We’ve made a change to our Web applications that for security purposes will require a password reset.  

Changing a Password from the Application Selection Menu Page
click on the [image: image1.png]


button on the Application Selection Menu page. 

After clicking the 'Change Password' button, a second small window will open. The figure below is what the Password Change Request window will look like.
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Name
Your name and agency code will be displayed and cannot be changed.

Current Password
Type your current password. This password must be correct before you can successfully change your password to a new one.

New Password
Type your new password. The new password must have a minimum of eight characters. The new password may have upper and lower case alpha characters with at least one numeric value. 

Verify New Password
You must type your new password again for verification. If the new password does not identically match in both fields (New Password and Verify New Password) you will receive an error message.

Cancel
Allows you to exit the Change Password request window and return to the Application Selection Menu page without making any changes to your password. 

Submit
After filling in all three fields, click the 'Submit' button to update your password. A message will be displayed confirming the password change was successful. Once your password has been changed, it may take up to 30 minutes to be updated on the server at the State Controller's Office. Please remember your new password.


	Special Characters
The following list contains nine (9) special characters that are not allowed as part of your password.
Description
Special Character
Percent
%
Right Parenthesis
)
Plus
+
Single Quote
'
Pound or Hash
#
Double Quote
"
Left Parenthesis
(
Ampersand
&
Underscore
_





We apologize for any inconvenience this may cause.   Thank you in advance for your cooperation.  If you have problems changing your password, please contact our Help Desk at 334-4808, or e-mail at scohelpdesk@sco.idaho.gov.  

