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)

Outlook'Web App
] o |

Password:

® signin

Figure 1- Logon to SASD Network
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How Do | Change My Password?

Log into your Outlook Web EMail

L . . Click Here!
This will bring you to the following sample screen:

ﬂi Outlock Web App (M Mail Calendar People Tasks hstestsl - | ol
@ new mail P search Mail and Peaple Recess Day
INBOX CONVERSATIONS BY DATE v € REPLY €€ REPLYALL =3 FORWARD ==
« all unread tome flagged . 3
Courtney Grunza (Teacher - HS Learning Support) e
Favorites 5/27/2015 T
4 P ~ Wed 5/27/2015 7:58 AM
Inbox 806
¥ Courtney Grunza (Teache ! xPr
Sent It :
it tems s 52772015 To: Group HS Students;
Deleted Items 1 RECESS DAY! STUDENTS: § Recess Day will take plac... ) )
& This message was sent with High importance,
Kent Muench (Teacher - HS Libral
AY?!
4 == Library Schedule this week 5/18/2015 RECESS DAY!
Inbox 806 Tuesday: Closed in the moming until testing is comp... STUDENTS:
Drafts [3] - i . . . . :
Kent Muench (Teacher - HS Libral =-  Recess Day will take place this Friday, May 29 during 3%-9* period
Sent Items End of the year 5/15/2015 - - N
As you all know the end of the school year is fast ap...
Deleted Items 1 =  If your class is participating and vou are not on the ineligibility list you may pav
Junk E-Mail Kara Cochi (Teacher - HS Math) $1.00 to go out onto the football field/stadium area. You must stay in that
1st Annual Alumni Basketball Game 5/15/2015 designated area.
Naotes It's official! The first annual Sayre High School Alumn...
RSS Feeds Kara Cochi (Teacher - HS Math) = Cost: $1 per period OR $3 for the entire dav (hand stamped)

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

hstestsl - | o3

Refresh

i

s

Set automatic replies

'L Display settings -
Manage apps ad
Offline settings
Change theme

Change passwaord {t"’]
Options

Click on Change Your Password
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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.

Domain‘\user name:

Current password: sssss
Mew password sssse
Confirm new password: -

Enter your current password

Enter your password
Confirm your new password

Click on Save

Microsoft

Outlook'Web App

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

NEW passwo rd.

Connected to Microsoft Exchange

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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