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N-SCAD

5163 Duke Street

CHANGING YOUR NSCAD PASSWORD ON A

WinpDows COMPUTER

Note: If you use your email username and password to log in to your Windows computer, this will also

change your email and Web Advisor passwords.
1. Hit CTRL-ALT-DEL. The following window will appear:

Windows Security

Copyright © 1985-2001
Microsoft Corporation

Logon Information

Youareloggedonas v

Logon Date: 4/3/2007 9:27:43 PM

Use the Task Manager to close an application that is not responding.

Log Off...

i Loc§ Computer

Shut Down... ]

[ Change Password... ] I Task Manager ] [

Cancel ]

2. Click on the Change Password button. The window will change to the following:

Copyright ® 1985-2001

Microsoft Corporation

User name: I I

Log on to: | MNSCAD j

0Old Password: | |

New Password: |

Confirm New Password: |

| OK I Cancel
|

3. In the blank to the right of “Old Password:”, enter your current password.
4. Click on the blank to the right of “New Password:” and type in your new password.
5. Click on the blank to the right of “Confirm New Password:” and type in your new password again.
6. Click on OK.
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CHANGING YOUR NSCAD PAsSwORD ON A MAcC

Note: If you use your email username and password to log in to your Mac, this will also change your email
and Web Advisor passwords.

1. Open System Preferences, either by selecting #>>System Preferences...3 or by selecting it from your

Dock. A window similar to the following will appear:
(A ®) System Preferences

[<]>] (Showa ] a

Personal
- & M BH @ o Q@
Appearance Desktop & Dock Exposé & Language & Security Spotlight
Screen Saver Spaces Text
Hardware
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Fax Sound
Saver

Internet & Wireless

8 (&) g

2

— N (B
MobileMe Network Bluetooth Sharing
System
) . \ & =A ~ -

L ¢ H» B ¢ O @ @
Accounts Date & Time Parental Software Speech Startup Disk Time Machine Universal

Controls Update Access
Other
MacFUSE

2. Click on Accounts. The window will change to the following:

(X&) Accounts

(<[] (showai ] al

[ Password | Login Items |

\
N

" Change Password... |

ri;.

Full Name: .Sean Smith

- f‘] only MobileMe user name: [ Set...

Mobile account: [ Settings... 3

Address Book Card: (  Open... )
. . " Allow user to administer this computer
Q Login Options
B Click the lock to make changes. @

3. Click on Change Password. The window will change to the following:
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(&) Accounts

Show All Q

N-SCAD

Old password:

-
-}

New password: ?

vord...
—_

Verify:

Password hint:
(Recommended)

Cancel ) [ Change Password )

Mobile account: [ Settings...

Address Book Card: [ Open...

@ Login Options

i
| | Click the lock to make changes.

4. Inthe blank to the right of “Old password:”, enter your current password.
5. Click on the blank to the right of “New password:”. In that blank, enter your new password.
6. Click on the blank to the right of “Verify:”. In that blank, enter your new password again.

5163 Duke Street
Halifax, Nova Scotia, Canada B3] 3]6
902 444 9600 TEL, www.nscad.ca

Note: You will have to enter your new password in your mail client (Mac Mail, Entourage, Outlook) the next

time you attempt to access your mail if you stored it on your Mac.
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CHANGING YOUR NSCAD PAsswoRD USING
WEBMAIL

Note: If you use your email username and password to log in to your computer (Windows or Mac), this will
also change that password as well as your WebAdvisor password.

1. Open aweb browser such as Internet Explorer, Safari, or Firefox.

2. Go to https://mail.nscad.ns.ca and log in using your email username and password.

3. In the right upper corner of the page that appears, click on Options.

rJ Office Outlook Web Access This Folder 1 %)[ 0 () Address Book =[] Options =@ Log Off

2 X Tt x 2 > =% ISRV

4. The page will change to the following:

d =
|
Regional Settings Number of items to display per page:_ 20 18]
Messaging After moving or deleting an item: | open the nextitem %)
Junk E-Mail
4

() Automatically include my signature on outgoing messages

5. Click on Change Password in the column on the left. The page will change to the following:

J =
=
5| AN
Regional Settings Enter your existing password, type a new password, and then type it again to confirm it.
Messaging After saving, you may need to re-enter your credentials and log on again. You will be prompted by Outlook Web Access after your password has been changed successfully.
Junk E-Mail Domain\user name: NSCAD\demond
Calendar Old Password: |
Out of Office Assistant New Password:
Change Password Confirm New Password:

Enter your old password in the blank to the right of “Old Password:”.

Click on the blank to the right of “New Password:” and enter your new password.

Click on the blank to the right of “Confirm New Password:” and enter your new password again.

Click Save (on the top left to the right of “Mail”).

