
Unlock	Process	
Process	for	“Locked”	Users	
This	Guide	is	intended	to	assist	you	and	your	Administrative	Users	log	into	MyEnroll	when	the	Administrative	
User	has	been	“Locked”.	
	
Locked	Due	to	“Inactivity”	(No	Login	Activity	for	120+	Days)	

1. Navigate	to	MyEnroll.com	
	

	
2. Enter	Administrative	User	Credentials	
3. If	the	user	has	been	“Locked”	due	to	inactivity,	the	user	will	see	the	below	message:	

	

	
4. Simply	click	the	“Click	Here”	to	reactivate	the	User.	



5. This	will	navigate	the	user	to	our	“Reactivation”	and	“User	ID/Password	Recovery”	program.	

	
6. Click	“Yes”	after	reading	the	Privacy/Security	Statement	to	continue.	
7. The	User	will	then	be	prompted	to	update	his/her	password.	

	
8. Proceed	with	either	changing	or	keeping	the	current	User	ID.	

a. NOTE:	It	is	NOT	required	that	the	User	ID	be	changed.	

	
9. Proceed	to	the	Password	section	of	this	wizard	

a. NOTE:	It	IS	REQUIRED	to	change/update	the	Password	during	this	setup.	

	



	
10. After	the	Password	has	been	saved,	the	user	will	be	able	to	continue	on	to	his/her	

a. Security	Question	and	Answer	
b. PIN	

i. Required	for	Admins	if	one	does	not	currently	exist.	
	

	
11. Once	all	the	Wizard	has	been	completed,	the	User	will	be	presented	with	a	“Success”	message	and	then	will	

be	taken	to	MyEnroll.	

	


