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LOGIN SCREENS — NEW USER

1.1 Enter your user name, district number, assigned password and fiscal year.

Note: Fiscal year defaults to the current fiscal year as indicated from the computer’s date.

x|

| | | 2005
Login District Password F¥

Enter | Cancel |

Ilustration 1.1

1.2 If this is the first time you have logged on, you will be prompted to change the password that was

assigned to you. See Illustration 1.2.

. Change Password

FPazzwaord secunity maintenance, please change your
pazzword.

x|

Mew Pazswaord ||

Confirm Mew Pazsword I

B ermind|me later | lpdate | Cancel Login

1.3 Enter a new password and confirm it in the next field as shown in Illustration 1.3.

. Change Password

FPazzwaord secunity maintenance, please change your
pazzword.

x|

xxxxxxxx

Mew Pazsword I

xxxxxxxx

Confirm Mew Pazsword I

B ermind|me later | lpdate | Cancel Login

Ilustration 1.2

Ilustration 1.3
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1.4 If you have not already completed a password prompt question, the message box shown in
[llustration 1.4 will appear.

Login System |

\‘.\p ¥au currently do nak have a question lisked tao allow wau ko otilize passwaord help, Wauld wou like o do this now?

Yes Mo |

Ilustration 1.4

1.5 Enter a unique question to which you are the only person knowing the answer.

i, Password Help x|

Cluestion:

"w'hat breed is my dog? =]
Anzwer:

IHDttweiIEI

Update | Cahcel |

Ilustration 1.5

1.6 You will be notified when your question and answer has been updated.

Login System x|

Cuestion successfully changed.

Illustration 1.6

FORGOTTEN PASSWORD

2.1 In the event that you have forgotten your password, you may enter an invalid password to access the
Password Help portion of the login. Illustration 2.1 shows the Login Failed message received if
your password is incorrectly entered.

Note: If you have incorrectly entered your password but still remember it, click OK here, and re-enter
your password in the login Password box. You are not required to use the help.

Login Failed x|

Login of password incorrect! Please make sure you are typing the correct login name and password!

Ilustration 2.1
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2.2 The Login screen will reappear after clicking OK on the previous message box. You do not have to
make use of the Password Help function if you simply entered your Password or Login in error. If
you truly have forgotten your password, click the Password Help.

x

Iism'rth I 10 I*** I 2005
Login Digtrict Password F¥
Pazzword help

Cancel |

2.3 The Password Help screen appears after the link on the Login screen has been clicked. Enter the
answer to your unique question in the Answer field and click OK.

. Password Help x|

[lustration 2.2

[uestion:
what breed is my dog? =]
Anser

Ok, Cancel |

Illustration 2.3

2.4 The Change Password screen as shown in Illustration 1.3 appears so that you may reset your
password.

Note: Your new password must be different than your current and previous two passwords.

2.5 If your new password is not different than your old one or the two prior to it, you will be prompted
to enter a password once again.

Login System x|

Please enter a password different From wour current password,

Illustration 2.5

Page 3 of 4



SACS LOGIN PROCEDURES
PASSWORD SECURITY

SEMI-ANNUAL RESET

3.1 Based on Industry Standards and the State Controller’s Recommendation, you will be prompted to
reset your password twice yearly. You will be notified of your password’s expiration with the
Change Password screen shown in Illustration 3.1.

isj. Change Password x|

Pazzword securnty maintenance, please change vour
pazsward.

Mew Pazsward ||

Canfirrn Mew Passward I

Remind me later | |lpdate | Cancel Login

Ilustration 3.1

3.2 You may change your password immediately, or if you wish to bypass the password change at this
time you may do so by clicking the Remind me later button. This will accept the password you
entered (as long as it was your valid password) and log you onto SACS.

Note: The Remind me later button is only usable five times; the sixth time you will be required to
change the password or you will not be able to log in. See Illustration 3.2

. Change Password x|

Pazzword securty maintenance, pleaze change pour
pazsward.

Mew Pazsword ||

Confirmn Mew Paszward I

Eemind me later | |Ipdate | Cancel Login

Ilustration 3.2

On the sixth login attempt the Remind me later button is disabled, and you must change your password.
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