
 
Cancellation and No-Show Policy Setup and 
Queue 
QuickTopic 

This QuickTopic describes how to set up cancellation policies for your clinic and individual 
practices. You can also set up a queue to apply charges for cancelled or missed appointments, 
and then approve the charges or simply have them be automatically applied to the patient’s 
account. 

Set Up Cancellation and No-Show Policies 
1. From the Admin menu, choose Schedule 

Mgmt and then Cancellation Policy. 

2. Click Edit at the bottom of the page that 
displays. 

Note: The steps for the No-show policy 
are the same as for the Cancellation 
Policy; just select No Show policy instead 
of Cancellation Policy. 
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3. On the Cancel Policy page, enter the following information: 

MaxOccurrence—How many times a patient can cancel or “no show” before they receive a 
penalty. 

Penalty?—Check this box if a penalty is charged. Otherwise leave it unchecked. 

Penalty Cost—The amount to be charged for canceled or no-show appointments. 

Penalty Action—Select the action to occur after the maximum number of occurrences: 

Blindly: Apply the charge without 
notification. 

Notify: A pop-up notice is provided to apply 
a charge. 

Notify Queued: A pop-up notice is provided 
and placed in the cancellation policy queue, 
which can be accessed and approved or 
denied at a later time. 

Validation: A charge goes directly to the 
cancellation policy queue to be approved or 
denied at a later time.  
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4. Next you select the reasons that apply to the policy. In the Available Reasons box, select a 
reason and then click Add to move it to the Selected Reasons box. For example, if you 
only want Conflict and Transportation to be penalized for cancelling, select those two and 
add them to the Selected Reasons box. 

 

5. If your clinic has multiple locations or practices, no-show and cancellation policies can be 
applied for each location.  In other words, they can have different policies apply to each 
practice or location. Scroll down the Cancel Policy page and set each practice as desired. 

6. Click Save at the bottom of the page. 
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Policy Charge Queue 
Based on how your cancellation and no-show 
policies are set up, charges will go into a 
queue to for the charge to be either approved 
or denied. 

1. From the Admin menu, select Schedule 
Mgmt and then select Policy Charge 
Queue. 

 

 

 

 

 

 

 

2. Any charges that need to be reviewed are 
listed on the page. Select a charge, and 
then click Approve or Deny on the right 
side of the page. 
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Faxing: Setting up a Fax Cover Letter 
QuickTopic 

This QuickTopic describes how to set up a fax cover letter that is included whenever you fax 
documentation from within RevFlow. The BMS Resource Center includes additional information 
about faxing, including QuickTopics on sending faxes and managing the fax queue. To locate 
this information, search on faxing in the Resource Center.  

Setting up a Fax Cover Letter 

Before you can fax documents, you must create a fax cover letter. You can create cover letters 
for your company as well as for specific locations. Once you create a fax cover letter, you can 
edit it if unique information is required at the time the fax is sent.  

1. From the Admin menu, select Fax Cover Letter. 

 

Your company 
and its 
locations 

Click Edit 

—or— 

Select a location 
on the left side of 
the page and 
then click the 
new button that 
displays, Create 
Cover Letter 
Template 
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2. The left side of the page lists your company and its locations. The right side shows the 
information that is set up for the fax cover letter for the parent company. You have two 
choices at this time: 

 Click Edit to edit the fax cover letter for the parent company. 

 In the tree diagram on the left side of the page, select a practice or location for which to 
create a fax cover letter.  Then click Create Cover Letter Template at the bottom of the 
page. 

3. Enter information in the available text boxes as follows: 

Custom Header Text. Enter 
any text to appear at the top 
of the fax. This may include 
things such as the name and 
address of the practice, or a 
message such as “This fax is 
proprietary and confidential.” 
You can edit this information 
when you send the fax. 

To, From, and Tel No. Don’t 
enter anything for these 
fields. You enter this 
information when you send 
the fax.   

Re: and Insert Patient Name 
Automatically.  Don’t enter 
anything for the Re: field. You 
enter this information when 
you send the fax. However, If 
you check the Insert Patient 
Name Automatically check 
box, the patient’s name 
appears in the Re: field on 
the fax cover letter. If you use 
this feature, you can always 
edit the name at the time you 
send the fax. 

Standard Verbiage. Enter 
any standard information to include in the body of the fax cover letter. This information can 
be edited when you send the fax. 

