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 From the Log In screen, select Forgot Password from the menu on 
the left 

Forgot Password –  
Did you forget your password? 
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 The Forgot your password? screen displays and lets you know an email will be 
sent to the email address provided at registration 

 Enter your email address in the email address field 
 Click on the Submit button. 
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Forgot Password –  
Yes, I forgot my password 



 A message displays that your password will be sent to your 
e-mail shortly 

 Go to your email account 
 
 

Forgot Password – 
New Password sent to your inbox 
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 Open your email account and look in your inbox for the email sent from 
DG_Building, subject CA Password Reset 

 Open the email and look for the new password: 
 Copy (use the copy feature on your computer) or write down the password 

Forgot Password –  
New email password 



 Select Log In from the menu on the left 
 The Log In screen displays 
 Enter your email address and the new password 
 Click on the Log In (white) button to display the Citizen Access Welcome screen 

 
 
 
 

Log back in 
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 Click on My User Profile from the menu on the left 

New password – my user profile 
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 Click on Change Password from the menu on the left 

 

 

New Password - change password 
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 Follow the Password guidelines in red 
 Type in the password (from the email) in the Current Password field 
 Enter your new password and re-enter your new password again 
 Click on the Submit button 

 
 

New password –  
Enter new password  
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 A Password Changed message displays stating an email was sent to you 
confirming your new password 

 Click on the OK link to return to main Citizen Access screen. 
 
 
 

New Password – 
Password changed – email confirmation sent 
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 Go to your email account 
 Open the email from DG_Building, subject, CA Password Reset, and confirm your new 

password 
 Your password has successfully been changed 
 Log back into Citizen Access using your new password 

 
 
 

New Password –  
Email sent to confirm new password 
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Returns to Log In screen 
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 You are ready to log back into Citizen Access 


