h‘ MGI‘CVCOH@%@ How to Reset Password & Change Forgotten
Of Oh|o Password

Purpose: To change password or reset password if forgotten.

Process: To Change Password (not forgotten)

1) Loginto your EmpowerMe account at www.mercycollege.edu/empower.
2) Select Account Settings.

Student Records ~ Student E Account Setfings —

Schedule ~

WELCOME —_— ik

3) Select Change Password

e, e Y ETTAOI™ | . — ~Enrolment — e
Student Records ~ cliad b= Student Billing Financial Aid Admissions Account Setfings

Change Password
What is my ID? Update Personal Information
at is my ID?

4) Enter your current password in the Current Password box.

TEnTolment

Student Records Schedule = Student Billing Financial Aid Admissions ; Account Setfings

Change Password

Your password must be at least 8 characters.

Your password must be included at least 1 uppercase letter(s).
Your password must be included at least 1 lowercase letter(s).
Your password must be included at least 1 number{s).

Username:

Current Password: |

Mew Password: | |

Confirm New Password: |
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5) Enter a new password in the New Password box following the guidelines in red and then repeat the process in
the Confirm New Password box. This password is case sensitive.

Schedule = Student Billing Financial Aid Admissions Account Setfings

Student Records ~

Change Password

Your password must be at least 8 characters.

Your password must be included at least 1 uppercase letter(s).
Your password must be included at least 1 lowercase letter(s).
Your password must be included at least 1 number{s).

Username:

Current Password:

Mew Password:
Confirm Mew Password:

6) Select the Submit button to confirm the change.

TTTEnTollment

——————  —pegistration] ~ . o - e — - m—
Student Records Schedule * Student Billing Financial Aid Admissions Account Setfings

Change Password

Your password must be at least & characters.

Your password must be included at least 1 uppercase letter{s).
Your password must be included at least 1 lowercase letter(s).
Your password must be included at least 1 number({s).

Username:
Current Password:

Mew Password:

Confirm New Password:

Ell e

7) If successful the screen will show “Password Changed”

—Enroliment ™ —

Student Records ~ Student Billing = Financial Aid = Admissions ~ Help ~ Account Setfings ~

Schedule ~ Deposit~

Change Password

Password Changed
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Process: To Change a Forgotten Password
1) Select the Forgotten Password tab on the EmpowerMe home screen at www.mercycollege.edu/empower.

Create an Account Forgotten Password Continue Course Catalog
Application

EMPOWER -
M E Mercg(:jhgllege

MERCY COLLEGE STUDENT PORTAL

username
[Enter Password |
password

Click Here for Empower Me Instructions.

Click Here for the latest Mercy College News._

2) Enter your email address and Student ID or Date of Birth.
a. The email provided must be listed on your mercy college record (personal email or mercy college email).
If the email used is not on record at Mercy College an error message will appear.

Create an Account Forgotten Password Continue " Course Catalog

Application

Forgotten Password

Please enter your email address and either your |D number or your date of birth.

Email e——
AND
ID Number:
OR _
Date of Birth: m

Submit
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3) Select Submit to process your request. An email will be sent to the email address listed with a link to update
your password. You will be directed back to the home screen which will include the following message.

MERCY COLLEGE STUDENT PORTAL

Instructions to reset your password have been sent to the
email address we have on record. You MUST reset your
password withim 1 hour.

usermame
[Enter Password |
password

4) Select the link in the email. It will direct you to a screen where you will create a new password.

) Reply [CaReply Al 3 Forward GEEiIM
Thu 2/21/2019 8:53 AM

admissions@mercycollege.edu

Password Request
To

Click the following link to reset your password. This link is valid for 1 hour. If your link expires, you must submit a new request to reset your password.

5) Follow the guidelines provided in red when creating the new password.

Log In Create an Account Forgotten Password Continue Course Catalog
Application

Reset Password

ErTr———)

Your password must be at least 8 characters.

Your password must included at least 1 uppercase letter(s).
Your password must included at least 1 lowercase letter(s).
Your password must be included at least 1 number(s).

—

Mew Password:

Confirm Mew Password:

Submit

6) Once completed you will be directed back to the EmpowerMe log in screen. You can utilize your new password
now to log in.

For questions please contact the Office of Student Records by emailing registrar@mercycollege.edu.
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