Any additional warnings or notices. Any information you enter here will ALWAYS appear 
on the fax cover letter. It cannot be edited when you send the fax. BMS recommends adding 
your company HIPAA privacy disclaimer here.  

4. Click Save. 
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Setting Up Appointment Statuses 
QuickTopic 

This QuickTopic provides instructions on setting up your clinic appointment statuses for 
RevFlow’s scheduler. BMS provides common appointment statuses for you but you also have 
the ability to add additional statuses to fit your clinic usage. 

Accessing Appointment Status Management                                                                                         

1. Click Admin on the menu bar. 

2. Select Schedule Mgmt. 

3. Select Appt Status Mgmnt. 

 

 

 

 

 

 

 

 

 

The Appt Status tree displays, as shown on the next page. 
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The Appointment Status Tree 

A branch-by-branch breakdown is shown on the left side of the page. This is the appointment 
status tree. It begins with Global appointment statuses, followed by Company statuses, and 
Practice statuses. Practice statuses are further broken down by locations. Using these 
branches, you can set up unique statuses for each company or location. 

A list of Current global appointment statuses pre-set by BMS is shown on the bottom half of the 
right side of the page. You can see that each status type has a specific Name, Description, 
and Color associated with it.  

 

You cannot edit the Code for existing status definitions under the Global branch.  
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The Company Branch 

1. Click on the company branch to display the Available appointment statuses.  

These statuses are inherited from the Global branch. The Current appointment status list is 
blank. 

 

2. Click Edit at the bottom of the page to have the ability to push appointment statuses down 
from the Available list to Current list. 

The editable Company appointment status page displays, as shown on the next page. 
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3. Click on an individual appointment status and click Select on the right. This pushes the 
status down to the Current list. 
 
Or  
 
Click Select All to push all the Available appointment statuses down to the Current list.  
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Under the Current list, all of the appointment statuses from the Available list are pushed down.  

Create a New Appointment Status 

4. To create a new appointment status, click Add and a blank line displays.  

5. Enter the Code, Name (this 
is what appears on the 
Status list when you create 
an appointment), and a 
Description for the Status. 

6. Select a Color.  

7. Click Save at the bottom of 
the page.                                                    

In the example at right the new appointment status TESTAR is created. This appointment status 
was created because the clinic does patient testing for a third party company. Charges for this 
testing are sent to the third party. To keep these testing patients from displaying on the Arrived 
Appointments W/O Charge for DOS report, the separate arrived status is created. For more 
information see the Arrived Appointments W/O Charge for DOS QuickTopic. 
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The Practice Branch 

8. Click on a Practice branch to display the Available appointment statuses for the practice. 
These statuses are inherited from the Company branch.  

9. Here again, you have the ability to push down the appointment statuses to the Current list. 
To make any changes or additions click on Edit at the bottom of the page. 

The new status TESTAR was added at the Company branch and so now displays on the 
Practice branch Available list.  

The Location Branch 

10. Click on the location branch and repeat the steps previously taken to push the appointment 
statuses down from Available to Current.  

You must push appointment statuses down to the Location branch’s Current list or they will not 
be available for use on the schedule. If you have more than one clinic location you must click on 
each location individually and move the appointment statuses down from Available to Current.  

You are now ready to schedule appointments on the RevFlow Scheduler. 



Setting Up Appointment Statuses QuickTopic 

Page 7 of 7 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revised 1-6-14 
© 2014 BMS Practice Solutions  

All rights reserved.  

BMS Practice Solutions 
1222 Dewey Way, Suite E 

Upland, California 91786 
 

800-478-2778 

Training and Support questions: revflowsupport@bmsemail.com    
 

www.bmspracticesolutions.com 

mailto:revflowsupport@bmsemail.com
http://www.bmspracticesolutions.com/


 

 

Setting Up Appointment Types 
QuickTopic 

This QuickTopic provides instructions on setting up your clinic appointment types. Appointments 
on the RevFlow scheduler are categorized by type, such as initial evaluation, follow-up visit, and 
so on.  You can use the appointment types recommended by BMS or you can customize them 
to fit your clinic. 

