SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

CHANGING YOUR SASDNETWORK PASSWORD
WHILE IN THE BUILDING

This handout goes over how to change your SASD bi&t\Wwassword.

When should you change your password?

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

Does this process change my GradeQuick password iy
Admin Plus password or my United Streaming passworgdetc.?

No — this procedure only changes the passwordgoioto the SASD network OR the password to
access your email via the web browser (see thevigllg 2 examples)

. Windows 7 professional

Figure 1- Logon to SASD Network
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Outlook' Web App

Security ( show explanation )

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

[T Use the light version of Outlook Web App

User name: ||

Password: |

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

Figure 2 - Logon to SASD Outlook Email from Web Bravser

How Do | Change My Password?

It's pretty easy — just log in to the SASD netw@rkhen press the CRTL-ALT-DEL keys:

< Lock this computer Click on Change a
S Passwor
< Change a password:s 7

< Start Task Manager

[
Cancel

. Windows 7 Professional

Click on Change a Password
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Enter old password here

L—

Enter new password here (both boxes

~

Enter your current password in the Old Passwold fie

Enter your new password in the New Password field
Enter your new password in the Confirm New field

Click on OK

Click on OK

From now on, if you are accessing the SASD netwywk, will need to use your new password OR
if you are accessing your email through the welwkes.
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