
Resetting a User’s Password in AssetWorks

Steps are listed below … see following pages for screen shots walking through these steps:

1. Click [Screens] at top left of AssetWorks window
2. Search for the Users Screen
3. Open the Setup>System Mgmt>Access Rights> Users Screen
4. Search/Filter the User you wish to reset –

Options for Current filter choices when finding users:
a) Search for the user’s User ID, or
b) Search User Name using %<part-of-name>%, substituting <part-of-name> with the last name or other 

letters from user’s name
(a) or (b) will usually be effective enough, but you can also

c) narrow the search to just your shop by including the shop 3-letter abbreviation as the Session location 
ID, and also set Login is disabled to N to only include current users.

5. Select the User to reset
6. Edit the User’s record
7. In the New Password field, type the new password

Note that only dots will appear as you type.
The password is case sensitive, so something like user12 is not the same as USER12 when 
the user goes to log in, so recognize if you have the CAPS lock on or not.

8. Click the Save button.
9. Close the User’s window or Search for additional users to reset, as needed.

If a user attempts to login with the new password and cannot, you can re-reset the password as 
many times as needed.
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4. Search/Filter the User you wish to reset –
Options for Current filter choices when finding users:

a) Search for the user’s User ID, or
b) Search User Name using %<part-of-name>%, substituting <part-of-name> with the last name or other 

letters from user’s name
(a) or (b) will usually be effective enough, but you can also

c) narrow the search to just your shop by including the shop 3-letter abbreviation as the Session location 
ID, and also set Login is disabled to N to only include current users.
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5. Select the User to reset
6. Edit the User’s record
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7. In the New Password field, type the new password
Note that only dots will appear as you type.
The password is case sensitive, so something like user12 is not the same as USER12 when 
the user goes to log in, so recognize if you have the CAPS lock on or not.

8. Click the Save button.
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9. Close the User’s window or Search for additional users to reset, as needed.
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