Accessing Appointment Type Management                                                                            

1. Click Admin on the menu bar.  

2. Click Schedule Mgmt. 

3. Select Appt Type Mgmnt. 

 

 

 

 

 

 

 

 
 

The Appointment Type tree displays, as shown on the next page. 
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The Appointment Type Tree 

A branch-by-branch breakdown is shown on the left side of the page. This is the appointment 
type tree. It begins with Global appointment types, followed by Company appointment types, 
and Practice appointment types. Practice types are further broken down to location. Using 
these branches, you can set up unique types for each company or location. 

A list of Current global appointment types pre-set by BMS is shown on the bottom half of the 
right side of the page. You can see that each appointment type has a specific Name, 
Description, Duration, and Color associated with it.  

You cannot edit the Code for existing appointment types under the Global branch.  
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The Company Branch 

4. Click on the company branch to display the Available appointment types.  

These appointment types are “pushed down” from the Global branch. The Current appointment 
type list is blank. 

5. Click Edit at the bottom of the page to have the ability to push appointment types down from 
Available to Current. 

The editable Company appointment type page displays, as shown on the next page. 
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6. Click on an individual appointment type and click Select on the right. This pushes the 
appointment type down to the Current list 
 
Or 
 
Click Select All to push all the Available appointment types down to the Current list. 
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Only three of the appointment types shown above—VISIT, INITEVAL, and GRP—were pushed 
down from Available to Current.  

To edit the Name, Description, Duration, or Color of an appointment type in the Current list, 
simply click on the field you wish to change and enter the new information. In the Current list in 
the picture above, the Duration for the code GRP was edited, as well as the Color. For code 
INITEVAL, the Name, Description, and Duration were edited. 
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Create a New Appointment Type 

You can also add appointment types. 

7. Click Add and a blank 
line displays. 

8. Enter the Code, Name, 
(this is what appears on 
the appointment in the 
schedule), and a 
Description for the 
Status.  

9. Select a Color. 

10. Click Save at the bottom 
of the page. 

In the picture, the appointment types Initial Evaluation, Renew, and OT Eval were added.  
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The Practice Branch 

11. Click on a Practice branch to display the Available appointment types for the practice. 
These appointment types are inherited from the Company branch.   

12. Click Edit at the bottom of the page to make any changes or additions. 

13. Push down the appointment types from the Available list to the Current list.  

 

The Location Branch 

7. Click on the location branch and repeat the steps previously taken to push the appointment 
types down from Available to Current.  

You must push appointment types down to the location branch Current list or they will not be 
available for use on the schedule. If you have more than one clinic location you must click on 
each location individually and move the appointment types down from Available to Current. 

You are now ready to schedule appointments on the RevFlow Scheduler. 
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Setting up Facility Resources 
QuickTopic 

Facility resources are resources such as a weight room, exercise room, yoga room, whirlpool 
bath, or massage room. When you schedule an appointment in RevFlow’s scheduler, you can 
also schedule one of these facility resources. When a facility resource is scheduled, its 
associated icon appears on the appointment so you can instantly recognize the resource the 
patient will be using. 

Accessing the Facility Resources                                                                                       

1. Click Admin in the menu bar. 

2. Click Schedule Mgmt. 

3. Select Facility Resource Mgmnt. 

The Appointment Facility Resource tree structure 
displays. This is shown on the next page.   

For more information on how to use the tree 
structure, see the Schedule Management Tree 
Structure QuickTopic in the Resource Center. You 
can search for this document using the search key 
words tree structure, or you can locate it in the 
Library in the QuickTopics folder in the RevFlow 
Administrator/Owner Resources folder.    
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The Appointment Facility Resource Tree 

This is the only instance where the Global branch Current list is blank when using RevFlow’s 
tree structure. It isn’t pre-set with facility resources; you must set them up for your company. 
                     

 

Adding a Resource 

1. Click Edit at the bottom of the page. 

2. Click Add. A blank line appears in the Current list. 

3. Double-click in the box under Code and enter the code you will use for the resource.   

4. Enter the resource Name. This is what appears on the schedule. 

5. Enter the Description of the resource. 

6. Enter the amount of time needed to clean up after the use of this resource in the Duration 
box. If you wish to use a resource consecutively with minimal time for cleanup, enter 1. 
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7. Click on the drop-down arrow in the 
Icon box and select an icon to 
associate with the resource. 

8. Icons are shown in black and white, 
regardless of any color selection in the 
Color box. 

9. Repeat steps 1-7 for any additional 
facility resources at your clinic. 

10. Click Save once you all the facility 
resources for your company.  

Next you need to push the facility 
resources down to the Location branch. If 
the resources do not appear on the 
Location branch then they will not be 
available for use on the schedule.  

