Using Outlook Web Access (OWA) to change your
Windows password

It’s now possible to change your Windows network password using OWA if either
your Windows password has expired or you simply wish to change it to something
more memorable.

See the following sections for instructions on how to change your Windows
password:-

e My Windows password has expired how do I change it?

e How do I change my Windows password to something more memorable?




My Windows password has expired how do | change it?

Upon logging into the web mail service you are re-directed to the Internet Service
Manager screen (figl.) instead of your mailbox.
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Enter the following:

Account = Windows username (in the format username @nifcoeu.com)
Old password = your current Windows password

New password = the new password

Confirm new password = retype to confirm your new password

The screen should now be completed as per fig2.
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Upon clicking OK you will be presented with a request to re-enter your old/original
password; as you have not actually changed the password yet. Your new password is
not active until you receive the “password successfully changed” screen (fig4. ).
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You will now receive the “password successfully changed” screen (fig4.)
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Your Windows password has now been successfully changed, click the hyperlink
shown at the bottom of the “password successfully changed” screen.

You are now returned back to the initial web mail login screen, where you can login
with your new Windows password.



How do | change my Windows password to something more
memorable?

Once you have logged into the web mail service, select the “options” button from the
left hand window pane,

Scroll down to the bottom of the options page where you will find a section marked
“Password”,

Click the “Change Password” button (figl.),
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You may now be prompted to enter your username and current password into the
respective fields; enter your username in the format “nifcoeu.com\username”, shown

in (fig2.)
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The Internet Service Manager screen now displays in a new window (fig3.).
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Click OK to request the password change,
Your new password is not active until you receive the “password successfully
changed” screen (fig4.)
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Your new password is now active.




