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QRG.HR21

PASSWORD MAINTENANCE

AUDIENCE

All HR 21 users

PURPOSE

This guide outlines the steps to reset, change and set a new HR21 password

Enter your 7 digit 

Employee Number 

and click OK

H
O

W
 T

O
 R

E
S
E
T
 

A confirmation 

message will 

appear; click OK

then go to your 

inbox to obtain 

your temporary  

password
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ON INITIAL LOGIN OR FOLLOWING A PASSWORD RESET
After entering your login ID and temporary password you will be prompted to re-enter 

these details together with a new password; complete all fields and click Enter.

AT ANY TIME
You can change your password when logged in 

via the Menu Bar; go to Tools > Change Password

complete the fields then click Change Password.

PASSWORD 

FORMAT

• Your password must be at 

least 8 characters in length

• It must contain a 

combination of alpha and 

either a numeric (1) or a 

special (@) character - Note 

it cannot contain both

E.g. Bloggs1 OR  Bloggs$

Launch HR21 then click the 

here link on the login page

PASSWORD 

EXPIRY
Your HR21 password will 

expire after 12 months. 

When this occurs you will 

be advised at login, then 

prompted to set a new 

password as shown 

above.
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2FA is required to complete either change process. A PIN will be sent to your 

nominated number, simply enter your PIN when prompted, then click Authorise

http://www.sharedservices.sa.gov.au/chris21-launch-hr21
http://www.sharedservices.sa.gov.au/sites/default/files/payroll/chris21/training/QRG-HR21-2FA.pdf

