
How to Change Your IFAS Password
[bookmark: _GoBack]In order to change your password, you must be able to successfully log in to IFAS. If you cannot do this, call the MIS Help Line (6-5900) for assistance.

The procedure to follow for changing your password depends on the type of account that was created for you. If you use the PC client (variously referred to as Insight, the thick client, or the chunky client) to access IFAS, go to the section "Changing your Insight Password". If you use Internet Explorer (the web browser) to access IFAS, go to the strange looking icon on the IFAS toolbar and look for the "Change Password" option. If you can see the option (Fig. 1), go to the section "Changing Your 7i Password". 
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Figure 1

If you cannot see the "Change Password" option (Fig. 2), go to the section "Changing Your Insight Password."

[image: ]

Figure 2


Changing Your 7i Password
After successfully logging in to IFAS, select "Strange looking icon > Change Password" (Fig. 1). You will be presented with a dialog box (Fig. 3) where you must enter your old password, then the new password you want to use (twice). The password you enter is not case sensitive.
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Figure 3

Once you have entered the information, click on the "OK" button.


Changing Your Insight Password
After successfully logging in to IFAS, select "File > Special > Execute Host Command" (Fig. 4). 
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Figure 4


You will be presented with a dialog where you will type in "passwd" (all lower case – see Fig. 5), then click on the "OK" button.
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Figure 5


You will now be presented with the Insight output window (Fig. 6), where you will enter your current ("old") password, then new password twice. Since you are actually changing your Unix password, the requirements are more stringent, and your password is case sensitive.
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Figure 6


Note that as you type in both your old and new passwords, no characters are echoed to the screen. If your new password does not meet the Unix requirements, you will be notified as such (Fig. 7), and prompted to reenter your new password. The requirements are as follows:
· It must be at least 8 characters long
· It must differ from your previous password by at least 3 characters
· It must contain at least 1 uppercase character
· It must contain at least 1 lowercase character
· It must contain at least 1 digit
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Figure 7
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