[bookmark: _GoBack]How do I unlock my QCLOUD account?
1. Note: unlocking your account will only work if your QCLOUD user account has a valid business e-mail address assigned to it.
2. Open your internet browser and go to https://qcctx01.qbsol.com and select the “Forgot Password or Account Locked?” link underneath the logon button.
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3. Or open your internet browser and go to https://qcpwmgr.qbsol.com and select the “Unlock Account” link.
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4. Enter your username which you use to login into QCLOUD Citrix.
a. Next enter the captcha. The letters are not case-sensitive.
b. You can refresh the image if letters or words are hard to read by selecting the refresh icon.
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5. The next step will display the e-mail address associated to your account. After you click “Continue”, an email will be sent to you regarding unlocking your account. Do NOT close your browser as you will need to enter a verification code in the next screen.
a. Note the timer on the top of the screen. You have 10 minutes until your session will expire and prevent you from proceeding.
b. If your e-mail is incorrect then stop and contact your Quorum liaison to get your e-mail address changed.
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6. You will be sent an email from qcloud_account_manager@qbsol.com that contains a verification code that you will enter in the next step. The verification code will be in bold.
a. If you do not receive the e-mail then check your Junk or Spam folder. If the e-mail still does not come, please contact your internal IT department to help resolve any issues.
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7. Enter the verification code in the next screen as shown below.
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8. The next step will allow you to your unlock the account.
a. Unlock account:
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9. You will receive a notification on the website and through email that your account unlock has been completed successfully.
a. Select “Back to home” to go back to the https://qcpwmgr.qbsol.com home page.
b. Below is a sample of the notification that your account unlock has been completed successfully. [image: ]
c. Below is a sample of the email message that your account unlock has been completed successfully.
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10. Once you have unlocked account, navigate back to https://qcctx01.qbsol.com by selecting “Logon to QCLOUD Citrix” link.
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If unlocking your account encounters issues not related to e-mail, please speak to your Quorum point-of-contact so Quorum IT can resolve any issues.
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