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Unlock Account/Password Reset Self Service

How to unlock your account and/or reset your password from your office desktop.

Note: This process is only available on desktops connected to the VPUL network, not remote computers

1. After too many failed login
attempts (5), your account may
become locked and you will see
this message (if your account is
not locked and you just want to
reset the password, skip to Page

4) Other user

The referenced account is currently locked out and may not be logged on to.

2. On the login screen click “Reset
Password\Unlock Account” at
the bottom of the screen

Other user
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3. On the next screen, click on U;",;%im“"“ o
“Unlock Account” —

[} ADSell Service Phus Client Software EIEES

4. On the “Account Locked Out?”
page, enter your username and
click “Continue”

Account locked out?

( *Enter Usename | your username (Example : Jsm [hJ)

Select Domain VUL ~

English v

page, confirm your email

- @ o04:16
address, enter the CAPCHA e
characters in the box, and select Geta verification code via email
“Continue” pormes—prr—
user@upenn.edu -
(olge
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On the next screen, enter the

code that was sent to your
email, enter the CAPTCHA

characters in the box, and select
“Continue” (you can use the
“Resend Code” option to get a

new code, if necessary)

] ADSeli Service Phus Client Software

Verification code has been sentto username@upenn.edu

Once you have

06081348

received the code, Please enter it in the textbox below

esend Code

anogfe

gmBgfc

o

@ 04:26

X

On the “Unlock
Account” page, you will
see a message that
“Your identity has been
verified successfully...”.
Enter the CAPTCHA
characters in the box
and select “Unlock
Account” to proceed
with the self service
action

[Z] ADSeli Service Plus Client Software

[

Unlock Account

Your identity has been verified successfully. Please proceed with the self service action,

Scaneq

5(}3}qu

@ 04:44
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You will receive a e e ]

confirmation that the

account was s

successfully unlocked

(lf you W0u|d I|ke tO a|SO Unlock account successful for the following account(s)

reset your password, e

move on to Page 4)
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Steps for Password Reset Only
1. Onthelogin screen click “Reset
Password\Unlock Account” at the
bottom of the screen

Other user

Sign in to: VPUL
How do | sign in to another domain?

Reset password/unlock account

51 ADSat Service Plus Gierd Seftwars

2. On the next screen, select “Reset VPEL

Password”
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) ADSell Service Plus Clieni Software 0 x

3. Onthe “Forgot your Password?”

page, enter your password and click
“Continue”
Forgot your password?
[Erlerhu'ramz ‘yourusername| (Example : Jsmith) ]
ccccc N )
Code” page, confirm your =
. P 04:23
email address, enter the
CAPCHA Cha racters in the box’ Get a verification code via email
and Select ”Continue” Select your email address
emame@upennedu v
jCth ai
e (D)
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On the next screen, enter the
code that was sent to your
email, enter the CAPTCHA
characters in the box, and
select “Continue” (you can use
the “Resend Code” option to
get a new code, if necessary)

’;'-_‘ Altsell Service Phs Ciend Soltwars o %

On the “Reset Password”
page, take note of the
password requirements and
enter your new password
Complexity requirements —
must contain characters from
3 of the following categories:

e Upper case letters
e Lower case letters
e Base 10 Digits (0-9)
¢ Non-alphanumeric

(special) characters
(1@#5%"&*()_?, etc.)

Click “Reset Password”

-
Verification code has been sentto  username@upenn.edu
Once you have recerved the code, Pleasse enter & in the texthox below
D6081348 Fesend Code
RAWETSAL
=)
amigic
7] ADSellService Plus Ulient Soltware: (S
& @ o4:10
Reset Password
“New Password | ssssssssssesssssssrssss
“Confirm New Password | sessssesesessssesssseee
+ The minimum password age is 1
* The maximum password age is 45
* The minimum password length is 14
* No. of Passwords Remembered is 24
« The password complexity property is Enabled
365
‘ ec365h| /
Cancel _mm
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7. You will receive a
confirmation that your
password was reset

{] ADSelf Service Plus Client Software

-
-

Passwiord reset successful for the following account(s)

suser - vpul.upenn.edu
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