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Logging on to and off of ResourceLink

This Work Instruction will guide you through the steps required to log on to and to log
off of ResourceLink.

1 Starting ResourceLink and Logging on
2 Logging off

3 Changing your password
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1 Starting ResourceLink and Logging on

1.1 Start Screen

Dparator |
password [

B

Ende: mmmu;&mm I [

1.2 Type your User Name into the Operator field and press the ENTER key.

& Pressing the TAB key will result in the following error message being
displayed:

MNorthgateArinso Client x|

e

L]
L1 ] 052 - MANDATORY IMPUT...MUST ENTER OR CAMCEL (/]

& Click OK to return to the logging on screen.
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2 MoethgateArinso Client - Lagan to The MRS System =101
Seision Edk Vew  Help

0000 Qmern--IDeaibalsE- [Boys oy

)
ResourcelLink
aurora

| ».
1.3 Type in your password and press the ENTER key.
Note: the password disappears — do not be alarmed!!!
...-.‘.=. ..-. Lugun i The HES System =l0)xi
Q0000 Eoex DR ibaAL=T - bylsole

D

Resourcelink

aurora
P T A

1.4 Click on the Continue button, which will now have become active.
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2 Logging off

When you have finished a work session on the system, you must log
off to prevent unauthorised access to HR data.

& Note: Failure to log off in the recommended manner can cause loss of data
and/or create a security risk. Do not just turn off your PC.

2.1 Return to the ResourceLink main menu.

2.2 Click on the Log Off button.

Erk Favmumies:

| Repurls

B Search o Humsn Obiect
[ caDietots

[ Ousy Toud

[ 48 Screery

[ wieah Palters:

B Hiemschy Pust 1o Post
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R
ResourcelLink
aurora

F1

| Ent "R cperakr rme or OFF £ mok system

2.4 Click on the Off button.
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3 Changing your password

& You will be required to change your ResourceLink password every 90 days.
The system will prompt you when you need to change your password.
However you can to change your password at any time when you log in to
ResourceLink or when you are logging out. To do this:

3.1 When you have logged on to the system, but before clicking the Continue
button, click on the Change Password button.

o Morthgatedringo Chent - Logon to The HRS System

=101 x|
Seiskn ER Vew  Help
0000 eE e n-DFE aRaLsE el d ot
Operator FMT\‘KH?
Passwaord
| continua || [ Shanae i
| | » =
Il e | e [HEsTSL [
3.2 The following screen will be displayed:
x
General
A new password is now required. This is because your old password
is out of date, or you have windowed for change of password,
Password I
Re-Enter |
Change Reason I 'I
!;;3 Proceed

3.3 Type in the new password in the Password field. Your password has to be 8
characters long (these can be letters and/or numbers).

3.4 Click into the Re-enter field and retype the password.
& The text markers disappear when you click into the next field.

3.5 Select a password change reason from the drop-down list:
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MD97W02Z Change Password

General

Password
Re-Enter

Change Reason

A new password is now required. This is because your old password
is out of date, or you have windowed for change of password,

X

{’4 Proceed

l—

l—

Code Desc [Long Description
NEWADD MNew User Mew User

NEWOP  New Op Mew Operatar Added
SECURE  Security Security Reasons
TIME Time Time Expired

This will usually be the “Time Expired” reason.

3.6 Click on Proceed button to change the password.

of MD97WD2 Change Password

=

General
& new password is now required. This is because your old password
is out of date, or you have windowed for change of password,

Password

Re-Enter

Change Reason hd

k’, Proceed

3.7 Toreturn to the log on screen without changing the password click on Exit.

3.8 You can then press Continue to start using ResourceLink, or Off to close the

application down.
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