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Step 1 - Access the User Portal 
To use Access Manager enter the URL provided by your administrator into your web 
browser. 

Step 2 - Home Screen 
The Home Screen contains two options available to you, to begin you should 
configure your account, select the My Account option to do so.
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Step 3 - Account Login 
You must login to the Sandburg Password Reset tool with your current Sandburg 
username and password.
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Step 4 - Captcha 
You will then be presented with a security Captcha in which you must enter the 
text or numbers found in the graphic.



Step 5 - User Setup Wizard

The User Setup Wizard will now run, this will take you through the configuration of any 
details which are required for your account and have not been automatically detected. 
Using our default configuration this user needs to provide 2 details, PIN and Answers for 
Questions Authentication.
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Step 6 - Questions Authentication

The default authentication module used for Password Reset and Account Unlock actions is 
Questions Authentication. The user will now be prompted to set their answers to the default 
5 questions. Answers to the questions must be atl least 5 characters.
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Step 7 - Personal PIN
The user will now be prompted to enter a personal PIN. This can be auto generated by 
using the "Generate New PIN" link, or can be set by the user manually.



Step 8 - Wizard Completed
Once the details have been completed the Enrolment Wizard can finish and the user 
should be ready to use.
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Step 11 - User Dashboard
After Login completes you will be directed to the dashboard. The tasks list should state 
that all requirements are complete.

When you logout of My Account you will be returned to the Home Page. From here you'll 
now be able to reset your password or unlock your account via Access Manager.
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Step 10 - User Dashboard
Once the wizard has been completed, you should recieve an email informing you that 
your self-service account is now complete.
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