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1 – Have the individual log on with their current password.

2 – From the main screen at logon, there are six (6) options available in the upper right hand portion of the screen.  Select the “Personalize” option.  (Fig 1-1)
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Fig 1-1

3 – In the right hand column of options, under the “Passwords:” heading, is a link that will take you to the Change Logon Password screen.  (Fig 1-2)
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Fig 1-2

4 – At this screen, you will need to enter the current password, and then the new password.  You will also need to verify the new password by typing  it in a second time.  Once done, press the “OK” button.  (Fig 1-3)
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Fig 1-3
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5 – You will be taken back to screen in Fig 1-4.  Press the “OK” button on that screen, and you’ll be taken back to the main logon screen.  You’re password has been changed.






Fig 1-4
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Modify your default settings

¥ Show Newsltem descriptions
I Show hidden entries

¥ Show Newsltems in the tree
Launch Newsltems:

Maximized in the windaw 7|

User ID:
Sanbor, Theane
Password
Change logon password
User class:

<All user classes> ]

Personalize Upfront for Sanborn, Theone

Locale:
English (United States) <

Language:
English <

Time zone:

(GMT) Greemvich Mean Time; Dublin, Edinburgh, London, Lisbon =]

I Daylight saving time in effect

Time style:
24hour (225900) )
Theme:

standard =

NI

&1 Done

Internet
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Enter your current and new logon passwords

Current passwort

New password
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