
 

 

Self-Reset Password Step by Step ‘How to’ Guide  
interRAI Upgrade May 2019 

Purpose of this Guide 

The purpose of this step by step ‘how to’ guide is to provide administration and assessor staff an 
overview of how to self-reset their own password on the National interRAI Software following the 
May 2019 Upgrade. 

Logging into the interRAI Software after the upgrade 

There is now a new way for all users on the National interRAI Software to proactively and securely 
self-reset or change their own login password.  This feature empowers users, so they do not have to 
call the help desk when they have forgotten their password or triggered an intruder lockout requiring 
authentication. 

 

How to login 

To log into the National interRAI Software following the upgrade, you will enter your User ID and 
Password as normal. 

 

New feature – self-reset password 
securely from the web browser. 

1. Enter your User ID and 
Password and click on Login. 
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You will automatically be re-directed to an authentication screen where you must choose three 
authentication questions and answers.  Please note that this will only happen the first time you login 
after the upgrade.  You cannot bypass this new feature. 

 

Note:  When you choose a question, you will need to click off the question drop down 
box to enter the answer.  Click once anywhere else on the screen. 

 

 

 Note: You must enter all three questions and answers.  You will not be able to 

get past this screen without entering the required information.  The answers to 

your questions have a requirement of at least 6 characters. 

 

2. Click on each of the three 
Question drop down boxes and 
choose three different questions. 

3. Enter the answers to your chosen 
questions in the Answer fields.  You 
can display the answers if you wish 
by ticking the Show Answer box. 
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If you have chosen all three of your questions and answers, by clicking on Save & Return, 

you will proceed as normal to the Home page (or to the Select Working Organisation page if 

you have access to more than more Facility/DHB). 

 

Note:  Your chosen questions and answers have been saved to your account and 

are attached to your password.  If you change your password, your three 

questions will remain the same.  

4. Click Save & Return. 
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How do I reset my password myself if I have forgotten it? 

There may be occasions when you forget your password; when this happens, an error will 
display of Invalid Credentials on the software landing page as shown below.  You will need 
to click on the Forgot Password link. 

 

Tip: Always keep your passwords private and secure .  You can try several times to 
guess your Password before moving to the Forgot Password option. 

 
 
By clicking on the Forgot Password link, you will be taken to the Security Authentication 
page where two of your three security questions will display. 

 

 

Note: You cannot change your questions on the Security Authentication page.   
 
 

 
 

1. When you forget your Password, 
click on Forgot Password. 

2. Enter the answers to your two chosen 
questions in the Answer fields.  You can 
display your answers by ticking the 
Show answer box. 

3. Then click 
Reset Password. 

http://www.google.co.nz/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi558Cm6oLYAhUBRZQKHbizBgMQjRwIBw&url=http://www.free-icons-download.net/light-bulb-tip-icon-82169/&psig=AOvVaw1agyTvv_LgcVTY6Y6gQXPF&ust=1513111652516961
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If you have entered the answers to your two chosen questions correctly, you will be taken to 
the Change Password page. 
 

 
 
When you click Save, you will be taken to the Home page, having successfully reset your 
password yourself. 
 

 
 

  

4. Enter a new password.  
Your New Password must 
be at least 8 characters 
and include at least one 
capital letter and at least 
one number. 

5. Click Save. 
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What happens if I cannot remember the answers to my three 
questions? 

There may be occasions when you are trying to reset your password and have forgotten the 
answers to your questions or you spell the answers incorrectly.  The software will alert you 
by displaying the error The answer to one or more questions is incorrect as seen below. 

 

You can make changes to the Answer and click on Reset Password again up to three times 
before your account is locked. On your third attempt, an error message will display in a pop-
up box as below. If you lock your account, you will need to contact the interRAI IT Service 
Desk to get your account unlocked and your password reset manually. 

 

interRAI IT Service Desks: 

Central host site – IT.servicedesk@tdhb.org.nz or 06 753 7766 

(Covers Bay of Plenty, Lakes, Tairawhiti, Taranaki, Waikato, Capital & Coast, Hawkes Bay, Hutt Valley, 
Mid Central, Wairarapa, Whanganui). 

North/South host site) – interRAI.servicedesk@cdhb.health.nz or 03 378 6555 

(Covers Auckland, Counties Manukau, Waitemata, Northland, Canterbury, Nelson Marlborough, 
South Canterbury, West Coast, Southern). 

mailto:IT.servicedesk@tdhb.org.nz
mailto:interRAI.servicedesk@cdhb.health.nz
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Once your password is reset manually by the interRAI IT Service Desk, you will enter your User ID and 
the default Password. 

 

 

 

 

 
 

When you click Save, you will be taken to the Home page as normal. 

1. Enter your User Id and the 
default Password when your 
account has been unlocked and 
your password has been reset 
manually.   

2. Click Login.   

3. Click Change Password Now.   

5. Click Save.   

4.  Enter a new password.  
Your New Password must 
be at least 8 characters and 
include at least one capital 
letter and at least one 
number. 
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How do I change my security questions? 

Once you have set your three security questions, the only way to change them is to go to the User 
Preferences menu.  This menu can be found on the Client Search or Resident Search screens. 
 

 
 

 
 

 
 
 

1. Click on the User 
Preferences menu. 

2. Click on the My 
Security Questions 
menu item. 

3. Enter your 
current password 
in the Password 
field. 

4. Click on Reset 
Questions. 
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Remember all your answers must be six or more characters. 
 

 
 
Your new security question selection has been saved to your account. 

5. Click on the drop-down box 
for each question and choose 
your three security questions.  

6. Click Save & Return.  
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Questions  

If you have any questions, please contact interRAI@tas.health.nz.  

mailto:interRAI@tas.health.nz

