
Employee Password Recovery Tools (AD-Self Serve) 
Available Through Employee Intranet 

 

 

 

 

 

 

 

 

 

 

 

• Anyone who visits the Asheville Employee Intranet at 
http://intranet.ashevillenc.gov without being logged in will 
be presented with the login dialog above. 
 

• You can access the account recovery tools from the 
 “Need Help?” link. 
 

• You may also access the account recovery tools from the 
“Account Recovery Tools” link at the bottom right corner of 
the Intranet site. 

http://intranet.ashevillenc.gov/�


Account Recovery Page 

From the Account Recovery Tools page, you may register to use the service.  After you have registered with the service, you may 
use the “Reset Forgotten Password” and “Unlock Your Locked out Account” features. 

  

 

 

 

All employees must 
register with the 
service and provide 
security questions 
and answers before 
they can use the 
account recovery 
tools. 

 

 

 

 

 

 

 

 



User Registration 

This procedure will allow employees to register with the recovery tools service or modify their previously configured settings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you click on the “User Registration” link, a login dialog will appear. Enter your network credentials, type the security 
“captcha” and click “Login” to proceed. 

 



User Registration 

The User Registration page allows you to enroll in the service or change your registration settings. 

  
 
 On this page, you will 
select two security 
questions and provide 
answers to those 
questions. 

You will need to type 
your answers twice to 
verify you have typed 
them correctly. 
Answers are case 
sensitive and will need 
to be answered the 
same way you type 
them. 

Answers to security 
questions must be at 
least 5 characters long 
and should not be a 
very simple response 
or contain words from 
the question itself. 

 



User Registration 

You may choose from a list of pre-defined security questions. You must choose two security questions and provide answers then 
click “Update.” You are now registered to use the recovery tools. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Reset Your Forgotten Password Function 

The Reset Password Page allows employees to change their password if they have forgotten it. 

 

 

 

 

To use the Reset Password function, 
follow the link above from the 
account recovery tools page. 

 You will enter your network user 
name, then type the security 
“captcha” and click “Continue” to 
proceed. 

 

 You will then be asked to 
answer your two security 
questions. Type your answers in 
exactly as you typed them when 
you registered for the service 
and then click “Continue.” 

You have up to 5 minutes to 
complete this procedure.  

 



Reset Your Forgotten Password Function 

After successfully answering the security questions on the prior page, you will be able to change your network password. 

 

You have up to 5 minutes to 
complete this procedure. 

 

Type your new password in the 
reset password area. 

Passwords must be at least 8 
characters long and include at 
least three of the four following 
items: (Uppercase letters, 
Lowercase letters, Numbers, 
and/or Special Characters.) 

 

Passwords cannot have more than 3 consecutive characters that are included in your user name or in prior passwords.   

Confirm your new password and click “OK.”  Your network password is now reset to the new password you specified. 

 

 

 

 

 



Unlock Your Account Function 

Your network account will lock after several failed login attempts. It will normally unlock itself in 15 minutes, but you can also 
unlock your account with the Unlock Account function. 

 

 

 

 

To use the Unlock Account function, 
follow the link above from the account 
recovery tools page. 

You will enter your network user name, 
then type the security “captcha” and 
click “Continue” to proceed. 

 

You will then be asked to answer 
your two security questions. Type 
your answers in exactly as you set 
them when you registered for the 
service and then click “Continue.” 

You have up to 5 minutes to 
complete this procedure. 

 



Unlock Your Account Function 

After successfully answering the security questions on the prior page, you will be able to unlock your network account. 

 

Simply click on the 
“Unlock Account” button and 
your account will be unlocked. 

 

 

 

 

 

 


