security Question Choose a question... = Answer: '
Name of your first school?
Your childnood hero?
Your favorite sporis team?
Make of your first car or bike?
* Required field Your pet's name? m
Best child hood friend?

Your selection appears. Type in the answer to a “Security Question” and click on the “Save”
button

Security Information

* Security Question HYuur favorite sports team? = Answer ﬁf—‘azkers

The password has now been changed.

@Important — A Security Question must be sel
ected and the Answer must be entered for the password changes to take effect.
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Reset a User’s Password

©Important — Depending on the privileges that are set for each user, they may not be able
to reset a password. If not, contact the Ultriva Administrator to perform this task.

To navigate to “Reset a User’s Password”, select the “Plant or Workcenter”
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Click on “User”
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User ? e Item Operator Work Hours @ Dropoff Location
Add, manage and view users, reset Add, manage and view items, assign Manage operator work hours Add, manage and view Dropoff Location
passwords and update roles buyers and assaciate suppliers

User Group S Calendar ,i Supplier ltem Kanban Label
Add, manage and view user groups. View and manage the business Lj Add, manage and view supplier items @ Add, manage and view labels

Change access rights calendar, update the calendar o mark
2l dates that the business is closed

Click on the “User” and the line will highlight. Click on the “Edit” button.
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Password Information

& Quick Tip — The “Password” must be set up based on how your plant security for
passwords has been set up in Ultriva. (See below, inside the box),

Enter a new password in the “Password” field. Enter the new password again in the
“Confirm Password” field.

Select an option for: “User must change password at next log in” or “Password never
expires”. Click on the “Save” button. /¢ is recommended to select “User must change password
at next log in.
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Edit User ultrivauser1 Last modified on [09/24/2020] by [ultriva user] @ @
Password Information -

Password must be greater than 4 character(s).

Passwaord:

+ User must change password at next logon

[ Password never expires

Application Access Information

(O () -MNotSer @@ -SetAllow @ -SetDeny o -Allowed $§ -Denied

Application Name Current Access

Allow Deny
Plan: L ® o
Supplier & [ ] O
Customer 4 [ ] O
o1 's ® O
RFQ & [ ] O
QMs & ® @]

*Required field

Ultriva © Copyright 2018

User modified Successfully

Business Unit: | Plant One ~ | Application: | Application (Plant) -

User List for Plant One THlters ~ @ Views ~ & print D Export @)

o/ User ultrivauser! modified Successfully h 53]
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