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Step 1: Accessing new PW homepage

Step 1:  Following the link provided in your email go to password homepage. If you see the below picture you were 
successful.  PW Homepage 

Step 2: Accessing “New Hire: Mosaic New Hire OnBoarding

https://acosta.service-now.com/$reset
SMendes
Cross-Out



 

This is new action is for new hires only who have not been provided a temporary password 

 

Step 1: From homepage click on link to New Hire: Mosaic Field New Hire Onboarding 

 

 

 
  

Step 2: Now select your domain. Acosta, Mosaic or External. You will need to select the domain/company area you are 

associated with. Mosaic Field employees should select Mosaic. 

 

 

Step 3:  Enter username that was provided to you in your welcome email that was provided to you & complete 

CAPTCHA.  

 



Step 3: Answering your personal security questions 

 

Employees will need to answer personal unique security questions to create new password  

Step 1: Enter your employee ID which was provided to you and your 2-digit day of birth (Example: June 15 1977). If day 

of birth is a single digit like the 7th put a zero in front. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4: Create a new Password  

Step 1: Following the password guidelines enter a secure password. Please do not share or write down your password 

for others to find. 

 

Step 2: Re-enter your secure password and click on “Reset Password” to submit. Once completed click on “homepage” 

to go back to the home screen where you will now need to complete your personalized security questions that will be 

used for password verification. 

 

 

 

 

 

 

 



Step 5: Creating security profile: picking your security questions.  
 

This is required for all employees to complete and will be used for verification for password management 

 

Step 1: Ensure you are on the Password management homepage PW Homepage 

 

 
 

  

Step 2: Click on Question button  

 

                                

 

Step 3:  You may be prompted to sign in.  
 Please sign in with your associated account (jdoe@Acosta.com John.Doe@Mosaic.com) and password 
 
 

                                                  

 

https://acosta.service-now.com/$reset
mailto:jdoe@Acosta.com
mailto:John.Doe@Mosaic.com


 

Step 4:  Select & answer 4 personal security questions.  
These questions will be used for verification so pick questions you will remember. Once done click submit. 

 

 

 

Important Notes to Remember: 

1. This process is only for employees who have not been provided a temporary password. If you have been provided on 
please go to changes password and follow those steps. 

2. To complete this you will need to have the information provided in your welcome email. 
3. This process is time sensitive and can only be completed one time. To change or reset your password after you’ve 

completed this step, please use those functions on password homepage. 
4. All employees must complete the security question set up once your password has been created. 

 

 


