
Step 1:  You will receive an email that will look like below

Step 2:  Please click on the link I have highlighted in red

Step 3:  enter your username and click submit. 
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Step 4: As the message say. You will receive an email with instructions on how to reset your 
password for the first time.

Step 5:  Click the "set password link"
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Step 6:  Set a new password. Please make sure this is secure. It must be no less than 8 characters  
with numbers, Uppercase letters and 1 symbol minimum. 

Step 7

Click the link in the email above and sign in. 
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