Setting up and Managing Accounts
6.3 Changing Logins and Passwords
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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
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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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Organizafions Hester Rodriguez: Edit Details
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Courtesy Title v
First Name | Hester
Last Name | Rodriguez
Middle Name/Initial
Suffix @
Student Identifier = (FEATURE PENDING!)

Email @  billcope@iliinois.edu
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Time Zone | (GMT-06:00) Central Time (US & Car ¥ \

ORGANIZATIONS/ROLES
Search for an Organization or Create an Organization
Organization Role Seat
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« Remove All Organizations

Permissions L This user has access to Publisher.

USERNAME/PASSWORD

Username | hester.rodriguez

Password

will overwrite the cu password

ters, at least one lette

and number, no spaces.

Send this user an email to reset their password.

» Login as User

X Delete User

Save Changes or Continue Without Saving

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.



