
Staff

How can I reset my staff member's password? 

There are 2 opt ions when it  comes to reset t ing a user’s password to login to the QCS System; you can either manually 

reset  it  for them or, send them a link so they can reset  it  themselves. 

M anually change a password 

The system will allow a Power User to change a user’s password from within the system -

• Choose M y Staff on the left -hand side of your system

• Click Dashboard

• Locate the staff member in quest ion

• Click the 3 blue dots on the right -hand side of the informat ion and choose ‘Edit  Staff M ember’

• Choose the opt ion to ‘Change password’:

You w ill then see the following pop-up, asking you to either cont inue w ith this process, or cancel it :

 

Next , a pop-up will appear confirming the temporary password the system has randomly generated for the user, and will 

out line what  the next  steps are:

To copy this password, simply click the symbol on the right -hand side of the password f ield:

This can be pasted into an email, so the user can log back in to their QCS account . Once they have logged in w ith this 

password, the user w ill be asked to set  a permanent  password that  is memorable to them. 

If  you cannot  see the opt ion to ‘Change Password’ on this screen, you will need to act ivate this funct ion f irst . To do this, 

follow these steps:
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1. Click Set t ings in the top right -hand corner of the system

2. Choose M anage System Access

3. Hover over your name and you’ll see a M anage Access but ton appear on the right -hand side

4. Tick the box labelled ‘Change password on the system’:

This box should then turn green:

Send password reset email:

Follow the steps below to send a user a password reset  link, to their registered email address -

• Choose M y Staff on the left -hand side of your system

• Click Dashboard

• Locate the staff member in quest ion

• Click the 3 blue dots on the right -hand side of the informat ion and choose ‘Edit  Staff M ember’

• Choose the opt ion to ‘Send Password Reset  Email’:

You w ill receive the following pop-up, giving you the opt ion to cancel, or cont inue w ith this process:

By clicking ‘No’, the user w ill not  receive the password reset  email. If  you click ‘Yes’, you w ill be shown another pop-up 

that  w ill out line the email address the password reset  email has been sent  to. 
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