How to Change Members’ Passwords

When the Website Committee adds a new user, a password will be assigned with the format of “nccsd” + two-letter state abbreviation. For example, nccsdWA. If the user needs or wants a new password, the user is able to change their own password. If a user wants an Administrator to update their password, that will be done by assigning the previous, original password plus “2.” For example, nccsdWA2. Instructions below include how the user will make their own changes and how an administrator will make the change. 

User Changes Their Own Password

· The user will go to their profile by clicking “Edit My Profile.”
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· The user will then click “Generate Password” 
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· The user will enter their new password, and click the “Confirm use of weak password” box.
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· Clicking “Update User” will activate the changes.
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· The user will then receive an email stating their password has been changed. 
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Web Committee Administrator Changes a Password

· On the Dashboard, go to Users > All Users.
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· Locate the user’s name and click Edit.
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· Scroll towards the bottom of the page and click Generate Password.
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· Enter the new password. Use the format of “nccsd” + the two-letter state abbreviation + “2” and check the “Confirm use of weak password” box. 
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· To activate the changes, click Update User. 
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· [bookmark: _GoBack]The user will then receive an email that the password has been changed. 
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