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Changing Settings and Forgotten Password 

 

Changing Settings 

 

You can at any time change settings on your profile, this includes passwords and Security Questions 

as well as set up Google Authenticator. 

 

 

 To access the settings window, when you log in, click on the cog in the far-right top corner: 

 

 

 

 Choose the My Account option from the drop-down menu that appears: 

 

 

 

 

 

 You will be taken to the window where you can access all the contact and log in details: 

 

 



 

 

 

 

 

1. In this window you can change or add any of your Public Details: 

• Forename 

• Surname 

• Job Title 

• Employer 

 

2. You can change your Private Details: 

• Email  

• Mobile number 

 

Here you can also verify your email or phone number by clicking ‘here’ 

 

 

You will receive a pop up with the below, enter the code and click Verify: 

 

 

Ensure that your phone number or email are correctly input. 

 

3. You can change your current password by clicking on Change Password. A pop up will appear 

where you will be prompted to add your current password and then enter the new one. Once you 

are done select Change Password: 

 



 

 

 

 

4. You can change your Security Questions. You will first be prompted to insert your current 

password in order to change the questions, insert the password and select verify: 

 

 

 

You will then be able to change your questions by selecting questions from the dropdown arrows 

and inputting answers and then selecting save: 

 

 

 

 

 

 

5. You can Set up Google Authenticator. Open Google Authenticator and add IDR by scanning the 

QR Code. To verify that the ID Register has been added correctly to Google Authenticator, enter 

the code generated by the app and click Verify. 

 



 

 

 

 

 Once you have made all your changes, select Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Forgotten Password 

 

 If you have forgotten your password, you need to click on the Forgot Password option on the 

Login page: 

 

 

 

 

 Ensure that you have added the email associated with your account click on Reset Password: 

 

 

 

 A pop up will appear with the following: check the email address provided for details on how 

to reset your password.  

 

 



 

 

 In the email you receive click on the link that says ‘here’ 

 

 

 

 You will be taken to the reset password screen. 

 

 



 

 

 Fill in your new password, answer your security question and click Reset Password: 

 

 

 

 Your password has been reset and you can log in as usual using your new password. 

 

 


