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Cecil County Public Schools (CCPS) has deployed a Self Service Portal to assist its users with changing their
passwords and restoring forgotten passwords. To access the Self Service Portal, you must use an internet
browser. Note: If you use or have a CCPS laptop. It is HIGHLY recommended to perform these steps while at
work. While this can be done at home, several steps cannot be completed from home and must be done in a
CCPS building.

Google Chrome, Internet Explorer, Mozilla Firefox or Safari are recommended, that being said, most browsers
should be supported. You can access the Self Service Portal by typing passwordreset.ccps.org into your
browser’s address bar. A page similar to the one below should be displayed.

& Sign In

ﬁ Forgot your password?

a Account locked down?

To login to the Self Service Portal type your CCPS username and password into the respective fields, then click on
the Login button. Below is an example of the login credentials that should be used when accessing webmail:

Username: Your CCPS username (i.e., bsmith)
Password: Your current eight (8) character alphanumeric password

& Sign In

lalagola
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f Forgot your password?

ﬂ Account locked down?

Scenarios:

Modified 01.2.2016 - LG


http://passwordreset.ccps.org/

Cecil County
Public Schools

Office of Technology - Standard Operating Procedures

PoNPE

The first scenario covers changing your password and enrolling into the Self Service portal. Keep in mind you will
only be required to enroll the first time. The second scenario covers changing your password and the third

CCPS Self Service Portal

Enrolling & Changing your password for new Employees
Changing A Password

Recover A Forgotten Password

Having Difficulty?

scenario recovering a forgotten password.

Scenario 1 — Enrolling & Changing password for New employee

1. After entering your temporary password. The following will be displayed, click on the “Click Here” link to

proceed with the enrollment process.

Welcome! This portal offers you the power of password self-service!

# Password self-service: Reset password yourself when you forget it! Don't wait for the helpdesk!

=585 ] # Self-service Account Unlock: Unlock the computer, when you are locked out of it.

# Self-service Directory Update: Update the changes in contact details yourself! And more..

Enrcoll now to enjoy these benefits! Click Hars

2. You will then be prompted to select answer three security questions. Below is an example of the page

that should be displayed. After completing the questionnaire, simply click the “Enroll” button.
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Welcome, Bobby Smith
Sign Out , Perscnalize
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User Registration

{  The information you provide here vill be used to authenticats you when you attempt to reset your password or unlock your sccount.
Security Questions

t Length Specification

# The minimum length of the answer(s) should be 3 characters and maximum allowed is 255 characters

Register Your Security Que & Ans

Que: [-------Please Select a Question------- v]
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3. You have now successfully enrolled into the Self Service Portal. Should you forget your password, this
will enable you to reset your password.

= o x
¥y COPS SelfService Portal X
€ @& ccps.org/E ¢ QSes T8 U ¥aO =
Cexil County Walcama, Bobby Smith ~
gggg Pubitic Sehoats sion Out . Parzonalize

Change Passweard rollment
bRi——

You have successfully enrolled! The information you provided wil help us
& verify your identity if you forget your passwords or get locked out of your

Scenario 2 — Changing a Password

1. Visit the Self Service Portal by typing passwordreset.ccps.org into your browser’s address bar.

" Forgot your password?

ﬁ Account locked down?

Enter your username and password in the proper boxes under the sign in and hit login

& Sign In

lalagola

} Forgot your password?

a Account locked down?
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2. Enter your old password and then enter a new alpha numeric password with a minimum of eight (8)
characters and then a second time confirming your new password. Be sure to read the rules below
before creating a password.

Change Password Enrollment

Change Password (2

Cld Password sesssssasses
MNew Password  sesesssssssssse
Confirm New Password sssssssesseceed

* You can't reuse the last 6 passwords.

* The minimum password length is & characters.

* You are required to use a mix of uppercase, lowercase and
numbers. Special characters are recommended.

* The following patterns are not permitted, ™ qwerty,; |kj, asdf, 1234,
0987, cops, CCPS, Cecil, =, =<, =, +, .., "

* Your password must not contain your name or login name.

» You will be asked to change your password twice a year

+ If you have difficulty changing your passward, please contact your
TUST rep first,

3. After entering the aforementioned information, you should receive a message, similar to the one below
stating your password has been changed successfully.

Status x

@ Password change successful for the following account(s)

lalagola - ceciltso.org

Close
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Scenario 3 — Recover a Forgotten Password

1. Visit the Self Service Portal by typing passwordreset.ccps.org into your browser’s address bar.
2. Click on the “Reset Password” link and enter your username in the “Domain User Name field.

& Sign In

ﬁ Forgot your password?

ﬁ Account locked down?

3. You'll be prompted to answer the three security questions you answered the first time you enrolled, along
with entering the letters displayed in the security image. When finished, click on continue. Please

note these are case sensitive so we suggest perhaps using all lowercase when you put in the
answers.

Please answer the following question(s) to reset your password

What was your favourite cartoon character during your childhood?
What is the first name of your eldest nephew/ niece?

What is your mother’s maiden name ?

Jomg3

Cancel
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4. You will now be required to enter a new alpha-numeric password a minimum of eight (8) characters in
length, as well as entering the text in the security image. When finished click the “Reset Password”

button.

Reset Password

* New Password |
* Confirm New Password

* You can't reuse the last 6 passwords.

# The minimum password length is & characters.

* You are reguired to use & mix of uppercase, lowercase and numbers, Special
characters are recommended.

* The following patterns are not permitted, " gwerty,; lkj, asdf, 1234, 0987,
ceps, CCPS, Cecil, =, =, =, +, .., 7

* Your password must not contain your name or login name.

* You will be asked to change your password twice a year

« If vou have difficulty changing vour password, please contact yvour TUST rep

first.

5. Upon successfully resetting your password the following message will be displayed.

(] The password reset has been done successfully.

Back to home

Scenario 4 — Having Difficulty?
If you're still having difficulty changing your password, try these first:

1. Talk with your building TUST representative or department supervisor, first. Chances are they've had to
do this too.

Modified 02.23.2016 — LG



