Employee Password Assistant

We are launching a new Employee Password Assistant tool that we would like all staff to sign up for. We’ve found that it
is easiest to enroll on a computer then install the mobile app to change or unlock your password.

To Enroll

Go to https://adselfservice.irvingisd.net/ or navigate to the Irving ISD Website — Staff — Resources Page

and look for the Employee Password Assistant link.
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https://adselfservice.irvingisd.net/

Enter your District username and password then click on the login button.

rving ISD - ADSelfService Plus x +

C @ https://adselfservice.irvingisd.net,

¢
IrVING
Tndependent S ebool Distriet
Sign in
Update Your Profile Efficiently :
User Name: iisdstaff

Password: | |
User Registration L

Establish your identity via registration

Login
Self Update

Update your contact information

Change Passward
Change your password using current password

. Reset Password
i Reset your forgotten password

|a 4 Unlock Account

Unlock your locked out account

English v

The following will pop up — click on the Click Here button

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

._ 3 * Password self-service: Reset password yourself when you forget it! Don't wait for the helpdesk!
= -
= |

)
Enroll now to enjoy these benefits! j

Fill out the security questions then click on Enroll
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e Irving ISD - ADSelfService Plus X +

&« c 8@ https:;//adselfservice.irvingisd.net/Enroliment.do?selectedTab

User Registration

The information you provide here will be used to authenticate you when you attempt to reset your password or unlock your account,

Security Questions Mabile Authenticator

Length Specification

* The minimum length of the answer(s) should be 4 characters and maximum allowed is 255 charactars

Register Your Security Question & Answer

Question: | The country you have ahways wanted to visit? v
Question: | What was your high school mascot? v
|[esee

Question: | When you were young, what did you want to be when you grew up? ¥

Question: | What high school did you attend? v

¥ Hide Answe ris)

At this point you can choose to change your password or Setup Mobile Access

We highly recommend setting up Mobile Access so that you have the capability of unlocking your account or changing
your password at any time.

To Set up Mobile Access

Click on the Mobile Access Button then follow the instructions that pop up.
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e Irving ISD - ADSelfService Plus X +

&« c & https:;//adselfservice.irvingisd.net,
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IRVING Sign Out + Search Employee p |
Tdipendear Scbood Distrer

D Mobile Access
|

(] Your password has been changed succassfully.

Be sure to follow all of the instructions listed below. You must scan the QR Code to configure the app properly.
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e Irving ISD - ADSelfService Plus X +

&« c & https://adselfservice.irvingisd.net,
‘ Welcome, iisdstaff Crganization Chart =
IRVING Sign Out | = Search Employee p |
Tdipendiar Sebosl Ditrir
ﬂ Mobile Access
U

Steps to download and configure the mobile app: i

Install Mobile App
* Visit the Apple App Store or Google Play Store to

(] Your password has been cha

download and install the ADSelfService mobile app. For
more details click here.

Configure Mobile App Server Settings

» Open ADSelfService Plus Mobile App and tap the
Server Settings link in the home screen.

« In the bottom-left corner, tap Scan QR Code button.

« Scan the QR code shown here to automatically update
server settings.

Use the app to reset your password/unlock your account on-the-go.

Password Reset

Account Unlock

ADSelfServiceP...
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To Change your Password

Click on Change Password tab

Ap Iving ISD - ADSelfService Plus X +
&« C & https)//adselfservice.irvingisd.net,
I [ walcome, fisdstaff Grganizstion Chart
Sign Out - Searc
’ RVmMQ Sign Out Saarch Employes 9 |

Change Passviord _ [ mobile Access

You have successfully enrolled! Tha infarmation you provided will help
@ us verify your identity If you forgat your passwords or get lacked out of your

account.

Enter old and new passwords. You will see the password complexity requirements at the bottom of the page. Click on
Change Password
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e Irving ISD - ADSelfService Plus X +

& (&) 8 https:;//adselfservice.irvingisd.net/SelfChan
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Change Password

Change your current domain password.

Cld Password :

Mew Password @ sessssssssss |

Confirm Mew Password 1 [sessessasnss |

Be a minimum of eight (&) characters in langth "8"

RS

Contain at least one (1) Special character [~ l@25%~E8*)+=_-{}[1\|

tzin at least one (1) UPPERCASE letter (A-Z) and at least one (1) LOWERCASE letter {a-z)
Contain at least one (1) Number (0-3) "1"
Must not have 5 consecutive characters from username

Must not contain restricted patterns such as qwerty or 1224 List

L 4 4 4 4 4L

Must not contain 5 consecutive characters from your old password

Change Password Cancel

Your password has been changed

IF YOU CHANGE YOUR PASSWORD AND YOU ARE NOT ON THE DISTRICT NETWORK:

Please keep in mind that if you change your password off of the district network you will need to use your old
password to log on to your laptop until you return to the district network. The new password will be used to access
any district resources. Once you are back on the district network, you will start using the new password to log on to
your laptop.

If you are offsite, but connected to VPN, you WILL be able to login to your district with your new password. (Again, this
is only applicable if you are connected to VPN on a district-issued Windows laptop.)

*MacOS Users
The process is similar to Windows users, please continue to use your old password to login to your computer.

When you return back to work you will need to connect your Mac to an internet cable and restart your computer and
login with the new password.
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