
 

 

 

If you’ve tried to log in to your account ten times without success, your 
account will be locked.  Failed attempts don’t all have to be at once, so can be 
across a number of sessions, days or weeks.  

You’ll see this message: 

You will need your system administrator to unlock your account.  

Instructions for the system admin: 

1. Go to system admin > add, edit and remove operators.   
2. Right-click on the operator’s name 
3. Select 'Toggle operator login' from the menu – this toggles between lock 

and unlock (it might be called ‘Lock operator login’ on your system).  

 
4. The next time the operator logs in they need to use their most recent 

password - if they have requested a new one they will need to use the 
last password they were sent.  
 
Please note: There will only be one chance to log in correctly before 
being locked out again. If this happens you will need to go through the 
same process as above. Once successfully logged in the account is set 
back to 10 attempts at log in before locking again.  
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