Changing Your Intranet Password

Once you have logged into the Intranet, it is important that you change your password. It is highly
recommended that you change your password to be the same password you use to log into the network.
After the mail server changes on March 21, passwords that are changed on the Intranet will automatically
change your email password to be the same whether you use Outlook or WebMail.

1. Log into the Intranet. Directions on how to log into the Intranet can be found at
http://www.bucks.edu/tlc/Itas.html. Once the portal page opens click on the To change your

intranet password link at the left side of the page.
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2. After clicking on the link the Change Password page opens. Type in your old password in the
Old password: text box. If this is the first time you are changing your password, the old
password is your birth date in the mmddyy format.

Next, type in your new password in the New password: text box. Your password is to be
between 6 and 9 characters containing both letters and numbers. Your password is case sensitive
which means what you type in as your password MUST be entered the exact way each time you
type the password.

Finally, retype the new password in the Confirm new password: text box. Once you have
entered all of the information, click the OK button at the bottom of the page.
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3. After clicking the OK button the following message will appear. Click the OK button.

Microsoft Internet Explorer &|

! E You may be prompted for your user name and password, Be sure to enter your new password,

4. After clicking the OK button the log in window appears. Enter your new password in the
Password: text box. After entering the password, click the OK button. After clicking the
OK button, you will be returned to the portal page.
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5. After changing your password set up a trusted web site so that you would not need to log
in each time you access the Intranet. If you need directions to set up a trusted web site see
the LTA Creating a Trusted Web Site at http://www.bucks.edu/tlc/Itas.html. Trusted web
sites can only be created in Internet Explorer.
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