10. ADDITIONAL STEPS FOR MAC USERS:

Because this method of changing your password does not change your Keychain password, you will need
to perform the following additional steps:

a. InFinder, go to Go>>Applications as shown below:

v e N oo
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UNIVERSITY

er File

b. In the window that appears (which may look like the one below), select Utilities:

Edit View p e

Window Help

Back
Forward

= Computer

£l iDisk

/- Applications

1 Documents
S Utilities

Recent Folders

Co to Folder...

Select Startup Disk on Desktop

& Home {0 38H
4 Desktop %D
@ Network 08K

Connect to Server...

[LEGNG) (2] Applications O
¥ DEVICES 4| Date Modified Size
! Macintosh HD & iWeb 2010-03-17 8:01 PM 543.1 ME
El iDisk & Mail 2009-08-315:13 PM 77.5 ME
¥ SHARED {“ Microsoft Messenger 2010-08-25 9:17 AM 83.4 ME
® Al > Microsoft Office 2008 2010-11-03 10:11 AM --
- ~» Microsoft Silverlight 2010-11-04 9:31 AM 4 KE
¥ PLACES Parallels Desktop 2010-11-16 4:15 PM 54.5 ME
I Desktop W Photo Booth 2009-07-10 6:07 AM 8.5 ME
4 demond & Preview 2009-07-21 7:38 PM 34.9 ME
@ QuickTime Player 2009-05-20 7:10 PM 31 ME
Ei] Documents s Remote Desktop Connection 2010-08-25 1:16 PM 17.6 M
] ER @ safari 2009-05-21 7:20 PM 56.2M
(D) Today S Skype 2010-10-29 4:28 AM 74.7 M
() Yesterday Stickies 2009-05-19 2:28 AM 6 M|
(©) Past Week B3 System Preferences 2009-07-10 4:06 AM 1.9 M
/ TextEdit 2009-07-09 9:25 PM 16.3 M
(5] All Images .
A @ Time Machine 2009-09-01 7:37 PM 479 KE ,
@ All Movies
> B3 Utilities 2010-03-17 7:49 PM -5
(2] All Documents s
- - 4
.4 1 of 38 selected, 212.18 GB available 4
c¢. Inthe window that appears (which may look like the one below), select Keychain Access:
8006 Utilities o
L) = @0 Q
v DEVICES ~ Name . 4 Date Modified Size
1 Macintosh HD & Console 2009-04-06 9:42 PM 7ME
g iDisk @ DigitalColor Meter 2009-05-28 2:06 AM 1.4 ME
£+ Disk Utility 2009-09-03 7:17 PM 31.3 ME
¥ SHARED — .
@ Al Exposé 2009-09-01 7:37 PM 479 KE
- " Grab 2009-05-18 11:12 PM 1.7 ME
¥ PLACES @ Grapher 2009-04-06 9:42 PM 29.8 ME
B Desktop [ Java Preferences 2009-05-28 9:39 PM 827 KE
&Y demond 7 Keychain Access 2009-08-27 5:43 PM 9.5 ME
1/5! Applications % Migration Assistant 2009-07-10 5:21 AM 3.7 ME|
B] Documents @ Network Utility 2009-07-09 11:02 PM 2.4 Mg
v SEARCH FOR \Q Podcast_(;apture 2009-07-21 7:51 PM 10.1 M|
(L) Today * RAID Utility 2009-09-03 7:12 PM 6 ME|
. 2 Remote Install Mac OS X 2009-05-18 11:13 PM 2.1 M|
(1) Yesterday
= = Spaces 2009-09-01 7:37 PM 426 KE|
L) Past Week -
= System Profiler 2009-05-19 2:53 AM 5.5 ME U
[:El All Images . ) B
B Terminal 2009-07-09 11:00 PM 18.9 ME
@ VoiceOver Utility 2009-07-21 7:30 PM 9.7 ME v
(2] All Documents P= D y< 1>
A — - 4
® 1 of 25 selected, 212.18 GB available 4

d. Select the login keychain from the list in the upper left of the window that appears:
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e. Select Edit>> Change Password for Keychain "login”. If the keychain is locked, type your old pass-

word to unlock it.

® Keychain Access File J[[J View Window Help @
®e00

J,LP Click to lock the login keychain. Q

Keychains

&' login

& Micr...ertificates
& System

O] System Root:
vetem Roots Select Al %A
Name. Keychain
Keychain List &L
Change Settings for Keychain “login”

Category

Find X &F

A Allltems

.. Passwords Special Characters... X&8T

Secure Notes

E] My Certificates

T Keys

- Certificates

0 items 4

f.  The following window will appear:

Enter a new password for the keychain “login.”

Current Password: |
New Password: 7 ?

Verify:

Password Strength: Weak

Details

©) “Cancel ) [ OK

Click on the blank to the right of “Current Password:” and enter your old email password.
Click on the blank to the right of “New Password:” and enter your new email password.

i.  Click on the blank to the right of “Verify:” and enter your new email password.

j. Click on OK.

SRS
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