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Help! I've Forgotten my Password or User ID!  
 
Forgotten your Resume Builder Password or User ID?  
 
That’s ok; we can e-mail you your information.  
 

How to request your password hint! 
 
1. Click on Jobs, Jobs, Jobs. 
2. Click the red Forgot Your Password link in the upper right hand corner.    
3. Type in your Social Security Number and e-mail address.  Under the Account Request 

Action field select Email Password Hint.  Click Submit Request.   
4. Your password hint will be e-mailed to the address we have on file.   

 
Note: If the email address you enter does not match the email address on file, the hint 
will not be sent.  You will need to use the Contact the Webmaster link to request 
assistance. 

 
Hint doesn't help?  How to request your password to be reset.  
 
1. Click on Jobs, Jobs, Jobs. 
2. Click the red Forgot Your Password link in the upper right hand corner.    
3. Type in your Social Security Number and e-mail address.  Under the Account Request 

Action field select Reset User Account.  Click Submit Request. 
4. A new password will be e-mailed to you.  You can then logon using this new password.  

To update it, just go to My Account and select Change Your Password.   
 

Note:  If the email address you enter does not match the email address on file, the hint 
will not be sent.  You will need to use the Contact the Webmaster link to request 
assistance. 
 

Don’t remember your User ID? 
 

Effective 2 June 2008, all users where required to login with a User ID. If you have not 
created a User ID, then you will need to log-in with your full social security number without 
hyphens.  Current security requirements do not allow us to email you your User ID.   Please 
try first using your SSN as your USER ID.  If this does not work, then please follow the below 
steps to request your User ID.  

 
1. Click on Jobs, Jobs, Jobs. 
2. Click the red Forgot Your Password link in the upper right hand corner.    
3. Click the Contact the Webmaster link on the very bottom of the web page, or one of the  
      red click here links.  
4. Provide your name, phone number, e-mail address information and last four digits of your 

SSN. 
5. Under Type of Assistance, select Chart User ID Help. 
6. Under the comments section, type in "Need User ID information".  Also provide any other 

information that may have changed from your old account, such as name changes. 
7. Click the Submit Comment button. 

 
Has your E-mail address changed so you are unable to get your password or User ID 
information? 

 
1. Then click on the Contact the Webmaster Link at the bottom of the page.   
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2. Provide your name, phone number, new and old e-mail address and last four digits of 
your SSN. 

3. Under Type of Assistance, select Chart User ID Help or Chart Password Help or Both  
      Chart User ID and Password Help. 
4. Under the comments section, type in "Update Email information and provide account 

assistance".  Also provide any other information that may have changed from your old 
account, such as name changes. 

5. Click the Submit Comment button. 
6. A webmaster will use the information provided to reset your password and will e-mail a 

new password your new e-mail address.  
 

Note:  We will be unable to assist you if you do not provide your last name and the last 4 
digits of your SSN. 

 
 


