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Changing Your Password

To change your password, perform the following steps:

Click on the Change password link on the Nexsure Welcome screen. 
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The fields required to change the current password will be displayed.

Enter your current login name in the Login Name field.

Enter the new password in the New Password and 
Confirm New Password fields.

Enter the current password in the Old Password field.

Click on the Change Password button to successfully 
complete the process.

A Password Change Completed message displays. 
Click the click here link to proceed to Nexsure.

If there is an entry error, a message will be displayed to let you know. Make the necessary 
corrections and try again.
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Note: In Security Administration setup, a new password requirement may be 
added for all users for a defined number of days. This feature is activated by 
your System Administrator. When the required number of days have passed 
since the password was last changed on log-in, the user is prompted to enter 
a new password. Passwords must meet the criteria established by the System 
Administrator in Security Administration setup.

Forgotten Password

If you forget your password, a new one may be generated by performing the following 
steps:

Enter your Login ID in the Login Name field on the Nexsure Welcome screen.

Click on the Forgot your password? link. 

If the ID is not entered, you are reminded this field is required prior to generating a new 
password.
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Click the Reset Password button. A Password Reset Successfully 
message displays to confirm a system generated password has been 
sent to the email address on file for the Login Name.

Note: In order to receive the newly generated password, the employee must 
have an e-mail address on their detail screen. This is added in the Employee 
File accessed from the ORGANIZATION menu.

The employee will be required to change the system generated password upon login. To 
change the system generated login, do the following:

Open the System Notification email containing the system generated Nexsure 
password. Copy the password.

Log in to Nexsure with your Login Name and paste the system generated password 
in the Password box. Click the Login button.

The Change Password screen displays. Follow the steps for Changing Your 
Password on the previous two pages. Be sure to paste the system generated 
password in the Old Password box.
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