Password Power
How you can take charge of your passwords

NOVELL PASSWORDS
1. Your primary password is your Novell password. It is the one you use to log in each day when you turn
on your computer. In almost all cases, when you change your Novell password your GroupWise
and eGrade passwords will also be changed automatically after about 10-15 minutes. CMS
password will need to be changed by you when you enter the system.

2. Follow the steps below if you forget your password or cannot log in with what you think is your
password:

+«+ Call the helpdesk at 7700. They will ask you some questions to verify who you are. Then they will
reset the password and give you a new default password. It is not safe to keep the default password
since someone could easily guess it and access your records. Log in with the default password and
immediately change to a new one that meets the 8 character guidelines below:

Use at least 8 characters.

One must be a capital letter.

One must be a number.

One must be a special character from the top row of the keyboard.

Parentheses are not allowed.

The special character cannot be the first letter of the password.

Samples: Good2go! Timedyou? 182much! High5lok Tsunami3*

ANANENENENENEN

3. What to do when you remember your Novell password, but you want to change it to match another
password you have. In almost all cases, when you change your Novell password your GroupWise
password will also be changed automatically after about 10-15 minutes.

¢ Log in with your current password.

+«+ Hold down the Ctrl and Alt keys and tap the D key. (Ctrl-Alt-D)

¢ Click Change Password.

+«+ Enter your old password and press the TAB key.

¢ Enter your new password and press the TAB key.

+«+ Confirm your new password and hit the TAB key.

% Click OK.

+«+ If you are successful, you will see a message that says ““Passwords for all selected resources
were successfully changed.”

< If not, follow the prompts on the screen to correct any problems.



CMS PASSWORDS
1. Open your CMS account and select My Settings in the upper right hand corner.
2. Select the Change Password tab and followsle instructions.

M My Settings: Change Password - SchoolNet - Microsoft Internet Explorer provided by Northside ! S.D. |ZHE|E|
: Links @ Customize Links @ windows || Windows Media @ Hobbey Web @ Gradespeed @ Course eGRADE [2007- 208 @ CMS Login @ CIT Links @ MISD eLearning @ Tech Proposal » ",'
© File Edt View Favorites Tools |Help
: \ ®) . ! S, R
Qe © NEAG Lo Frrene @ B- LB LS
: Address ‘@ https ) fnisd . schoalnet  com,/Us rSettlngs.aspx?contro\=~;’SchoDINet,iMySatt\ngsControIs,l’ChangePasswordCDntrol.ascx&referrer=https“/oSaﬂfoZFD.foZﬂMo\net.cDm“fozfmyschoo\netD.fto b ‘ G0
] Google [G |60 b2 B~ % Bookmarksw Eh19blocked B check v - ¥ (e sendtow \ () settings @ -
b
ﬁ Northside Indepenpdent School District
Iy S c—
™ My SchoolNet [ Outreach " Adcount H Align I Log Ot - by Settings
H . Help
My Settings: Change Password e
Change
Infarmation Retification Password

Pazsward Settings

Username: el12443

Confirm Password: l:l

[ Change Password I

A

@ é ‘jLoca\ intranet




GROUPWISE PASSWORDS
This is your e-mail password.

1. Follow the step below if you forget your password or cannot log in with what you think is your
password:

v" Call the helpdesk at 7700. They will ask you some questions to verify who you are. Then they
will reset the password and give you a new default password. It is not safe to keep the default
password since someone could easily guess it and access your records.

2. If you remember your password and want to change it to match other passwords, follow the steps
below:

» Open GroupWise and select Tools > Options.

» Double click the Security icon.
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1. Enter your old password. 2. Enter your new password and press TAB.
Press TAB. 3. Enter your new password to confirm and press

TAB.



LotusNotes or PDAS Online PASSWORDS

PDAS Online is a LotusNotes account. Most users have only one LotusNotes account, but some of you may
have another. Please be aware that, if you have a second LotusNotes account (such as GT), changing the
password for one account also changes it for the other(s). The default password for LotusNotes is the first
four letters of your last name in all caps and the last four digits of your social security number. Example:
John Smith has a social security number of 432-87-4567.

His LotusNotes password would be SMIT4567

1. Follow the step below if you forget your password or cannot log in with what you think is your
password:
v" Call the helpdesk at 7700. They will ask you some questions to verify who you are. Then they will
reset the password and give you a new default password. It is not safe to keep the default password
since someone could easily guess it and access your records.

2. If you remember your password and want to change it to match other passwords, follow the steps
below:
%+ Go to the NISD page. Click Intranet. Click Online PDAS on the right.
< Click Enter the PDAS System.

Enter the PDAS System II

Enter the PGP System II

Display User Manuals II

Search for Employee 1D II

¢+ Enter your e number as the username.
Be sure to use a lowercase e. Example: e012245
Enter your password. Click Login.

Advancing the Effective
Use of Technology in Education

NISD Technology Services
Lotus Notes Web Access

Usermame:

Password:

tus Notes Web Applications: Administrative Regulati Ci lor Evaluati
ade2 Probl GT Prof Devlog Online PDAS, Nisd Calendar, Nisd Facility
age, Special Ed Microfilm, Staff Development, Student Activity Fund, Student
ofiles, Workers Compensation Form

¢ On the left side of the screen under the Intranet button, E— click change
password. T E—

¢+ Enter your old password and click Confirm. Intranet
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