How to Reset Your Password on hivtrainingny.org

1. Click on the Reset Password button towards the top of the error page that displays.

COURSE LIST NEWS BULLETIN

= The password provided is incorrect.
= This is 1 of 3 possible attempts before your account is locked out

Reset Password

—Log On

Email Address&
jim14@health.ny.gov

Password
(11T X 111 %]

Remember mea?

tog on

Register if you don't have an account.
Forgot your Password? Click here to reset your password.

2. The screen should read “Temporary password has been sent to your email account”.

3. Navigate to your email inbox.

4. You should receive an email from anonymous@tspark.com under the name “HIV Training”, subject
line “Password Reset for NYS Al Online Registration System”. This email contains a temporary
password, which is a series of random characters.

Ta: Julie L Schenkman

o

Subject: Password Reset for NYS AI Online Registration System
Julie Schenloman,
The NYS AIDS Instj egistration System has reset vour password, the temporary password is:
'FRx:CdhuDSw-?
Copy and paste your temporary password inte the login field to help prevent mistyping.

Don’t see the email? Check your Spam/Junk folder.
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Next, you will need to copy and paste the temporary password into the password box.

5. In the email message, highlight the temporary password by left clicking on the mouse and holding down
until the entire password is highlighted (with no blank spaces after it).

From: "HIV Training" <anonvmous @tspark com>

Date: Mar 28, 2014 2:39 PM

Subject: Password Reset for NYS Al Online Registration System
To: <julie.schenkman(@gmail. com>

Julie Schenkman,

The NYS AIDS Insti istration Svstem has reset vour password, the temporary password is:

ibz.tF};(z#LIN

Copy and paste your temporary password into the login field to help prevent mistyping.

Please login with the temporary password. Once logged in please change vour password and create a new Questic
right of the screen 'Change Password'

Thank vou.

6. To copy the password, either:
i. Right-click and select “Copy” or
ii. Hold CTRL + C down simultaneously on the keyboard

From: HIV Training <anonymaous@tspark, com =

To: Julie L Schenkman

Cc

Subject Password Reset for NYS Al Online Registration System
Julie Schenloman,

The NYS AIDS Institute Online Registration Svstem has reset vour passv

'FRx:CdhuDSw-2

=3 Copy
Copy and paste Who I rd into the login field to help prev
Please login wit] Look Up " 'd. Once logged in please change -
SR, PR Ll I y— CwRnnwme »
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7. To paste, either:

iii. Right click in the Password text box and select “Paste” or

iv. Place the cursor in the password text box and hold CTRL + V down simultaneously on
the keyboard.

ABOUT TRAINING CENTERS

ing Centers

Register for Course

Email Address
jim14@health.ny.gov

Password

Select All

Inspect Elernent (Q)

7. Click on Log On.

8. Once successfully logged in, change your password immediately.
a. Atthe top of the screen next to Profile click on “Change Password”.

S —
Welcome Julie Schenkman! [ Profile | Change Password | Log Off | FAQs ]

COURSE LIST NEWS BULLETIN ABOUT TRAINING CENTERS

Course Management

9. You will need paste the temporary password into the Current Password text box then enter a New
Password and confirm it. Be sure to select a password you will remember.
10. Click on “Change Password”.

11. The screen will read “Successfully updated password” in blue text.

Change Password

Successfully updated Password

Use the form below to change your password, new passwords are required to be a minimum
of 6 characters in length.

Current password
*eeRRRRR

New password
*eeRRRRR

Confirm new pas — |
O 5’| Change Pgssword

‘ Change Password
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12. You may also consider changing the Challenge Question and Answer at this time which is located
directly beneath the Change Password section.

Change Password Question and Answer

Use the form below to change yjur password question and answer in the even| you forget
your password, your current pasqword is required to complete the update.

Current password

(1111117 ]

PasswordQuestion

{First Pet's Name =

High School Mascot
In what city or town was your first job?

Join Our Mailing

Change Question and Answer

Common Problems
Q: My temporary password is not working.

A: Did you reset the password more than once? Be sure to use the password from the last email you received
from HIV Training as the temporary password changes each time it is reset.

Q: 1 did not receive a temporary password.
A: Check your Spam/Junk Folder.

Q: I have checked my spam/junk folder and | did not receive a temporary password or | am still having
trouble.

A: Call the NYSDOH AIDS Institute for assistance (518) 474-3045.
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