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Setting	up	and	Managing	Accounts	
6.3	Changing	Logins	and	Passwords		

	
6.3.1:	To	change	a	log	in	or	password,	hover	over	your	name	where	it	says	“Logged	in	as….”	in	the	top	right	of	the	
screen.	Select	“Admin	Tools”	in	the	pull	down	menu.	
	

	
6.3.2:	In	the	“Admin	Tools”,	select	“Manage	Accounts”.	Type	in	the	name.	Then	select	it	when	it	appears	in	the	menu.		
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6.3.3:	Change	a	log	in	and/or	password	under	Username/Password.	Then	save	the	changes.		
	
6.3.4:	Where	students	do	not	have	individual	email	addresses,	see	6.1.5:	Creating	Student	Accounts	in	Admin	Tools.	

	
	


