
Steps to instruct terminated employees to reset their passwords or lookup their usernames for 
PeopleSoft Access: 

 

1. Google the URL listing: 

 

2. Click  on the HRPRD link:

 

 

 

 



3. Click on the Forgot Password? Link:

 

 

4. Enter you User ID: 

 

 

 

 

 

 

 

 



 

 

5. Answer the security questions: 

 

 

6. The following message appears on the screen: 

 

 

 

 

 

 

 

 

 

 



 

7. This email is sent with the new password: (always ask them to check their junk mail folder in case it 
did not appear in their inbox) 

 


