Password Management at NSCC

Important Information:

Password Management applies only to the following: E-mail, My NSCC Self
Service, a Network Account (Active Directory or AD), and SharePoint.

Please continue to use the username and password in the e-mail entitled “NSCC
Online Course Information”, sent to you by Online.Learning@nscc.ca, for your
TLM 4.0/ TLM 3.2 and WebBoard courses.

You will need to enroll in the system and change your password to activate your email
account:

NSCC is supplying a new “Password Management tool” to make managing your
password even easier. To use this tool to its fullest extent, you must first enroll into the
system (Page 3 Diagrams 1 & 2).

Once enrolled, you will be able to change your system generated password to a password
of your choice (as long as it meets the requirements on Page 3, Diagram1 “Password
Policy Requirements”).

You will be able to reset a forgotten password and / or unlock your e-mail account.
Enrollment involves supplying the tool with your user name, password and then selecting
three questions and supplying the answers. Your answers will be stored in the system for
future confirmation, if need. You may want to print this document, to help guide you
through Enrolling, Changing a Password, or Resetting a Password.



Let’s get started with the reset tool...
Click on the following link or enter it in the address bar and add it to your favorites for
future reference: http://www.nscc.ca/pwreset
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Welcome to Password Management Tool. This tool will enable you to unlock your login account and change your password, even if you have
forgotten your password.

Enroll
Enrollment is a one-time process that will only take a few minutes. You must enroll before you can use this tool to reset a
forgotten passwaord or unlock your lagin account. Enroll now

Reset Password (I forget my password and want to set a new one)

Choose this option to reset a forgotten password. It is required that you have previously enralied in order to answer the
questions presented correctly before you will be able to reset your password. If you have attempted to login without the correct
password you may have locked your account. You may also have to unlock your account. Reset password

Unlock Account

Your login account may become locked if the wrong password is entered during multiple login attempts. It is required that you
have previously enralled in order to answer the guestions presented correctly before you will be able to unlock your login
account. If your e-mail account is locked, contact your campus technical support.. Unlock account

Change Password (I know my password and I want to change it)
Choose this option if you know your current password and want to change it. Change passwaord

Password Policy Requirements

Your password must be at least 8 characters long and include one of each of the following:
1. One alpha character; A-z
2. One numeric character: 0-9
3. One special character: | # $~ &~ etc

Examples: studentl n3wye@r! survivor monkeyboy!

For additional help in selecting a password, understanding what a good password is, or tips for remembering your password, please view
our Password Policy.
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Enroll Now - Click on “Enroll now” and you will be presented with the following
screen:
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Enroll

Enter your User name, Demain and Password to confirm your identity. You cannct ensoll if you have forgetten vour password, or f your account is locked.

Use the question and answer fields to choose and answer some questions About yourself. You should choose questions that anly you know the answers
ta. You will need to answer these questions again to reset your password or unlotk your account,

User name 0. WO001234

Domain CAMPUS [v]

Passwerd

Question 1 Chaose 8 queassan :l

Angwer

Question 2 - Chaase a quaston -— a

Answer

Question 3 wees Choose @ quesson < >

Answer

Password Policy Requirements

Your password must be at least 8 characters long and indude one of each of the follownyg:
1. One alpha character: .2
2. One numeric character: 0-9
3. One speoal character: | # § ~ & " et

Examples: $tudentl ndwyelrl  survivir  midnkeyblyl

For additional help in selecting a password, understanding what a good password is, or tips for yeur , please view our
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Diagram 1
Here you will supply your User name and Password, choose 3 questions from the pull
down boxes, supply the answers to those questions and click on Next, you should see that

you have successfully enrolled.
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Finished

College Main

Your enrollment is complete. You can now use this system to reset your password and unlock your account. You can change your enrollment
details at any time by completing the enrollment form again.

Main menu
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Diagram 2
Click on the “Main menu” button to return to the main menu.



Change Password — The next step is required to synchronize and enable your e-mail
account. Please click on the “Change password” option and you will be presented with
the following screen:
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Enter your user account and password informaton, Chick the Nest button to continue.
Ugar name 2.9 WO001234
Domain canpus [v]
Old Password

New password

Confirm password

Password Policy Requirements

at least 8 characters long and indude one of each of the followng:

[EX 2k 0

Examples: $tudent]  n3wyeBrl  survivir  minkeybiy!
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Diagram 1

Here you supply your User name, Old Password (the one e-mailed to you), create a new
password (review the Password Policy Requirements) and finally you must confirm your

new password. Click on the “Next>>" button and you should see:
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Finished

Your password has been changed. Password changes generally happen immediately although they can take up to 15 minutes to propagate
througheut the network.

Main menu

E-mail the NSCC Helpdesk. @ Nova Scotia Community College, 2003. All Rights Reserved.
Any d storage, or distrib, in whole or part, is strictly prohibited. Declaration of Waiver.
£ \ Discussions ~ | 1) B ) % 12! | @ Discussions not available on https: /sharepaint.nsce. caf ()

& @ Internet

&] Done

Diagram 2
Click on the “Main menu” button to return to the main menu.



Reset Password - Now that you have enrolled, you can also reset your NSCC password
if you happen to forget it, from any Internet connected site with Internet Explorer.

NOTE: To do this step while at a campus, you will have to have someone (faculty, staff
or student) allow you to access this site from a computer to which they have logged on.

Click on “Reset password” and you will be presented with the following screen:
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Enter your User name and Domain. Click the Next button to continue.

User name 0.9, WO001234

Dunnam CAMPUS ¥

Password Policy Requirements

il survivOr  mOnkeybOy!

n gelecting 2 password, understanding what 2 good password 15, or bips for remembenng your password, please view our Passworg

x| oo | UBDD Y5 B - e o
5] EX Y |

Diagram 1
Type in your User name and click on the “Next>>" button and you will be presented with
the questions you chose during the enrollment phase.
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Reset

Answer the question below to confirm your identity. Enter the same answer that you entered during enrcliment.

You may nead to answer tavaral QUASHIONE to resat your password, DO not laave the computer until your password it resat.

User name woeee000

Duoanan CAMPUS

Question what is vour eldest brother's middle name?
Answer |

(o]
Password Policy Requirements

Your password must be at least 8 characters leng and incude one of each of the following:
1. One alpha character: A-z
2. One numeric character: 0-%
3. One spedal character: | # § * & " etc

Examples: Studentl n3wyeSrl  survivOr  monkeyboy!
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Answer the questions you chose during your enrollment with the password reset tool and
you will be presented with the following password reset screen:
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Reset

Enter your New password. You must enter the same password into both fields.
User name We999990

Doman CAMPUS

Mew password

Confirm password

Password Policy Requirements

Examples: studentl ndwye@rl survivOr  monkeybOy!

For additional help in selecting a password, understanding what a good password is, or tips for bering your , please view our
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Enter your new password, confirming password and click on the “Next>>" button and

you should see:
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Finished

Your password has been changed. Password changes generally happen immediately although they can take up to 15 minutes to propagate
througheut the network.
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Diagram 2
Click on the “Main menu” button to return to the main menu.

If you have any problems, you can contact Online Learning at:
http://onlinelearning.nscc.ca/about/




