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Instructions for Using “Forgotten Password” Process 

 
If you have forgotten your password, you need to use the “Forgotten Password” process described in this 

document to receive a new password from PeopleSoft. 

 

The first time you use the “Forgotten Password” process you need to follow a two-step procedure: 

 

1. Set up your ID for “Forgotten Password” 

2. Use the “Forgotten Password” link to obtain a new password.  If you need to use “Forgotten Password” 

again, the “set up” procedure can be skipped. 

 

Note:  For assistance please contact the ITS Help Desk at 319.384.HELP (4357) or its-helpdesk@uiowa.edu 

             

 To Set up Your ID for “Forgotten Password” 

 
1. Login to PeopleSoft with your HAWK ID at  

https://psfin.uiowa.edu/psp/fsys/EMPLOYEE/ERP/?cmd=logout  

 

2. Select  from the Menu 

 

3. Select from  page: 
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4. Select one Question from the list of  then respond to that question and click OK. 

NOTE: Your response gets converted to UPPER CASE. 

 

 
 

 

5. To verify your Email, click on  from . page: 
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Please make sure your e-mail address is correct.  If not please edit the e-mail address. 

Click on OK and then click on on  page. 

 

Click on  on the upper right hand corner to exit PeopleSoft. 

 

This completes the set up.  The set up is done only once.  

 

Now that the set up is complete, please proceed to the next step where you use the “Forgotten Password” link to 

obtain a new password. 

 

How to Use the “Forgotten Password” Link 
NOTE: After 6 tries YOUR ACCOUNT WILL BE LOCKED AND “FORGOTTEN PASSWORD” 

LINK WILL NOT UNLOCK YOUR ACCOUNT. 

 

 

1. On the PeopleSoft Sign On Page click on  link: 
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2. The Page appears: 

 

 
 

 

3. Enter your (HAWK ID – MUST BE IN UPPER CASE) and click on  button.  

 

Note: if you have not set up your user id to access the forgotten password, you will see this error 

message: 

 

 
 

4. Enter a correct Response and click on  button ONLY ONCE. 

 

Please note: if you select the  button more than once you will receive multiple email 

messages. 
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5. You will receive an Email from peoplesoft@peoplesoft.com OR   purch-pos@uiowa.edu 

 

NOTE: THIS IS NOT A VALID EMAIL ADDRESS AND YOU SHOULD NOT REPLY TO IT. 

 

Sample Email: 

 
 

 

6. Close the Page and log back in with your new Password. 

 

Note:  There is no sign out option. 

 

7. After entering your new password via PeopleSoft Sign On Page the following link is displayed. 

 

 
 

8. Click on the link to change your password: 

 

 
 

Remember that the PeopleSoft system requires that your password be at least 8 characters with at least 2 

numbers. 
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9. After changing your password click on  and the following message is displayed: 

 

10. Click on   button and then click on  (upper right hand corner). 

 

11. Log back in with your latest password. 