For information on how to do this, see the 
document Schedule Management Tree Structure QuickTopic in the Resource Center. You can 
search for this document using the search key words tree structure, or you can locate it in the 
Library in the QuickTopics folder in the RevFlow Administrator/Owner Resources folder. 

Commonly Used Resource Icons  

Any icon can be used for any resource available at your clinic. The most commonly used 
resource icons are displayed below. 

 

 

Pool 

 

Bike Room 

 

Yoga 

 

Weight Room 

 

Traction 
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For More Information 

If you need more information about setting up and RevFlow’s scheduler, go to the Library in the 
BMS Resource Center. Under BMS, expand these folders to find additional information: 

 RevFlow Administrator/Owner Resources—The QuickTopics folder includes various 
QuickTopics related to setting up the scheduler. 

 RevFlow Front Office Resources—The QuickTopics folder includes documents about 
using the scheduler. The Training Guides folder includes documents to help you learn how 
to use the scheduler if you’re a first-time user. The Tutorials folder includes videos about 
using the scheduler.  

You can also use the Resource Center’s Knowledge Object Search to search for information.  
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Setting Up Holidays on the Schedule 
QuickTopic 

This QuickTopic provides instructions on setting up Holidays on the schedule.  The Holiday can 
be set by location. 

Accessing the Holiday Setup 

Click on the Admin menu, Schedule Mgmt, then Location Holidays. 
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Click on the drop down menu next to location to select a location.  In this example, location 
“BMS TESTING 123 PLSA P9” is selected. 

  

Adding a Holiday 

After selecting a location, click on the Edit button below. 
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Next, click the Add New button on the right side. 

 

Enter the Name of the Holiday.  Enter a Start Date, and if the Holiday is longer than a single 
day, enter an End Date. Click the Save button below to keep the changes. 
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The name of the Holiday will display on the schedule.  
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Setting Up Location Working Hours 
QuickTopic 

To use the schedule, the location hours, or place of service hours, need to be set up on the 
scheduler.  This applies to all practices, whether you have one or more locations. The clinic 
owner or administrator has the ability to set up these hours. 

Accessing the Location Schedule Setup Page                                                                             

1. Click Admin on the menu bar. 

2. Select Schedule Mgmt. 

3. Select Location Schedule Setup. 
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The Location Schedule Setup search page displays. 

4. Click Search at the bottom of the page.  

A list of locations displays on the right side of the page. 

5. If the practice has one location, double-click on it on the right side of the page. If the practice 
has more than one location, begin with the first one listed on the right side of the page. The 
schedule hours for each location need to be set up for each location individually. 
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Entering the Location Working Hours 

The Location Schedule 
Setup page displays.   

1. Click Edit at the bottom of 
the page. 

 

 

 

 

2. Enter the Location Hours Start Time and the Location Hours End Time. The end time 
should be the time the office actually closes, not the last appointment time. 

3. Time slots are shown in 15-minute increments. Check the box next to Use 30 Minute Time 
Slots if you wish to see only half hour time increments on the schedule.  Keep in mind, if 
this box is checked you will not be able to see the patient insurance icons on appointments, 
which is a helpful tool. 

4. Check Enable Recurring Meetings if you have weekly meetings scheduled at the same 
time. 

5. Click Save. 
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Setting up Provider Scheduled Hours 
QuickTopic 

Setting up your provider’s working hours is an integral part of setting up the schedule. Providers 
need to have their scheduled hours and locations set up on the scheduler so appointments can 
be scheduled within their working hours. This QuickTopic provides instructions on how to set up 
provider working hours and locations on the Master schedule as well as setting up temporary 
working hours on the Temporary schedule.     

Setting up Provider Working Hours  

1. Click Admin on the menu bar. 

2. Select Schedule Mgmt. 

3. Select Scheduler Administration. 

 

 

 

 

 

 

 

 

The Practice Schedule Search page displays.  

4. Enter all or part of the 
provider’s First Name 
and/or Last Name. 

5. Click Search at the bottom 
of the page. 
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Provider names that match your search criteria display on the right side of the page. 

6. Double-click on the provider name. 

The Working Hours page displays. 

7. Click Edit at the bottom of the page. 

The editable Working Hours page displays. 

The first tab displayed is Information and Settings. 

