
Setting up your OAKS (contingent worker ID) password and Registering your password


1. Call 614-644-6625
2. Choose option “1”
3. Provide your contingent worker ID to the person and let them know you need to have your temporary password established
a. They will ask you a series of questions to verify you are the person associated with the contingent worker ID
4. Using your contingent worker ID (user ID) and your new password, log into 
https://myohio.oaks.ohio.gov/psp/PAPRD/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST


[image: ]
5. [bookmark: _GoBack]Reset your password – DAPC strongly suggests you use this same password when you initially set up your access to CITRIX
6. Log out
7. Log back in to make sure your password was correctly reset
8. Log out
9. Follow the steps on the next page to register your password

Once you have completed all these steps, you should be able to log into the OnBase unity client using your contingent worker ID and your new password.



Password Registration


Go to:  https://passwordregistration.ohio.gov.  Once there, enter your State of Ohio Contingent Worker ID (previously known as your OAKS ID).  This is an 8-digit number provided to you.
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Once there, enter your State of Ohio Contingent Worker ID (OAKS ID) preceded by ‘id\’ and the password you use at the MyOhio.gov site.
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The first screen is a confirmation page; this is the first step to being able to reset your own password (instructions to follow).  Press Next to continue.
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The following screen asks again for the password.  Enter your password and press Next.
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The following page is where you will provide your answers to their security questions.  By entering these Q&As, you will be able to reset your own password without assistance from either the EPA Helpdesk or the OAKS/MyOhio Helpdesk.
NOTE:  Please be sure you enter the information in a format that is easy for you to remember as this app is case sensitive.  For example, if you respond to the question “What was your childhood nickname?” with “pengy”, but when you go to change your password you enter “Pengy”, it will not be accepted.  You may want to write these Q&As down, but be sure if you do you keep them secured so no one can change your password without your knowledge.

Also note the instructions – you must respond to a minimum of 6 questions, your answers must be at least 4 characters long, and no two answers can be the same.  Once done, click Next to complete the registration.
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The final screen confirms your registration:
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You will use your registered password to log in to MyOhio.gov and OnBase Unity Client from this point forward.  

You will now also be able to reset your own password without outside assistance using the steps on the following pages.

Password Reset

If you ever forget your password, you can reset it using the following steps.
Go to:  https://passwordreset.ohio.gov.  Enter your State of Ohio Contingent Worker as your user name preceded by ‘id\’.  
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Next you’ll be asked to provide the answers to two of the 6 questions from your profile registration.  These questions are randomly generated.  Click Next.  Please be patient during this process.  It takes some time to move from one screen to the next.
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The next screen is where you will create your new password.  The requirements for the password is the same as if you were changing your password at the MyOhio.gov site:  the password must be a minimum of 8 characters long.  Within those 8 characters you must have at least one number (from 0-9) and one symbol (!, @, #, $, etc).  Passwords are case sensitive so if you use a mix of upper and lower case, be sure you know which is which.  However, you are not required to use uppercase characters.  Once you have entered and re-entered the password, click Next.

[image: ]

The final screen is the confirmation of success in changing your password.
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You will use this password to log in to MyOhio.gov and OnBase Unity Client from this point forward.  
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