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This Quick Reference Guide provides a step by guide to Managing your OH Portal User Account 

1. Once a new user account has been created an 
email will be sent to the new user with a link to 
the login page as well as their username & 
password. Here they should select, The 
Hyperlink which will take them to the login 
screen 

- N.B. please save the URL to your favourite in 
Google Chrome 
 

2. The new account holder should now Type in 
Username and Password provided in the 
received email 

 

3. The system will require the new user to create a 
new password. Here the user should input the 
Password from email and input a New 
Password twice to confirm the change. 

 

4. Select, Submit 

 

5. The new user will now be logged in and directed 
to the landing page of the OH Portal 

 
Should a user need to change their  
password: 
 

6. Log in with your Username and Password 
 

7. In the top right hand side of screen select, Your 
Name 
 

8. Select Settings 
 

9. Select Password on the left hand side of screen 
 

10.  Input Old Password, then New Password twice 
 

11. Select, Change Password 
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Should a user forget their password: 
 

12.  Select, Forgot Password on the login screen 
 

13. On password reset page, input Username and 
select Request Password Reset 

 

14. An email will be sent to the user with a link to 
reset their password. Select The Hyperlink or 
copy and paste the link into your browser 

 
 

15. Input, Username and New Password twice, 
then select Update Password 

 

16.  A message will appear stating Your Password 
Has Been Reset 

 

17. The user will now be able to login to the system 
using New Password 

 
 

 

 

 

 

 
 

 
 

 

 

 

 

 

  


