


PASSWORD RESET TOOL

• In order to use the password reset tool to change a password or unlock a 

student or employee account, you MUST enroll first.  Please allow at least 

15 minutes for the system to update all servers once a password has been 

reset or changed.  

•These next slides will show you: 

• 1. How to enroll

• 2. How to change your password or unlock your account.



ENROLLMENT STEP 1: 
ENTER YOUR FCS EMAIL ADDRESS
• You only need to enroll once.



ENROLLMENT STEP 2: 
ENTER YOUR PASSWORD



ENROLLMENT STEP 3: 
CHOOSE AT LEAST ONE VERIFICATION OPTION



ENROLLMENT STEP 4:
SET VERIFICATION- PHONE



ENROLLMENT STEP 4:
SET VERIFICATION- EMAIL



ENROLLMENT STEP 4:
SET VERIFICATION- SECURITY QUESTIONS



ENROLLMENT STEP 5: CLICK FINISH



PASSWORD RESET STEP 1:
ENTER YOUR FCS EMAIL ADDRESS



PASSWORD RESET STEP 2:
CHOOSE “I FORGOT MY PASSWORD”



PASSWORD RESET STEP 3:
VERIFY YOUR ACCOUNT- PHONE



PASSWORD RESET STEP 3:
VERIFY YOUR ACCOUNT- EMAIL



PASSWORD RESET STEP 3:
VERIFY YOUR ACCOUNT- SECURITY QUESTIONS



PASSWORD RESET STEP 4:
ENTER A NEW PASSWORD & CLICK FINISH


