SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS
CHANGING YOUR SASD NETWORK PASSWORD REMOTELY

If you need or want to change your SASD Network Password but you are traveling or not in the
building, you can change it remotely via the Web Mail. The following document will walk you
through the process.

When should you change your password?

You should change your password immediately if someone else knows your password OR if you
have had the same password for a long time.

This procedure only changes the password to log on to the SASD Network which is the same
password to access your email via the web browser (see the following example)

Microsoft®

Outlook'Web App

Security ( show explanation )

& This is a public or shared computer
© This is a private computer

[T Use the light version of Qutlook Web App

User name: |mstreit

Password: |®®ee®e

Connected to Microsoft Exchange
& 2010 Microsoft Corporation. All rights reserved.

Figure 1- Logon to SASD Network

Document Author: Rick Rava Page 1 Revised: 8/9/2011
X:\Tech\TechTips\GettingStarted\Changing Your SASD Network Password Remotely.docx



How Do | Change My Password?

Log into your Outlook Web EMail

Outlook'Web App

Security ( show explanation )

@ This is a public or shared computer
©  This is a private computer

™ use the light version of Qutlook Web App

User name: ‘”"St’e‘l |

Password:

Connected to Microsoft Exchange
© 2010 Microsoft Carporation. Al rights reserved.

25:22

This will bring you to the following sample screen:

~ Marnie Streit (Teacher - HS Health and Phys. Ed.) - Outlook Web App - Windows Internet Explorer

% L |g, https: /fmail savresd.arg/owal

=& x|

28

jl&l|§| |Z| I:f Live Search

File Edit ‘iew Favorites Tools Help

7 Favorites | S5 B Web dlice Galery » @ | Microsoft Qutlook Web Access &P hs250i02

| B -6 - O @ - Page- Click Here!

@ Marnie Streit {Teacher - HS Health and Phys. Ed.} - O... |

6DGE|OOk'WebApp sign out | Marnie Streit (Teacher - HS Hed

Mail > Inbox 8223 Items W Find Someone Options - @ -

‘ Fg”t“ New - Delete - Move- Fiter- View- & | Aygust Newsletter: Start the School Year -
Inbox (1137) [ o ) . : .
& Sentliems sesen e Halber 2 -]¥1 Off with Discovery Education I

Conversations by Date = Newest on Top

@ Deleted [tems (250)

geaiay = + Discovery Education [Dis.. @& & & adions-
a Marnie Streit (Teacher - HY  £) August Newsletter: Start... ¥ . : )
E Inbox (1137) Discovery Education 11:07 AM To: Marnie Streit (Teacher - HS Health and Phys, Ed.}
; Tuesday, August 08, 2011 11-07 AM
L2 Drafts (2] = marnie, Only 1 Week Lef... i o
@ Sent Items Arerican Stroke Association 10:40 AM =To help prot.ect}fnur privacy, some content in this message has been blocked. If
you're sure this message is from a trusted sender and you want to re-enable the
(& Deleted Items (250) 2 Abaca EPG Report for 08... blocked features, click here.
b A ASM Junk Mail Abaca Email Protection Gate... 10:05 AM
To view this email a5 a2 web page. go here
E3 Documents 4l Introducing THE SHOWS...
Ea Junk E-mail [23] Victoria's Secret 7:58 AM
}s] Motes
B RSS Feed [=1 $29 for $70 of Custom In...
e LivingSocial Deals 7:05 AM
E3 WorkIn Progress
[ Spread the word - Teach...
Jo-Ann Stores 4:38 AM
L4 Mail Yesterday
=l Nike drive and Run for R... o
% Calendar Douglas Ault (Teacher - HSH...  Mon 4:18 PM
Contacts 21 New results for Patrick ...
MyLife Mon 2:40 PM
@ Tasks
4 Skyward -
& public Flders Ethan Vargason (Staff - Tech... Mon 1131 AM o | - py o — [

Once you are in, click the Options icon in the upper right corner
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LA

PE Find
Options

Set Automatic Replies...

omeane Options = |
St

C Change Your fassword...
Create an Inbo®Rule..

i See All Options...

Click on Change Your Password

Change Password

Enter your current password, type a new password, and then type it again to
confirm it.

After saving, you might need to re-enter your user name and password and
sign in again. You'll be notified when your password has been changed
successfully.

Domainiuser name: SAYRESDYmstreit
Current password: seseee
MNew password: sssses

Confirm new password: ssssss

" Save

Enter your current password
Enter your password
Confirm your new password

Click on Save
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Microsoft*

Outlook' Web App

Your password has been changed. Click OK to sign in with your
new password.

Connected to Microsoft Exchange
2 2010 Microsoft Corporation. All rights reserved.

Click on OK
Log on with your new password — you are now all set

Remember, this will change your network password so when you return to a SASD facility
and use a SASD computer, you will log on the SASD Network using this new password.
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