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Unlock an Employee Password
To unlock an employee’s account, follow the steps below.

Navigate to My Team > HR > Employee Maintenance > Password Unlock
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Begin typing the employee’s name or select the search icon to find the employee you would like to Unlock.

HR = Employee Maintenance = Password Unlock
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To choose an employee from the list, fill in the check box and then select Apply

Browse and Select Employees
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A success message will be displayed at the top of your screen.
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