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1. Go to Employee Information.

2. Type in employee First or Last
Name or Both. Hit Enter.
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their account.
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unlock and give
employee access.

5. NOTE: When an account has been locked, the original

temp password (last 4 of SSN) is invalidated. A new temp
password can be reset by manager. An example of a new
temp password is Welcome@1

Please take note of Employee’s username. You will need it
for the email message.

6. Click Save.
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7. Click on box to select employee.
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8. For newly hired employees, click “More Actions” and

choose “Send Account Created default email. Choose this
one for newly hired employees only.

For current employees whose account has locked or has
not created an account login since July, you can modify
the template below.
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Hello [Employee Name],

An account has been created for you in the Centrally HR (CHR) program. To login, click
the CHR Login link.

Your username is FLASTNAME##, and temporary password is Welcome@1
Once you login, please do the following:
e reset your password
e review your employee profile, benefits information and make sure all information is current and
accurate
e access your current paystub
If you have any questions, please contact your HR/Finance contact person.

Thank you!

HR / Finance Manager Name
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