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Introduction

This process guide details the steps to change you own user password.

Process Prerequisites/Assumptions

Prerequisite/Assumption Detail

None

Last Revised: 8/29/2006 Page 1 of 4



Change My Password

Processing Steps

PeopleSoft 8.9 Application Menu — Change My Password

DRAFT

Processing Steps

Screen Shot

e Logontothe
PeopleSoft
Application with
your User ID and
Password

e Select and click on
the Change My
Password
hyperlink

PeopleSoft.
Menu B

Search:
)

L= My Fawvorites

[ 5L 3A Baseline

[ TS Temp Faculty

[ Self Service

[ Manager Self Service

[ Recruiting

[ WWorkforce Administration

[ Benefits

[> Compensation

[ Tirme and Labaor

[= Payrall far Marth America

[> Global Payroll & Absence
gt

= Payrall Interface

[ Wwaorkforce Developrment

[ Organizational Development

[= Wwarkforce Manitaring

[ Fension

[ SetUp HRMS

[ Setlp SACR

[ Wwarklist

[> Tree Manager

[ Reporting Tools

[ Z5L Security Reports

[ PeopleTools

— CSU D Search

===

=

— My Personalzatons

— My Dictionary
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Change Password

DRAFT

Processing Steps

Screen Shot

e The Change
Password page
displays.

e Enter your current
password and your
new password

e To confirm your

enter your new
password again in
the Confirm
Password field

e When done, click
on the

Change Passward |
button

new password, _—

PeopleSoft.
Menu @

Search:
[ Wy Favorites

ermnp Faculty
[ Self Service
[> Manager Self Service
[> Recruiting
[ Wiarkfarce Administration
[» Benefits
[ Compensation
[ Tirme and Labaor
[> Payroll far Marth America
[» Glohal Payroll & Absence
Mgrmt
[> Payroll Interface
[ Warkforce Development
[ Organizational Develapment
[ Wiarkforce Monitaring
[ Pension
[» Set Up HRMS
[» et Up SACR
[+ Wiorklist
[> Tree Manager
[ Reporing Toaols
[» 8L Security Reparts
[ PeopleToaols
— S D Search

— My Personalizations

— My Dictionary

Note: Password requirements

|y Change Password

User I0: JMNMENTER1

Description:  Jennifer Venter, TEST USER PRO

*Current Password: |

*New Password: |

*Confirm Password: |

Change Password |

<% 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

% Minimum length of password is eight
% Password should contain at least one number
= Password should contain at least one special character. (For example: '/,

‘@'...)

%+ Password is case sensitive
% Same password cannot be reused
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e The system will

prompt you that Password Saved

your new password

is saved V Your password has successfully been changed.
e Click OK

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

e To sign off the
system click on the
Sign out hyperlink

e Sign on to the
system with your
new password

3 Employee-facing registry content - Microzoft Internet Exzplorer

Note: File Edit ‘View Favoites Tools  Help
You can also sign off Mew M| @y Seach (G Favortes (% | By S 2 S 4
the system by closing Open... Cir+0

ate. edu/psp/HSDTRN/EMPLOYEE HRMS /h/ tab=DEFAULT

your |IE Browser. Click Eeli e
File on the IE Brower | | S 00

menu on top of the Savess..
screen and click Page Setup...
Close. Frint... Clrl+P
. : — ]
Print Prewview...
Send 3

e This completes the
Irmport and Expart....

Change My
Password Froperties
process. whork, Offline

Cloze

[+ Recruiting
[= Workforce Administration
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