
1

How to...
Change your password

1. Sign into your account and click on the  
Administration icon.

2. Your Administration User Account will load. 

To amend your password or other details highlight 
the relevant Sign On Name and select the Edit User 
button.
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3. To change your password, fill in fields Current 
Password, New Password, Re-Enter Password, then 
select the Change Password button.

3. A pop-up screen will advise that your password 
was successfully changed and a message will also 
appear in your notifications. 

Click on the bell icon to view confirmation.