8. In the Available Place of Service box, select the place of service where the provider will 
see patients. 

9. Click Add to move the selected Available Place of Service to the Selected Place of 
Service box. You must do this for each individual available place of service where the 
provider works. 

10. Click the Schedule tab. 

The Master Schedule and Temporary Schedule tabs display. 
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The Master Schedule 

To set the master schedule: 

1. Click Add New 
on the right side 
of the Working 
Hours box. 

 

 

 

 

 

 

 

 

                                                                                            

The New Working Hours dialog box displays. 

1. Enter the Start Date. 

2. Enter the End Date.  This date should be no more 
than two years in the future. 

3. Select the working Days of the Week by checking 
the box to the left of the day. 

4. Enter the Start Time. 

5. Enter the End Time. 

6. Select the Place of Service. If there is more than 
one place of service, click on the drop-down arrow to 
view them all. 

7. Click Confirm. 

If the provider is working the same hours Monday to Friday, you are done setting the Master 
Schedule.  
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Entering Various working Hours on the Master Schedule 

If the provider has different working 
hours for different days of the week, or 
even different locations, you need to 
enter these individually.  

For example: The provider works 
Monday, Wednesday and Friday 8 AM 
to 5 PM and Tuesday and Thursday 7 
AM to 3 PM.  

To enter the Monday, Wednesday and 
Friday working hours: 

1. Enter the Start Date and End Date. 

2. Check the boxes next to those days 
only.  

3. Enter the Start Time and End Time 
for those days. 

4. Select the Place of Service.  

5. Click Confirm. 

6. Click Add New and the New Working Hours box displays again. Enter the Tuesday and 
Thursday working hours following the instructions above. 

7. Click Confirm. 

The Master Schedule now displays two working hour schedules for the single location.   

If the provider works at different locations on different days, follow the directions above but be 
sure to select the correct place of service associated with the correct work days and hours. 
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Block Time on the Master Schedule 

Block time is time blocked 
out on the schedule, such as 
lunch time, charting time, or 
break time. To set up Block 
Time: 

1. Click Add New to the 
right of the Block Time 
box located on the 
Master Schedule tab.                                                          

 

 

 

 

The New Block Hours box displays. 

2. Enter the Start Date. 

3. Enter the End Date. 

4. Select the Days of the Week. 

5. Enter the Start Time. 

6. Enter the End Time. 

7. Click on the drop-down arrow next to Reason to 
view the block time reasons, and select the 
appropriate reason. (For information regarding 
how to set up unavailable or block reasons see 
the Provider Unavailable Reasons QuickTopic in 
the Resource Center.) 

8. Click Confirm. 
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The Temporary Schedule 

A temporary schedule is set for a provider if they have temporary working hours for any reason.  
A temporary schedule overrides the master schedule. This means that if a provider has a 
temporary schedule set up for a certain time period, it displays on the scheduler and not the 
master schedule. 

1. Click the Temporary Schedule tab. 

2. Click Add New on the right side of the Working Hours. 

To set up a temporary schedule hours, follow steps 1 – 8 in the section The Master Schedule on 
page 3. 

Block Time on the Temporary Schedule 

To set up the Block Time hours on the Temporary Schedule, follow steps 1 – 8 in the section 
Block Time on the Master Schedule on page 5. 

Once all working hours and block time are set for the Master Schedule or the Temporary 
Schedule, click Save at the bottom of the page. 

Removing Working Hours from a Schedule 

If you wish to remove a specific set of working hours from any of the schedules: 

1. Click on the hours. 

2. Click Inactivate 
Selected. 

3. Click Save at the 
bottom of the page. 
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User Roles 
QuickTopic 
 
When creating a new user in RevFlow, you must select a Role. The Role chosen for a user determines 
their permissions, including which parts of RevFlow they can access and what functions they can 
perform.  
 

WebPT Integrated User Types 

Role  Definition 

Front Office WebPT Integration  Front Office User. 

Practice Admin WebPT Integration  Admin User. 

Provider  If a provider needs access to the database, choose Practice 
Admin Integration or Front Office Integration for the 
provider’s role. 

Integration Owner/Partner  Access for a owner/partner that should not have access to 
any reports that are not broken down by Place of service. 

RevFlow User Types (Non-integrated) 

Role  Definition 

Front Office Staff  Front Office user for the EMR. 

