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Quick Guide to Request Your Forgotten Username or Resetting Your Password

At the main Oracle self service login page, click on the 'Forgot Username/Password. Click here' button.  
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You will see the following screen:
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Click on either 'Employee' or 'Supplier' – whichever is applicable and you will see the following screen:
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Whether you have forgotten your username or password or both, enter your surname and national insurance number as requested then click on 'Next'.  You will see the following screen (a).  
If you have not got an email address in the Personal Information field in Oracle self service, you will also be asked to enter your date of birth.  See following screen (b).
(a)
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Respond Adtions JunkEmail Options. 5 Fing
You replied on 27/05/2011 10:51.
From: Spencer, Mike Sent. Fri27/05/2011 10:13
Tor Rechead, Pauine
e Wiikinson, Tony (HR); Meling, John; Beardsley, Sandra; Christe, Mari; Almond, Sue:
Subject: _RE: Use of spreadsheet with security details for password resets - URGENT
Hi Pauline,

Here's the link to Password reset facility, please can you test and let me know what changes are required to the boilerplate text.

http://betaintra/oracleselfservice/assist

David (the developer) is not around at the moment so | haven't had a chance to get him to swap the order of the "Forgot Password" and "Forgot
Username" buttons, but this will be a simple change so assume it wil be done.

The password reset i
reset has worked.

inked to the UAT Oracle system (not Live) so if you will need to log into http://hrtechapp01:8015 to test whether or not the

If you want to test how it works when the user does not have an email address then if you supply me with a username | can remove the email address
from oracle so that you can test

In terms of going live | just need to check with Audit but

should be a matter of days rather than weeks.
Cheers

Mike

Mike Spencer
ICT Production Manager (Svstems Suoport) &

e o Aom , Pauine
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Enter the details as requested.  Your primary account is the main account that your salary is paid into.  Select either 'Forgot User Name' or 'Forgot Password'.  If you have forgotten both, select 'Forgot User Name' first.  Note: If your main account is a building society account, you will be asked for random digits from the roll number and you need to count the '/' and the' –' as digits. For example, in the illustration below, it is asking for the THIRD digit including the '/'.
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If you have got more than one pay reference number and therefore more than one Oracle Username, you will also be asked to decide from a drop down list, which post you want to reset.  See below:
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From: Shelstone, Davd Sent: Fri07/10/2011 0955
To: Redhead, Paine
@
Subject P Username reminder/ psssvord reset faclty
Hi Pauline,

The audit now includes the contract number

Kind Regards

David Shelstone
Senior Systems / Software Engineer
One Connect Limited

Tel: +44(0)1772 532852
www.oneconnectiimited.co.uk

From: Shelstone, David
Sent: 05 October 2011 15:49

To: Redhead, Pauline

Cc: Spencer, Mike

‘Subject: FW: Username reminder / password reset facilty

Hi Pauline,

handover to your team for testing

We've resolved the issues regarding the email messages being sent from hwfmailerprod@lancashire.gov.uk and we're ready to

Home.

You have more than one pay reference number - please select which post you would like to either be reminded about (usemame) or would like to reset (password).

ContractNo

01116000003 ¥/

Ifyou have forgotten both your username and password, select Forgot User Name' option first
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Forgot User Name

If you have got an email address in the Personal Information within Oracle self service, your username will be sent to your registered email address.  You can now use this to log into Oracle self service (see below).
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If you have NOT got an email address in the Personal Information within Oracle Self Service, your User Name will appear on screen.  You can now use this to log into Oracle self service.  Please take the time to enter your email address (preferably your work's email address) in Oracle self service the next time you log in.
Forgot Password

If you have got an email address in the Personal Information within Oracle Self Service, a temporary password will be sent to your registered email address containing a random set of numbers and letters.  You will then need to log into Oracle self service using this temporary password.  Please note that this random sequence of numbers and letters is case sensitive and should contain no spaces.  Once you enter this temporary password, you will be prompted to re-enter it then create (and confirm) a new password.  Your new password cannot be any that you have used previously and again, is case sensitive.  You cannot use repeating characters and, for improved security, should have a mix of numbers and letters.
If you have NOT got an email address in the Personal Information within Oracle Self Service, a random sequence of numbers and letters will appear on screen.  You will then need to log into Oracle self service using this temporary password.  Please note that this random sequence of numbers and letters is case sensitive and should contain no spaces.  Once you enter this temporary password, you will be prompted to re-enter it then create (and confirm) a new password.  Your new password cannot be any that you have used previously and again, is case sensitive. You cannot use repeating characters and, for improved security, should have a mix of numbers and letters.
Important Information 
· Please remember that the generic Oracle e_Learning username and password is different from that for Oracle Self Service

· Oracle Self Service login details are sent to all employees by letter.
· The very first time you log into Oracle Self Service, you will need to click on 'forgot username or password' to be issued with a temporary password which you can use to log in for the first time.  You will then be prompted to create a new password for yourself.
· Leave the "Accessibility" field on the Oracle login page as "None"

· Passwords should be a minimum of 6 characters, contain at least one letter and at least one number, should not contain the username, should not contain repeating characters and will be case sensitive

· You will only get 3 attempts to enter your password correctly to avoid being locked out of the system (contact AskHR if this happens)

· The password will expire after 60 days and you will be prompted to create a new one

· A password cannot be re-used until 365 days has passed

· When you know your password but want to change it manually, log into Oracle Self Service then click on 'Preferences' at the top right hand side of the Oracle homepage and scroll down to the 'Change Password' section. You will be prompted for your current password together with the option of creating a new one

· If you have access to the LCC intranet, you will find guidance from ICT on setting passwords:

             http://lccintranet2/corporate/web/?siteid=4305&pageid=19031&e=e
