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How to Unlock Staff Accounts

and Reset Staff Passwords

Note: This guide is only applicable for users who have been given the Change Other User’s Password rights by their school or local authority Accounts Service Manager (ASM). However, all teachers can unlock accounts and reset passwords for the pupils in their class or classes. To learn how to do this, please refer to the How to Unlock Pupil Accounts and Reset Pupil Passwords guide.
1. On your Staff Home, scroll down the page to find Glow Settings.
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2. Select Change other user’s profile and you'll be taken to a screen displaying the following search options.
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Click Advanced as you require some additional fields. The most effective way to find a member of staff is to search by First Name, Last Name and Base Establishment Name as in the example below. Once you’ve completed these fields click     
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It may now take Glow a few moments to locate the staff member in the National Directory. Once this has happened, click on the staff member’s name to open their profile. Check the information in the profile you are presented with before editing to ensure that you have found the correct account.
 

Select Edit and you'll be given the option to either unlock the account (to allow the member of staff to keep their existing password) or to create a new password (if the person has forgotten their password or noted it down incorrectly).

To keep the existing password, select Unlock and Save. To force a password change, add a temporary password in the New Password and Retype Password fields. Staff passwords must be 8 or more characters in length and contain one character which is not a letter or a number (i.e. a space, full-stop, a comma etc). The staff member will be prompted to change this on first login. Finally, select Save. Further guidance about Glow passwords can now be found on the Glow login portal.
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