Front Office Data Entry  Front Office Data Entry user. No access to audit reports or 
agings. 

Practice Administration    Admin user with EMR and Billing functions. 

Provider  Provider. 

Clinical Director  Clinical Director. 

Provider Scheduler  Provider with only access to Schedule. No documentation. 

Front Office Billing   Front Office user with only Billing functions. 

Practice Admin Billing   Admin user with only Billing functions. 
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Billing and Therapy Source Integration   

Role  Definition 

Front Office Therapy Source Integration  Front Office User. 

Practice Admin Therapy Source 
Integration 

Admin User. 

Provider  If a provider needs access to the database, choose Practice 
Admin Integration or Front Office Integration for the 
provider’s role. 

Billing and NextGen Integration 

Role  Definition 

Front Office Billing  Front Office User. 

Practice Admin NextGen Integration  Admin User. 

Provider  If a provider needs access to the database assign the user 
Practice Admin NextGen Integration or Front Office NextGen 
Integration. 
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When you create a new user, you specify which areas of RevFlow the user will be able to access. This 
article provides instructions on how to create a new user and set up access to the areas in RevFlow 
required for their position. 

Create a User 

1. Open the Admin menu, followed by User Setup, and select Users. 

 
2. At the bottom of the page, click New. 
3. Enter all required information and select Save. 

Informational Fields 

 
● First Name (Required) 
● Last Name (Required) 
● Email (Required) 
● Phone (Required) 
● Allow Outside Access - Allows the user to access the application outside of the clinic location. 

 
● Is Active - Checked by default. Denotes that the user has active access to the system. 
● Override Chg. Entry Supply Only - Checking this box restricts the user from entering charges 

other than supplies. 
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● User Name (Required) 
● User Type (Required) - Select the magnifying glass, click Search, and then select Customer. 
● Role (Required) - Select the magnifying glass, click Search, and then select the appropriate 

option. See the Roles section below for details. 
● Default Company ID - Defaults to your clinic. 

 
● Password (Required) 

Roles 

 

Clinic Role  RevFlow Option 

Front Office/Biller  Front OfficeWebPT Integration 

Clinic Admin  Practice Admin WebPT Integration 

Provider  If a provider needs access to the application, select Practice 
Admin WebPT Integration or Front Office WebPT Integration. 

Owner/Partner that does not need 
Place of Service reports 

Admin Integration Reports 

App Permissions 

On the App Permissions tab: 
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● Available Additional Permissions - Additional permissions can be assigned to a user in addition 
to the assigned role permissions. If additional permissions are needed, please email 
EDI.Help@webpt.com with the permissions to assign to this user. 

 
● Available Places of Service - If your company has multiple locations, you can set up the places of 

service where this user practices. Select the desired POS from the list and click Add. 

 
● Available Notification Windows - Add interactive reports to the lower-right corner of the 

application. 

Set Up IP Permissions 

Once a user has been added, you can add IP permissions. 
1. Edit the user. 
2. Navigate to the IP Permissions tab. 
3. Select Add IP. 
4. Enter the user’s IP address into the IP Address field. After you enter the IP address, verify that the 

Is Enabled box is checked. 
 
Tip: To find out the user’s IP address, you need to be at the same location as the user you are setting up. 
Go to www.google.com and type “what is my IP” to see a list of websites that will report the user’s public 
IP address. 

When to Remove User Access 

When a staff member, specifically those with a Role of "Payment Poster" or "CSR and Payment Poster," is 
no longer employed with your practice, do not inactivate their user account. Inactivating their account will 
remove reporting for all payments they've posted, rendering all payment reports useless. 
 
To revoke RevFlow access from these individuals, simply remove any IP Addresses from their profile. 
Additionally, you should change their password for added security. 
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Reset a Password 
QuickTopic 
 
Only Admins can reset forgotten user passwords in RevFlow.  

Reset a User’s Password 
If a user in your practice has forgotten their password, Admin users can create a new password for the 
user. 

1. Open the Admin menu, followed by User Setup, and select Users. 

 
2. Locate the user. Then, double-click on the user record to open.  
3. Edit the user. 

 
4. In the Password field, type a new password for the user.  

 
5. Click Save.  
6. Provide the user with their new password.  

Reset Your Own Password 
You can reset your own password from the Admin menu. 

1. Open the Admin menu, followed by User Setup, and select Change Password. 

 
2. Enter and confirm your new password. 
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