VL
L

1l

<

Recruitment Management System

How to Reset Your Applicant Username/Password

Step 1: Click on the “I Forgot My Username/Password link.

Login

Returning User

If you forget your username and/or
password, click on the | Forgot My
Username/Password link.

ne, ete.)

an electronic application on file with the Commonwealth, please login to the site with your User

Password are case sensitive. If you have forgotten your password, please clic

in the login box below. 1f you need to contact HR, please provide y

ontact information

User NHame:
Password:

E=

ou are about tolog in to a secure system.
When you are finished, please click Logout

to ensure that others with access to your
uter cannot wisw your information.

' 1 Forgat My Username/Password

Step 2: Select from “Forgot your username?” or “Forgot your password?

If you have
forgotten your
password, enter
your username
and click on the
“Retrieve Secret
Question button”

Forgotten Username/Password

Refurn to Previous

Forgot your username?

If you've forgotten your username, enter vour email address

Forgot your password?
> I

If you need amy assistance, please contact us:

Please contact Human Resources at:

« applicantinguiry@dhir m.virginia.qov

If you have forgotten your
username, enter your
email address, click on
the “Retrieve Username”
button and it will be sent
to you.

If you've forgotten your password, enter your usernarme below.

Note: For username the email
address must match the one
on your application.

For password you must know
the answer to your secret

question.
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Step 3: If you select “Forgotten Username,” you will receive a username(s) that matches the email
address on file. If you receive multiple usernames, reset only the password for the first
username.

Forgotten Username

You will receive an email
similar to this. If there

Sample Username Email are multiple
_ usernames associated
Dear Sir/Madam, with the email address,
reset only the
This email has been sent in response to password for the first
your request for your username. username

We have found the following username(s)
associated with this email address:

jdoe1234, jadoed56

Regards,
applicantinquiry@dhrm.virginia.gov

Step 4: If you select “Forgotten Password,” you will be asked to provide the answer to the secret
question (case sensitive) you chose when you created your application online for the first time.

S s SR

Forgotten Password
Secret Question and Answer

Please enter the secret answer to your question. Your answer is case sensitive,

Below is the secret question that you identified at the time you established your account. Please enter the answer to

your question in the text box below.
After clicking on the
Who was your childhood hero? “Retrieve Secret Question”
button from the previous
age, you will be asked to
ick on the ' page, you will be asked t
“Submit” button answer the secret question
once you have I§40u ngsd-3ny assistance, please contact us: you chose when Creating
afewaradihe ge contact Human Resources at: your online application for
; the first time
vt i
questlon, oryou applicantinguiry@dhrm, virginia.qov
can click
“Cancel”

DHRM-AHRS
April 14, 2010
Page 2 of 4



Step S: The correct response to your secret question will reset your password to your username and return
you to the Login page. Enter your username and your password. For example, if your username is
“jdoe1234” your password for the initial login after you reset the password is “jdoe1234.”

Login

¥ Your password has been reset to be the same as your username. Please login now using your username and
your new password. It is recommended that you change your password immediately upon logging in. =

Returning User
Ifyou already have an electronic application on file with the Commonwealth, please login to the site with your User =
Narme and Password,

You will return to the Login F_‘age Password are case sensitive. |f you have forgotten your password, please click the
once you answer the question 1d link in the login box below. If you need to contact HR, please pravide your contact information
correctly. nd last name, etc.) -

Your password has been reset to N
be the same as your username.
Please login now using your . =]
username and your reset tser Hame: —
password (which is the same as Password: | -
your username). Once you have |:|
logged in, you will be prompted
to change your password.

“You are about to log in to a secure system,
When you are finished, please click Logout —
o ensure that others with access to your
computer cannot view your information.

T 1 Forgot My UsernamePassword

Step 6: You must create a new password. Your “Current Password” is the same as your username. In the
example above, “jdoe1234” is the current password. Create a “New Password” and “Confirm
Password by retyping the new password. Click the “Submit Password Change” button.

You must create a new password.

Important!

Your Current Password has been reset to
be the same as your Username.

You must enter and confirm a new
password to complete the change.

Change Password

! You must create a new password, and your password must be changed to be different
= wnennmanns e R AR from your username.

|- CREATE APPLICATION

i

To change your password, please enter your current password followed by a new one.

A

Password Information —
* Current Password: ]— i
* New Password: ] =
* Confirm Password: |

DHRM-AHRS
April 14, 2010
Page 3 of 4



Step 7: Complete the final step below by clicking the “Submit Password Change” button.

HOME
SEARCH POSTINGS

= CREATE APPLICATION

= LoGIN

DEPARTMENT OF HUMAN RESOURCE
= MANAGEMENT

Confirm Change Password

You are about to change your password. Click "Submit Password Change" to confirm,

suBHT PasswoRD cuaNGe Jl ot

Click the “Submit
Password Change”
button to confirm
the change

m

Il

Step 8: Your Login is complete! You are now on the Application Status page.

SEARCH POSTINGS

PREVIEW APPLICATION

Login Successful!

You will automatically be
taken to your Application
Status page.

« Welcome Doe, Jane. ou are logged in, , 2010
Application Status
Login Successfull
The table below lists the positions you have applied to.
o Toremove your application from consideration for a position, click on the Withdraw Application link for
that position.
(Mote: If you withdraw your application. you will HOT be able to apply for the same position again).
Application Status
1 Record
V] u V| u 4| u v
Administrative 1575643 Dept of Human  View Application  03-15-2010 InProgress Resume
Assistant Rmﬁg;} Mgk ‘withdraw Application
View

HOTE. To protect the security of your application information, please logout of the site and close your brovaer windmarwhen you are finithed.

dhrm
\Q/

Virginia Department of
HUMAN RESOURCE
MANAGEMENT
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