HOW TO CHANGE TEACHER PASSWORDS IN CONNECTED

This happens all very often: a teacher comes back from holidays and forgets their password into the system.
Each school principal has the capacity to reset teacher passwors in Maplewood. This document provides
instructions on how to reset passwords for teachers with connectEd accounts.

1. Go to File -> Change Security -> Maplewood connectEd Security:

i-JMaplewood Enterprise (Elementary) - Sam Pudlat School

| File Students Staff Reports Incidents Attendance Marks Scheduling Help

Change Date 5

School Setup »

Maintenance 4

Import »

‘Web Update Close
~— mation:

Printer Setup S
——}&0

Set Language » khu.ca

. Maplewood News Centie

2. A grey full-screen window will appear. Choose Users -> User Manager:

ﬂMaplewood connectEd Security Administration - Sam Pudlat School

File Policies Defaults | Users  Help

User Manager...

Permissions Manager...
Account Settings Manager...
Print Users...

3. From the User Manager window, click the teacher name and then click the Edit button:

ﬁ]User Manager !E] m
) Filter Accounts: ——————

User Group: I Al |  On Staff | Select Al |
UserName: | &+ Off Students I Select None |
User Name I Full Name I Description I Active I -

AKF Adla, &niniq Yes
AKC Adla, Koonoo Yes -

Click on the teacher whose password
you want to reset and then click the

aa Adla, Datauga Yes
ADMINISTRATOR  ADMINISTRATOR Default administrato...  Yes

Akesuk, Eva
AKG Akesuk, Joanne Edit button lower down.
AKD Akesuk, Marc
AKH Alariag, Niviagsik Kr.

AKB Alariag, T apaungai

3h Anso, Emma : Yes

AKI Ashevak, John Yes
AKE Ashoona, Jeanita Yes
ac Bell, Kanayuk Yes ll

st ([ = ! ) Delete Pint | Done |
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4. Next you will see the Account Properties for — (user name) window which looks like this:

x|

ﬂ Account Properties for - MKing (King, Michael)

User Marne l Settings l zer Groups] Permissions] Login Hoursl

Account Information

Uszer Mame: MKing
Full Name: King. Michael

FPazzword Question: What iz the name of my simian fiend?
Password Answer: Cheetah

Key: 20R 387551

Edt |

Dane

Change Key

5. Go to the Settings tab and click on the Edit button. If the Account Locked Out box is checked it needs to be

unchecked:

ﬂ Account Properties for - MKing {King, Michael)

serGroups] Permissions] Login HDUI$]

x|

ﬂ User Settings For - MKing {King, Michael)

Uszer Mame and Des

cription

Uszer Mame: |MKing

Account Sett

Go to the Settings tab ...

Account Settings

[v Password Mever Expires

v Account Active T TanT Chans F s

[v Account Mever Expires [ Must Change Password

[v Password Never Expires [v Account Locked Out

Activation and Expiry Dates

Account Activation D ate: |5,.?25;2D1 5 10:54:00 Ak

Acount E=piry Date: |N one

FullNarme:  [King, Michael

[~ LCan't Change Password

at Mext Login

Description:

Key:

Account Activation

v Active I

|2QF|38?551

feation Date/Time:  [g5,26/2015

... and clear the Account
Locked Out checkbox

Account Expiry
v Account Newver Expires

07/25/2M%5

Expiry Date/Time:

Change Password | Ok | Cancel |

| 7/28/2015 | 03:47 PM

A
‘ Edit
R—

. click on Edit ...

Daone
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6. Now let’s reset the password. Click the Change Password button in the same window:

ﬂ User Settings For - MKing (King, Michael}) x|
Usger Mame and Description Account Settings
Uszer Name: |MKing [ Password Mewver Expires

[ Can't Change Password

Fullhame:  [King, Michael
[ Must Change Password at Mest Login

Description:

ke [20R 387551

Account Activation Account Expiry

[vw Active ¥ [w Account Mever Expires

Activation Date/Time: [ ng/0p,2015 Expiry Date/Time: 07 /29/2015

‘ Change Passwold| ’ QK. | Cancel |
e

| | 742842015 |03:47 PM

7. In the Change Password window you will be asked to enter the new password and to enter it again for
confirmation. Also, enter a password hint and the answer to the hint (the hint cannot be the same as the
password). It is advisable to have the teacher present to set the password, hint question and hint answer.
Once you have entered the information, click the OK button.

-
The Hint Question and Hint Answer could be

Enter Password: || something like:
Hint Question: “What is my favorite food?”
Hint Answer: “Nattiminiq”

Confirm Password:

Hint Question: I /
The hint question and answer can be used by

/ the teacher to reset their password by

themselves.

Hint &nswer;

| 0K I Cancel |

8. We are done unlocking the account and resetting the password! Click the OK button, click the next Done

button and choose File -> Exit from the menu at the top left corner to exit connectEd security.

Have the teacher then attempt to log into their ConnectEd account. If they are unsuccessful, you may need to
do this process again.
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