-STOP-

Please read/print this page BEFORE making
any password changes.

Logon Message i x|

& “Your password will expire in 14 days. Do you want to change it now?

When you get the message ""Your password is about to
expire, do you wan't to change it now?"" Please DO Not click
OK, Click the X to close, then sign on to your computer as
you normally would using your current password.

When it's time to change any of your passwords, please make all your
passwords the same and change them at the same time.

Always change your Lotus Notes password first!Do NOT wait until your
password expires to do this!!!

Now follow these directions:

It is important that all your passwords all be the same and that they be
changed in the proper sequence or things will not work correctly!

e Here are some password guidlines:
0 Minimum length=8
0 Maximum length=14
0 Must have at least 1 number

» If you get a message that your password is not sufficiently complex enough try adding
one or more characters to it, but do not exceed 10 characters maximum or else the
AS/400 will not accept it.

Step 1: Lotus Notes is the FIRST password that must be changed,



here is how:

Double click the Lotus Notes lcon Sl

i

current (old) password.

and sign in to Notes using your

* Now Click on File > Security > User Security as shown below.
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* In the User Security window click on “*Change Password”:

ﬂ Yorkspace - Lotus Notes

File Edit view Create Help

O HIE- Il |

Address

User Security

=
€ ® Your Identity Marme
@8 & Identity of Others D File Li\diohle.d

@& = What Others Do 07/27/2015

|D File expiration date

48 ® Notes Data

& Mail

To change your password, click here

IF you think sameone knows your Notes password, olick here

¥ Login to Notes using vour operating system login

™ Logout (and lock Notes display) if vou haven't used Nates for

~ .

™ Dan'tlet administrator set Doming web/Intemet password to match Notes passward

¥ Dan't prompt for  password from other Motes-based programs [reduces security]

Fenew... |

' Change Password
Compromised Password
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* Type in your old password as shown in the window below:

Lotus Motes

Fazzword || | oK |
Foruger,  Dean R Rohleder/Haps LEC
Cahicel

* You will now enter your NEW password TWICE, as shown in the
example window below:

Change Password ? X

Change Your Password

Enter new password |

Re-enter new password |

Encryption Strength 64 bitRC2 A

Rules for creating a valid password

1. Minimum length: 8 Maximum length: 14
Minimum password quality: 7

w N

Minimum alpha character: Not Applicable
Minimum lower: Not Applicable  Minimum upperNot Applicable
Minimum numeric character: 1

Minimum special character: Not Applicable

4
5
6. Minimum unique character. Not Applicable
7. Minimum combination of character: Not Applicable
8. Maximum consecutive repeated character: Not Applicable
9. Can password contain user name? Yes

10. Cannot startwith : Not Applicable

11. Cannot end with : Not Applicable

12. Number of previous passwords that cannot be reused: 32

** Notes will change Domino web password to match your new password.

oK Cancel

You may or may not be asked if you want to change your Windows
Password. If you are asked...Click 'NO'.

If you get the message saying that your Windows password does not
match your Lotus Notes password and would you like to synchronize it.
Please click "No" or 'Cancel'.

If you get a message like the one shown below, click 'OK".

Unable ko set yvour Windows password successFully, You musk manually change your
Windows password ko match your new Motes passward.,




Step 2: If you have an AS/400 account you will need to change your AS/400
-Client Access password. If you do not have an AS/400 account set up, you
can skip this section and go to Step 3 where you will be show how to
change your Windows Network Password.

1. Open and sign on to any client access session by double-clicking

an icon similar to this: k&

* Sign-In using your (OLD) Password, press the <Enter> key.

* On most keyboards the <Enter> key is the lower right <Ctrl> key.

1 CISPLO4B 3 =181%]
Fie Edt Vew Com Actions Window Help

B DD A% B8] @] %% 2 8 el

System: ELLIS400

Display: CISPCO4B

(C) COPYRIGHT IBM CORP. 1980, 2002.
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2. Choose option 85 ‘Change your password’ from ‘Master Menu One’ Press
the <Enter or Ctrl> key.

= I CISPCO4E

File Edt Wiew Communication Actions Window Help
2% BlE] = ] 2] @] el

MENUAPPC Master Menu One 8/12/03
KAY 13:03:04
Select one of the following:

=& x|

11. Enter Payment VYouchers
. Personal To Do List

13. Enter/Update Inventory Items
21. Accounting Inquiry Menu

30. Tax Records Inquiry Menu New
35. Imaging System

41. View DARTS System Information
46. Appraiser’'s PP/0il/Gas

51. Appraiser’s Misc Menu

B3. Kansas CAMA System

58. Jury & Plugged/Active Menu
69. Emergency Operation Plan

72. PP Cross Reference

Selection or command
85

F3=Exit F1Z=Cancel

ff 1902 - Session succes;ﬁﬂ\ly started

. Personal Phone Directory

. Electronic File Cabinet

. Temporary Sign-off

. Change your password

. Information Assistant options

. Sign Off

. Report Routing Options

. Work with Printers

. Display Reports Ready to Print

[ a 20/009]



3. Just fill in the blanks using your "NEW" password in the bottom 2 fields
and press the <Enter or Ctrl> key.

15l x|

Flle Edit Yiew Communication Actions Window Help
B EE 2w BEm w v 2 o @le

Change Password

Password last changed . . . . . . . . . . : 08/12/03
Tuype choices, press Enter.

Current password .. . .. . & « o o 5 o5 o«

New password . . . . . . . . . . . . . .

New password (to verify) . . . . . . . .

F3=Exit F12=Cancel

A a 07/047|
=41 [1902 - Session successfully started =i i

Step 3: To change your windows/network password: Press Alt-Ctrl-Del on
your keyboard to bring up this window:

ﬂ“"":‘"‘_—h’ .
£y 'i}'i_:,;{.,?itl ‘computer:
< Switch User

< Log off

’E‘*Eha—ﬂ"i IQE & PassWOorC

.h;, -:%i -L-' sk Manaae

Click on 'Change Password' (Shown above) then in the next window, enter
your new password in both fields and click the Arrow.



biapsswod |

Newpassword |
Confimpesord |3

Now completely logout of this AS/400 session if it's open then Shutdown &
REBOOT your computer.

If you have followed these directions carefully you should now have all your
passwords changed.

If you are still having problems with any of these steps please call us in the
I.T. Dept. at 628-9435.

Click here to go to the top of this document



