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Introduction

This process guide details the steps to change your password when it expires or if this is your first night
logging into the system.

Process Prerequisites/Assumptions

Prerequisite/Assumption Detail

None
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PeopleSoft 8.9 Application Menu — Change Expired Password

Processing Steps

Screen Shot

Log on to the
PeopleSoft
Application with
your User ID and
Password

If this is your first
time logging on to
the system or if
your password
expired, the
system will prompt
you to change your
password

Click on the Click

here to change

your password
hyperlink

PeopleSoft.

Your password has expired.

Click here to change your password.

Change Password

Processing Steps

Screen Shot

The Change
Password page
displays.

Enter your current
password and your
new password

To confirm your
new password,
enter your new
password again in
the Confirm
Password field

When done, click
on the

Change Passward |
button

PeopleSoft. R

Change Password

ser 10 TCHAR

Description: Theresa Chan, COracle

*Current Password: |

*New Password: |

*Confirm Password: |

Change Password |
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Note: Password requirements

<+ If thisis your very first time logging on to the system, it will prompt you to
change your password

% Your password will expire in 60 days

%+ There will be no warning for password expiration but the system will prompt
you to change your password

== Maximum log on attempts is three before your account will be locked and
you will need to call the Helpdesk to have your password reset

4+ Minimum length of password is eight

=% Password should contain at least one number

=+ Password should contain at least one special character. (For example: '/,
‘@...)

4+ Password is case sensitive

% Same password cannot be reused

e The system will

prompt you that Password Saved

your new password

is saved V Your passward has successfully heen changed.
e Click OK

e Now you have to
log off and sign
back on to the
system

Home

e To sign off the
system click on the
Sign out hyperlink
on the top right
page

e Signon to the
system again with
your new password

/2 E mployee-facing registry content - Microsoft Internet Explorer

File Edit ‘iew Fawortes Tools  Help

Mew b | Q) Search [l Favortes £ | - S = =
Note: Open... Clrl+0
: B ate edu/psp/HSDTRNEMPLOYEE /HRMS /h/ Ptab=DEFAULT
the system by closing Save fs...
your |E Browser. Click =
X age Setup...
File on the IE Brower Frint Chl+F
S =
menu on top of the Print Preview...
screen and click
| Send ]
Close. Import and Export...
Properties
e This completes the otk Offline
Change My Hose
Password [ Recruiting
process. [ Workforce Administration
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