Passwords and E-Mail

Password Requirements:

- Passwords reset every 90 days

- Minimum password length is 6 characters

- Users cannot use the last 5 passwords previously used

- Allowed password attempts is 5. On the fifth attempt, the username is locked.

- Username lock duration is only 5 minutes, unless you keep trying and then the unlock timer
will keep getting reset to 5 minutes.

- When passwords are reset or new usernames are created, the default password will be
“password”. Users will be prompted to change on first login.

- Passwords are always in sync with your E-Mail, Wireless Access and Computer Account
logins.

Change your password when logged in:

- Anyone besides students have the option to change their own password at any time as long
as they can log into a desktop. To do so, log into any desktop. Press the Ctrl + Alt + Delete
keys at the same time. You will get the following screen.

< Lock this computer
<> Switch User

< Log off

< Change a password...

< Start Task Manager

} Cancel |

. Windows 7 Professional




- Click the “Change a password...” link and you will get the following screen

‘ CSDFM\emailaccount

Old password

‘ New password =i

l Confirm password

Log on to: CSDFM ;'
How doIlog on to another domain?

T Cancel |

. Windows 7 Professional

- When the forward arrow is clicked, the password is changed. It is suggested that you log off
and log back in again for the system to work optimally.



Reset password on E-Mail Server web page:

- Loginto email server web page with current email username and password

&url=h O ~ @ C || @7 Outlook Web App x

emailaccount

Password:

password| P

® signin




Once entered, you will see the change password screen. In this screen, be sure to add
csdfm\ to the username.

Click “submit” once everything is filled out correctly.

NOTE: If this is not done correctly, the changing of the password will not work and if done 5
times will lock out the username.

1=/owa/autl O ~ @ C || @ Outlook Web App * ﬁ??

Connetquot Webmail

change password

Your password has expired and you need to change it before
you sign in to Outlook Web App.

Domain\user name:

csdfm\emailaccount

Current password:

® submit




- If done correctly, this will be your next screen.

L~ & ¢ | @ outlook Web App x ﬁ?

Connetquot Webmail

Your password has been changed. Click OK to sign in with your new
password.

® ok

- You can also change your password once you are logged into your email account. To do this
click on the Gear in the top right corner of the page and click on “Change password”
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B3 Outlook Web App Mail Calendar People Tasks [ZUCTINCSTUGNE o B4
) Refresh
@® new mail P search Mail and People
Set automatic replies
INBOX CONVERSATIONS 8 DATE + Display setings
« all unread tome flagged Manage apps
4 Favorites Offline settings
Inbox Change theme
Sent ltems Change password
Drafts Options.

4 Email Account
Inbox
Drafts
Sent Items
Deleted ltems
Junk Email

There are no items to There are no items to show in this view.
Notes show in this view.
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Follow the prompts to change your password.
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% Outlook Web App Email Account ~ 2~

options mail calendar regional password

account change password
organize emai Enter your current password, type a new password, and then type it again to confirm it.
groups

After saving, you might need to re-enter your user name and password and sign in again. You'll be notified when your password has been changed successfully.
site mailboxes
settings

Domain\user name:

phone Current password:

block or allow New password: I—l

save



