How to Reactivate a “Locked Out” User on WebEHRS
If a WebEHRS user is locked out of their account, they should contact their Area DEHS Director and let them know. The Area Director can then log into WebEHRS and click on the “My Account” link:
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Once on the “My Account” page, the user must click on the “Edit User Account” link:
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Once on the “Edit User Accounts” page search for the locked out user (first name, last name, or Username). Once the user has been located, click on the edit record icon (pencil and paper):
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On the “Edit System User” page, set the “Prevent Login?” field to “No” and click the “Save and Return” button (Note all required fields marked with a red asterisk * must be filled in to continue).
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Once this step has been completed and saved, the Area Director may let the locked out user know that they should log in (the “Login Prevented” field will reset itself back to YES overnight). If the user remembers their old password, they can attempt to login, but they will be prompted to change their password. If the user cannot remember their password, they should click on the “Forgot Password” link located on the “Sign On” screen. The username and email address associated with the account are required. A new, temporary password will be sent to the user via email.
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Once the email has been received by the user they may log on with new, temporary password. Once the username and password have been entered the user will automatically be directed to a password change page. From there the user can set up a new, unique password by following the requirements listed on the page.

If there are any questions or concerns with this process, please contact CDP Customer Support at customersupport@cdpehs.com or (886)-237-4814.
