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PASSWORD INSTRUCTIONS 
 
This guide will walk you through the steps to obtain your Password, change your Password, configure 
your Password information, and retrieve a forgotten Password in the PeopleSoft system.   

 
CURRENT EMPLOYEE 
 
If you are an SDSU employee and need your PeopleSoft account information and Password, please 
contact the BIS Help Desk at (619) 594-0899. It is very important that you change your Password as soon 
as you log-in for the first time.  More information can be found on the following website: 
http://bfa.sdsu.edu/~hcm/accountaccess.htm.   
 
 

CHANGE PASSWORD 
 
Follow the steps below to change your Password. 
 
Navigation:   Menu > Change My Password 

Processing Steps PeopleSoft Page 

• Log into the 
PeopleSoft system 
with your User ID 
and Password. 

• Click the Change 
My Password link 
to change your 
Password. 
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CHANGE PASSWORD (CONT.) 
 

Processing Steps PeopleSoft Page 

The Change 
Password page 
displays.   
• Enter your Current 

Password, New 
Password and 
Confirm 
Password. 

• When finished, 
click on the 
Change 
Password button. 

 
 

 
Password requirements 

 If this is your very first time logging into the system, it will prompt you to change 
your Password 

 Your Password will expire every 60 days 
 There will be no warning for Password expiration but the system will prompt you to 

change your Password at the time it expires 
 There are 3 maximum log-in attempts before your account will be locked 
 If your account is locked, you will need to call the Help Desk at x4-0899 to have 

your Password reset 
 The minimum Password length is 8 characters  
 Passwords should contain at least one number 
 Passwords should contain at least one special character (e.g.,  ‘/’, ‘@’…) 
 Passwords are case sensitive 
 The same Password cannot be reused 

 

The system will prompt 
you that your new 
Password is saved. 
• Click OK. 
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CHANGE PASSWORD (CONT.) 
 

Processing Steps PeopleSoft Page 

• Sign Out and sign 
back into the 
system to enable 
your new 
Password. 

Congratulations!  You 
have successfully 
changed your 
Password!  

 

 
 
 
 
 
 
 
 
 
 
 

 
CHANGE EXPIRED PASSWORD 
 
Your PeopleSoft Password will expire every 60 days and you will be prompted to change your Password 
the next time you log into the system.  Follow the steps below to change your expired Password. 
 

Processing Steps PeopleSoft Page 

• Log into the 
PeopleSoft system 
with your User ID 
and Password. 

• Click on the Click 
here to change 
your password 
link and follow the 
steps above to 
change your 
expired Password.  
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CONFIGURE PASSWORD INFORMATION 
 
You have the ability to configure Password “help” in the PeopleSoft system, which enables the system to 
email you a new Password in the event that you have forgotten your Password.  Follow the steps below 
to configure your Password help question.  
 
Navigation:   Menu > My System Profile 
 

Processing Steps PeopleSoft Page 

• Log into the 
PeopleSoft system 
with your User ID 
and Password. 

• Click the My 
System Profile  
link to change your 
Password. 
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CONFIGURE PASSWORD INFORMATION (CONT.) 
 

Processing Steps PeopleSoft Page 

The General Profile 
information page 
displays.   
• Click on Change 

or set up 
forgotten 
password help. 

 
 

 
The Change or set up 
forgotten password 
help page displays. 
• Choose a question 

from the drop down 
list and enter your 
response.   

• Click OK to save. 
Congratulations!  You 
have successfully 
configured your forgot 
Password Help!  
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FORGOTTEN PASSWORD? (CONT.) 
 
If you have forgotten your Password, and have set up your Password help question, click on the Forgot 
your password? link on the log-in page.   
 

Processing Steps PeopleSoft Page 

• Click on the 
Forgot your 
password? link. 

 
 

 
The Forgot My 
Password page 
displays. 
• Enter your User ID 

and click 
Continue.   
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FORGOTTEN PASSWORD? (CONT.) 
 

Processing Steps PeopleSoft Page 

You will receive an 
email with a new 
Password. 
 

 

• Close the Internet 
Explorer window 
and open a new 
PeopleSoft 
session. 

• Log into the 
system with the 
Password that was 
emailed to you.  
For security 
purposes, change 
your password as 
soon as you log in. 

Congratulations!  You 
have successfully 
retrieved your forgotten 
Password!  
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