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Change a User’s Password

You will first have to verify that you have accessto change a user's password. To do so,
navigate using the drop-down menu inthe left-hand corner of American Data. Follow the
path American Data- ECS > Setup > Security > User. Ifyou do not have accessto this
location, then you are unable to change user's passwords.

Once in here, find the username who isrequiring a password reset. Either double click onto
theirname orright click and select Properties. Once in the User Properties, navigate to the
Passwordtab. Ifyou notice that Password and Confirm Password are grayed out, then your
facility has HIPPA User Security enabled, which requires you to know the user’s previous
password before being allowed to change their currentone.

If you see asterisks in Password and Confirm Password, you will simply swipe over these
locations and type in a new temporary password. Ifthe useriswith you, you may have them
type in their newly desired password. Ifthe userisnot withyou, create atemporary password
for them (ex: abc123),and place a checkmarkin User must change password at next login.
This will require the userto change the password from the temporary one you just created.
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The Change Password buttonis only used if your facility has HIPPA Security enabled. This
screen will require you to know the old password. If your facility does not have this feature
enabled, you are able to simply type into the Password and Confirm Password fields.

Click OK to save the changes.
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