RESETTING YOUR
PASSWORD IN CHIMS

1. If you have forgotten your password or have been locked out of your account, click RESET
PASSWORD on the CHIMS Login page.
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2. Enter your USERNAME and EMAIL.
3. Click SUBMIT.
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4. The system will indicate that YOUR REQUEST HAS BEEN FULFILLED.
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5. You will receive an email requesting you to PLEASE CONFIRM PASSWORD RESET.

6. Click the HYPERLINK.
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7. Populate the SECURITY ANSWER, NEW PASSWORD, and CONFIRM PASSWORD fields.

8. Click SUBMIT.
NOTE | Password Criteria:
X At least eight (8) characters
X Combination of letters and numbers
X Case-sensitive
% Expires every 90 days
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9. The system will indicate that your PASSWORD HAS BEEN CHANGED.
10. Click BACK to return to the CHIMS Login page.
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11. You will receive an email indicating that your PASSWORD HAS BEEN RESET.
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