JCAVS Change Password Screen
 

Description:  The Change Password screen allows the user to change their password at any time once successfully logged into the database.  You will automatically be taken to this screen once you have successfully logged into the database for the first time. 

 

Procedure:  From the Main Menu, click on the "Change Password" button on the left side of your screen.  This will cause the Change Password screen to load.
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Once the Change Password screen has loaded, enter the "Current" password.  Next, type your new password in the "New Password" field.  

 

The following guidelines will help you select a proper password.

 

· The password is case sensitive. 

· The password must be between 10 and 20 characters in length.

· The password may NOT be all the same character.

· The password must have at least 4 different characters.

· One of the following special characters may be used as part of your password: @#$%^[ ] { }

 

Note:  E-mail addresses are NOT acceptable for use as passwords.

 

Now, verify the new password you just typed in the "Verify New Password" field.  
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Finally, click on the "SAVE" button.  This will cause the database to update your password.  This password remains active for 90 days.  You will be prompted to change it prior to its expiration.  

 

Note:  You may repeat this process as often as necessary.  You cannot however, use the same password in less than a 6 month time period.
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