User Guide

How to Reset Password
Admin to reset password for the employee(s)

empl )
empl ZQ



HOW TO RESET PASSWORD

1. Accessto “User Profile”, click on “User Login Management”.
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2. Select the Login Profile for the employee
3. Click “Edit”
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Employee Name: List All Search

Employee No.:* Emp01

Name:* TEST NEW

Login ID:* support@mywave.biz

Country:" Malaysia v
Phone:

Email:* support@mywave.biz

Group Access: Normal User M
Effective Date:* 2020-01-01

Disable Date:




4. You may choose 2 options for the reset password:
e Allow user to set-up their password through email -> Will send an email to get

the employee to setup their password.
e Custom Password -> The Admin/HR may set the custom password for the
employee and need to inform the employee on the custom password.
5. After select one of the options, click on the “Reset Password”
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6. Password successfully reset
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7. If you select the 1% option, the employee will received an email as sample screenshot
below and the employee may check further from his/her mail box.

H MYwave Admin <donotreply@mywave.biz>

Emplx : Forget Password

To support@mywave.biz

We received a request to reset your password for your Emplx account.
We are here to assist you.

support@mywave.biz

Click on the button to set a new password.

Create New Password

If you did not request for this, please ignore this email and/or contact HR

This is system generated email, please do not reply.
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