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ASAS Password Reset Self Service

Have you forgotten your ASAS password or do you want to change your password for security
reasons? The "Forgot Password" Functionality has been setup on ASAS to allow users to reset their
own passwords. The “Change My Password” functionality is also available, once logged in for you
to change your password if need arises.

Below is a short guide on how to activate and use your “Forgot Password” as well as how to
change your password through the “Password Change” function.

A. Steps for setting up “Forgotten Password” on ASAS
Before you can use the “Forgot Password” functionality on ASAS, you need to setup your password
hint questions by following the below steps.

First Login to ASAS
Then click on <My System Profile>

Menu =
Search:

I ©

[> Self Service

[> Curriculum Management
[ Set Up SACR

[> Reporting Tools

[> PeopleTools

— Change My Password

— My Personalization

_ My System Profile s4—— CLICK ON “My System Prdfile”

— My Dictionary
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3. A “General Profile Information: page will open. On this page, make sure the email address is
captured correctly.
4. If your email address 1s not captured correctly, then follow these steps to correct or change it.
a. Click on the checkbox under primary email (make sure there is a tick)
b. Choose an email type e.g. Work
c. Then capture your email address and save.
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5.  Then Click <Change or set up forgotten password help>.

IFavgrihes‘ MainvMenu > My System Profile

General Profile Information

Tshegofatso Tau

CLICK ON “Change or set up ...

Change password (
Qhange or set up forgotten password help
Personalizations

My preferred language for PIA web pages is: English
My preferred language for reports and email is
Currency Code [BWP |G
Default Mobile Page | [

6. Choose a question from the drop down list. Remember, this is the question the system will use to
validate you if you need to reset your password in the future.

Favg'ites i MainvMenu > My System Profile

IChange or set up forgotten password help

If you forge u.
Enteraqué  \yna: is your Favorite Colour? icate you.
v What s your Mothers Malden name?

Question:

Select from the list of questions.

Response: |

| ok || cancel | YOU MAY SELECT YOUR PREFERRED QUESTION

7. Type the response to your question then select <OK>. Your response should not be too complex to
remember.



Fevorites = Main Menu > My System Profile

IChange or set up forgotten password help

If you forget your password, you can have a hew password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: | Whatis your favorite colour ? v/

Select from the list of questions.

Response: |BLUE R
| w“"e' ENTER YOUR ANSWER HERE

THEN CLICK OK

8. Your “Password Reset Functionality” is now set and ready for use in case you want to reset/change
your password in the future.

B. How to use “Fogot Password” to reset your ASAS password
If you happen to forget your ASAS password, do not fret. ASAS has a sellf service functionality that

allows you to reset your password. However, you need to have first activated the “Forgot
Password” functionality on yvour profile, as shown in section A above.

Below are steps that you can follow to reset your password.
1. Click on <Forgot Your Password> link.
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2. Type your user ID (employee/ student number)

. Operator: 4AGOTPASSWORD, System: CS9TST
ORACLE P Y

Favorites = Main Menu
- -

New Window | Personalize Page | n@n

Forgot My Password

If you have forgotten your password, or your password has expired,
you can have a new password emailed to you.

Enter your User ID below. This will be used to find your profile, in order to authenticate you.

User ID: L J

':a Refresh

3. Then select continue

ORACLE’

Favorites ' Main Menu
- -

Operator: 4GOTPASSWORD, System: CS9TST
| |

Home Sign out

If you have forgotten your password, or your password has expired,
you can have a new password emailed to you.

Enter your User ID below. This will be used to find your profile, in order to authenticate you.

User ID: (1002535 )

l son!mue I

L Refresh

4. Type the response previously setup and then select <Email New Password>, and a password will
be sent to your email

. Operator: GOTPASSWORD, System: CSSPROD
ORACLE
| | Signout

Favorites | Main Menu
.4 v

New Window | Personalize Page | 1B
Forgot My Password

User ID: 1002535
Email ID:  motshubicm@ub.ac.bw

Please answer the following question below for user validation.

Question:  What is your Favorite Colour?

Ir ]l

Email New Password




5. An email will be sent to the account previously setup

Operator: 4GOTPASSWORD, System: CS9TST

ORACLE

Favorites ' Main Menu
- -

Home | | Signout

New Window | Personalize Page | &

Password Emailed

“ Your password has been emailed.

6. You will receive an email as indicated below with your new password and once you are logged
in you can proceed to changing your password. See steps n changing your password below.

Thu 2020/06/04 2:08 PM

studentsystem@mopipi.ub.bw

User ID Password

To

Your new Student Administration System (ASAS) Password 1s : HW4CEY 1L

Once vou logged in to ASAS, Click the “Change My Password™ link in the Main Menu

C. How to Change your password

It is usually good practice to change your system passowrds periodically. If you want to change your
ASAS password, for whatever reason, follow these steps:

1. Once you logged in to ASAS, Click the “Change My Passoword” link

Menu ~ WX
Search:

[ Self Service

> Campus Community

> Records and Enrollment
[> Curriculum Management
[ Contributor Relations

[ Set Up SACR

[> Tree Manager

[ Reporting Tools

Change My Password

iy rerounaneations

— My System Profile
— My Dictionary




2. Capture your current password in the indicated field. Then capture your new password, then
confirm it at the bottom and then click <change password>.

o T Ve gy, OP¢ 10" 1902535, System: CS3PROD_|

Favorites . Main Menu > Change My Password

Change Password

User ID: 1002535

Description: Maonyana

*Current Password: |

*New Password: |

*Confirm Password: |

| Change Password |




