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Changing Passwords in HRIS 
 
This procedure will explain the steps to change your password in HRIS.  You will be prompted every 120 days to change your 
password. 
 
 
 
 
 
 
Rules involved with the procedure 
 
Do NOT USE Change or set up forgotten password help  It is not set up 
 

Step Comments 

Step 1   
 
Go to 
Home/Peopletools/Maintain 
Security/My Profile 
 
 

 

 

 
Step 2 
 
Select Change Password 
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Step 3 
 
Enter Current Password 
New Password and then  
Confirm New Password 
 
Click on OK 

 

 
 
 
 
 
Step 4 
 
Save Data 

 
 


