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Unlocking a WITS User 

To unlock a WITS user, the user must have either the Staff Administrator role or the Human 
Resources (Full Access) role attribute.  If the Agency/Staff List menu pick is displayed, the user 
has one of the Staff Administration role attributes (Human Resources, Staff Management, Reset 
Logon). 

1. From the Home Tab in the Left Menu, select the New Agency and New Facility. 
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2. Click on Agency and then Staff Members in the Left Menu. 

 

 

3. Use the Search Bar to locate the User. Hover over the three-dot menu and select View 
Profile. 
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4. The new system automatically defaults the Profile menu to Editing. 
5. Click Enable  to unlock the account due to too many failed login attempts. 
6. Click Release Agency to unlock an account that was locked by the agency administrator. 

 

7. A verification screen will pop up.  Click on Release Lock to perform the action. 
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8. A green bar will appear on the next screen, indicating the “Release Agency Lock was 
successful”. 

 

9. Click on the System Administration and System Accounts on the Left Menu Pick. 

 

10. Use the Search Bar to locate the User. Hover over the three-dot menu and select View 
Profile. 

 

 

11. The system will default to Done Editing. Click the Editing button to Edit. 
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12. Click on Enable. 

 

 

 

If you have any question, please email DOH.ADAD.WITSHELP@doh.hawaii.gov. 

 


