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Application Security 

Authentication with User Name and Password 

Logging into an Application 

 

1. Type your login Username (Typically, this 
is your network login name or, if you are 
not employed by the hosting company, 
your e-mail address.). 

2. Select the Remember username check 
box to store your username on the 
computer. 

3. Type your Password. For employees of the 
hosting company, this is your network 
password. If this is your first login, you 
may be directed to change your initial 
password. If you forget your password, 
click the Forgot password? link and 
follow the onscreen prompts. 

4. Click the Login button. 

Changing Your Password 

 

1. Type your login Username (Typically, this 
is your network login name or, if you are 
not employed by the hosting company, 
your e-mail address.). 

2. Type your Old Password, which is your 
current password. 

3. Type your New Password according to the 
hosting company’s password policy. 

4. Type your new password again in the 
Confirm Password box. It must exactly 
match what you typed in the New 
Password box. 

5. Click the Change button. 
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Updating Your Information 

 

1. Type your First Name, Last Name, Email 
Address, and Phone Number into the 
appropriate boxes. 

2. Type the answer to the security question 
in the bottom box on the form. 

3. Click the Update button. 
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