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 Go to “Profile”. 

 Click on “Change Password”. (MUST be done when you first log in). 

 The temporary password is: “password”. 

 Enter in a new password. 

 DO NOT share your log in information with anyone. 

 Note: Your information is already in the system, however, this is where you are able to 

change your personal information if needed in the future.  

How to Change Temporary Password to Permanent Password 

 

Password Requirements: 

 At least 8 characters long 

 Contains both letters and numbers 

 Not a variation of your username 

 Not a repeat of a previous password 

These characters are not allowed: < > ' " 
Passwords are case-sensitive. 


