“SET PASSWORD” REQUESTS

When you first add members to your website or they register to join, some may not set up a password
and actually log in. Password reset links remain viable for 7 days, but by the time some residents get
around to using the link you sent them, it already has expired. The viability of your online community
grows as the number of connected individuals rises. It's vital to help your remaining residents get
logged in so they can take advantage of all the benefits you offer them online, including through the
mobile app that provides an on-the-go Member experience.

To bring these members on board, send them a system message that provides a new first log-in link.
You can send these links to individual residents—and we’ll cover that procedure later in this guide—but
unless you only need to send out a handful of reset messages, the “one-resident-at-a-time” method
isn't very efficient.

Fortunately, you can message everyone in your community—and limit the password reset message to
people who never have logged in.
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Click on the Q “‘Membership” tab in the vertical From the e “Members Actions” dropdown
Admin Dashboard menu, and click on the menu, select G “Message Filtered Members” to
“Members” tab to open the “MEMBERS” window. open the “MESSAGE MEMBERS” window.
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QUICK REFERENCE GUIDE

“SET PASSWORD” REQUESTS—CONTINUED

In the “MESSAGE MEMBERS” window,
activate the toggle switch for Q “‘Send a
System Email To [XX] Members.”

Next, activate the “Reset Password” checkbox.
This selects the password reset as the type of
message sent.

Now you'll see the “Only Members Who
Haven’t Logged In” checkbox. Activate it as
well to send the password reset message
only to Members who never have logged in.

Finally, click on the “Send” button to send
the password reset message.
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QUICK REFERENCE GUIDE

“SET PASSWORD” REQUESTS—CONTINUED

To send a password reset message to a single Member, click on the m “Membership” tab in the vertical
Admin Dashboard menu, and click on the “Members” tab to open the “MEMBERS” window. From

the “ACTIONS” column’s three-dots menu, select o “View Member” to load the individual Member's
profile. (You also can click directly on the name of the Member in the list.)

Now, click on the 0 “Set Password

Request” link. In the “SEND A SET

PASSWORD REQUEST?" window

that opens, click on the G “‘Send” O
button to send the message.

Q v If you have additional questions about sending password

resets, please visit the Support Desk through your Admin 0 hoaStart

Dashboard and open a support ticket. by Membershine
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