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Changing Your Password

Changing YourPassword Overview

Your Payroll & Financial Center password is not the same as your network password. You will
be prompted every 90 days to change your Payroll & Financial Center password , or you may
decide to change it on your own. To maintain system security, change your password regularly.

Note: Changing your Payroll & Financial Center password does not change your password for
the other systems on LINK. You will need to maintain all of your passwords seperately.

Changing Your Password Lesson

Procedure

In this lesson you will learn the steps to take to change your password in the Payroll & Financial
Center .

ORACLE" 0 EDwaRDS ENTERPRISEONE k3 'M; e

EnterpriseOne Menu =0
Open Applications
You have no running applications

Open New Window These links will always be at the left of your screens, no matter what application you are using.

Welcome!

The Enterprise0One Menu contains several links to the applications

You can also hide the menu when you need more space for your work
[ Favorites

[» State of Nebraska

— My System Profile

[» Roles

I Actions

I Preferences

7 Trusted sites fy v H0om v

Step Action

1. Click the Actions link.

2. Click the My System Options link.
Iy System Options]
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ORACLE, JD EDWARDS ENTERPRISEONE

My System Options - User Default Revisions D@E
OK Cancel Form Took

B X B &

User Profile Revisions
Change Password
Submitted Reports

Default Printer

Done + Trusted sites da v H00w v

Step Action

3. Click the Change Password link.
IChange Password

ORACI—E, JD EDWARDS ENTERPRISEONE

My System Options - User Password Revisions
0K Cance| Tools

B X =

UserID [UATTRAINY

0Old Password |

New Password [

New Passwaord - Verify

Logout and login for new
password to take effect.

Dane [ « Trusted sites dy v Hiow -
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Step Action

4, Enter your current password in the Old Password field.

5. As of January 1st, 2011, when you change your password it must meet the following
requirements:

* Must be 8-10 characters in length

» Must contain at least one special character (!,@.,#,$,%,&,*, )

» Must contain at least one alpha character and one number

* Passwords expire every 90 days

« Cannot repeat the same character sequentially more than 2 times

» First character can be alpha or numeric

« Passwords are NOT case sensitive

» Must use 10 other passwords before you can use the same one again

6. Enter your new password in the New Password field.

Enter your new password again in the New Password - Verify field.

8. Click the OK button.

ORACLE" 1p EDWARDS ENTERPRISEONE k3 'M:; “;'zm‘]

My System Options - User Default Revisions [ja) ]

User Profile Revisions
Change Password
Submitted Reports

Default Printer

Done [ + Trusted sites fh v ®ioowm <

Step Action

9. Click the OK button.
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Step Action

10. Next time you sign onto the Payroll & Financial Center use your new password.

You have successfully completed this lesson.
End of Procedure.
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