Re-setting customer’s CalJOBS passwords
In order to re-set a CalJOBS customers password staff must first locate the customer’s record in CalJOBS. Then go to the General Information link (under the My Individual Profiles section) as indicated below.
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Once the customer has shown proof of identity staff should provide the customer with their Log-in name (Login Information section) and then select the Reset account link (Staff Information section). Staff should also inform the customer that their temporary password is Password1@ and that the password is case sensitive.
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Staff should then select both the Reset Password AND the Reset Security Question/Response in the Reset Options area. If the customer is at the front desk staff should select the Do Not Send Email in the Email Options section and select Reset without sending email. It is necessary to choose the Reset Security Question/Response since the default security question is Mother’s Maiden Name with a default security question response is Password1@.
If the customer has contacted the center via phone (and has adequately indicated proof of identity) staff should select the Send User Name in Email (Email Options section) in addition to selecting both the Reset Password AND the Reset Security Question/Response in the Reset Options area being sure that they have the correct e-mail address for the customer. Once the appropriate selections have been made (and the e-mail address entered in the Email Options section) select Send at the bottom of the screen.
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