
 
 

SUPER USER TOOLKIT: UNLOCK A USER ACCOUNT 

1. From the Administration menu, select Users. 

 
 

2. Click on the User Account button for the user who is locked out of their account. 

 
 

3. From the Quick Access Buttons tab, select Unlock Account. 
 

 
 
 
 

4. To unlock the account, click the Unlock button. The status will change to unlock. 
 

 
 
 

5. The user will now be able to access their account or reset their password from the login screen. 
 
 


