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Initial CarelLogic User Login

Setting a New Password

Users will need to enter their Username, which is their CAU email address, and click submit.
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Username
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Users will be directed to the Password screen. Select Forgot Password, which is located under the Sign On
button.
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Hello Test@caunj.org

Flease enter your password below:

Password o

* Forgot Password «

Mot you? Switch Accounts
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A verification code will be sent via email from PingOne to your CAU email address in Outlook.
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The users must enter the Carelogic Recovery Code in the Recovery Code box. The code expires after five minutes
and must be resent if not entered within that time. Also, set up a New Password and verify it, then click Save.
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Enter Mew Password

Count or email,

or t0 recover your

Recovery Code * o

Enter New Password

<
erify Mew Password ‘ o
-<gimm

The Password rules will be displayed when the users click on the Enter New Password box.
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rinimum Hassword Heguirements:

Enter New Password

Minimum Password Reguirements:

[ . y

Recovery Code e

Fnter Mew Password * 7

Verify Mew Password .
g
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If the New Password meets the rules criteria, and the information is saved, the Create Signature screen will
display. Users need to set their electronic signature, confirm it, and click on Create Signature. Rules will be
displayed by clicking on the question mark next to View Signature requirements.
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Create Signature

Enter a signature password to use when signing a service
document or other actions where verification is needed.

View signature requirements @

New Signature *

Enter Signature ‘ ©

Confirm Signature *

Re-enter Signature « ©

Create Signature -i::l

View signature requirements @

Signature Requirements

1. Signature must have a minimum length of 2 characters
2. Signature cannot match your username.
J. Signature Is case sensitive.

If the signature meets the rules criteria, the users will automatically be logged into Carelogic.
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Lock Button

When a user selects the lock icon, they will be able to:
e Reset only the e-signature
¢ Reset only the password

¢ Reset both e-signature and password

- Ospina, Carolina (il ~ -
00 My Alerts
{ar Dashboard

(&) User Preferences
& |Change Password/E-Sign -

& CAU Portal

£ Message Center
& Print
(= Log Out

Reset Password / Signature

a

®Reset Password Only O Reset Signature Only O Reset Password and Signature

Mew Password *

Confirm New Password ™

© Rules
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When resetting the password, a list of rules maintained by PingOne can be viewed by hovering over the

Rules info icon.

Reset Password / Signature

(O Reset Signature Onl

) (O Rulcs

RULES

1. Must have at least 1 number.

2. Must have at least 1 uppercase letter.

3. Must have at least 1 lowercase letter.

4. Must have at least 1 special character.

5. Must be between 8 and 25335 characters.
&. Cannot have more than 2 repeated
characters in a row.

7. Cannot be too similar to the user’s current
password.

8. Cannot be your username.

Password and Electronic Signature are case
sensitive.

Password and Electronic Signature cannot
match.

When resetting the e-signature, enter your current password to confirm authenticity and click submit.

Reset Password / Signature

CReset Password Only

® Reset Signature Only

O Reset Password and Signature

New Signature

Confirm New Signature *

ITo confirm your change, please
enter your current password
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A list of rules to reset the e-signature, maintained by PingOne, can be viewed by hovering over the

Rules info icon.

RULES

1. Must be 2 characters minimum.

- m 2. Electronic Signature is case sensitive.

3. Electronic Signature and Password cannot
match.
4. You cannot use your login name.
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