RESETTING YOUR B SharePoint PASSWORD
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Massachusetts Department of Transportation
Highway Division



SharePoint Password Reset/Change Site

To reset/change your SharePoint password please visit the
SharePoint Password Reset/Change site at the URL address
below:

https://pcpw.massdot.state.ma.us/SitePages/Home.aspx



https://pcpw.massdot.state.ma.us/SitePages/Home.aspx
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SharePoint Password Reset/Change Site

SharePoint Signln 9

Ty Folow O

Project Controls Password Reset/Change Site Search this site re
Project Controls Password Reset/Change Site
. T 1. Enter your SharePoint User Name
£l rgjec ONtrols Fasswor ese e a . .
S without the ‘pc’ prefix as shown. O7

User Name” ncastro . . . f Transportation
ot nadmm@dct,smemusT\L 2. Enter the e-mail associated with
the SharePoint account.
3. Enter the code tsda3
Enter the code shown above:™ H H H
shown above. - " If the code provided is not easy to read, please click

the reset button for a new code. Do this as many

(*) Required Fields

. Click “Submit” [

times as necessary.

Use the “Clear” button to clear
all fields and start again.

Project Controls Password Change Web Part

Password Policy

Passwords must meet the following minimum requirements:

« Must be at least 6 characters in length.

Keep thIS Screen « Cannot contain all or part of the account name.

« Must contain at least 1 lowercase character (a through z).

session opened until et A bt A Password Reset/Change Training Document
you complete the Domsin peloca .

entire process. You N

will need to toggle New Password:

from thls WlndoW to Confirm New Password:

your e-mail window.

Change Password Clear



Confirmation Request Alert

SharePoint Signln %

¥y Fouow

E> Project Controls Password Reset/Change Site | Search this site i |
Project Controls Password Reset/Change Site

Home Project Controls Password Reset Web Part /Immediately after submitting your
site Cantents [A confirmatien request has been sent to this e-mail account. Please click on the link in that req uest, the Confi rmation req uest
message ta complete the password reset process. .
e | | message will appear on the screen
Emar | | and a confirmation request e-mail
Do will be sent to your e-mail account.
Enter the code shown above:™ Mo worrics, it |
best of us.
[*) Required Fields /
Submit | | Clear ‘

HONOR

Project Controls Password Change Web Part

Password Paolicy
Passwords must meet the following minimum reguirements:

= Must be at least & characters in length.

« Cannot contain all or part of the account name.

+ Must contain at least 1 lowercase character (a through z). Password Reset/Change Training Document
« Must contain at least 1 numeric base-10 digit (0 through 9). = =
= Must contain at least 1 non-alphanumeric character (I, #, §, %, etc.).

Domain: |pc.|oca\ |

Account: | |
0Old Password:

New P. d:

Confirm New Password: | |

|Changzpasswurd | Clear ‘




Password Reset — REQUEST Message

H % ¢ » 4 = Password Reset - REQUEST - Message (HTML) ? B - O %
MESSAGE BLUEBEAM McAfee E-mail Scan
%Ignore x @ Q g 2 Meeting ')EI Karen Brwn %To Manager @ i Rules - 3 Mark Unlread % Find Q n Create PDF .
Team Email Dane _@ OneNote i Categorize = Related - L& Change Settings
&5 Junk - Delete | Reply R:T:y Forward EE More - =) Reply & Delete ¥ Create New F M?ve Actions=  [* Follow Up - TrEI"IvS|E|tE [y Select - Zoom 7 Select Folders
Delete Respond Quick Steps [P Move Tags [F] Editing Zoom Eluebeam L

‘Wed 10/18/2017 8:56 AM

passwordprojectcontrols2@massdot.state.ma.us
Password Reset - REQUEST

To Castro, Nady (DOT)

o s s con . Click “here” to complete

your password reset.
or the Project Controls SharePoint site. If vou did not request a password reset for the site, please contact vour SharePomt site

You have requested a
adnmnistrator.

Please click here to reset the password.




Successful Reset Alert

1y FoLLow
E> Project Contrals Password Reset/Change Site ‘ Search this site 0 |
Project Controls Password Reset/Change Site
R Project Controls Password Reset Web Part Immediately after Completing step 5,
Site Ci “ ” .
e Comtents [Vﬂur password has been successfully reset. An e-mail containing your new password has been the SUCCGSSfUI reset alert Wi ”
sent.
appear on the Reset Web Part
| Reset Another Password
Forgot your
password?
Mo worrics, it
happens to the
Project Controls Password Change Web Part best of us.
Password Policy
Passwords must meet the following minimum requirements:
» Must be at least 6 characters in length.
» Cannot contain all or part of the account name.
+ Must contain at least 1 lowercase character (a through z).
» Must contain at least 1 numeric base-10 digit (0 through 9).
= Must contain at least 1 non-alphanumeric character (1, #, §, %, etc.).
Domain: |pc.\o(a| ‘
Account: | ‘
Old Password:
New Password:
Confirm New Password: | Password Reset/Change Training Document
| Change Password | ‘ Clear |

SharePoint Signln ‘G
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Password Reset — COMPLETED Message

H S 0O » & = Password Reset - COMPLETED - Message (HTML) ? B - O %
MESSAGE BLUEBEAM McAfee E-mail Scan
R Ignore x Q @_ 9) 7 Meeting :a Karen B,m.\.,n %To Manager V| i Rules+ £ Mark Ur1.read % Find Q 2 Create PDF _
Team Email Dane 1B OneNote [y Categarize - Related - I8 Change Settings
Solunk- Delete - Reply Reply Fomerd ERMore- | Reply &uDelete % CresteNew  [=| Y Ehnciions- P Followlps e Iy Select= 00" 7 Select Folders
Delete Respond Quick Steps [F] Move Tags [Pl Editing Zoom Eluebeam -

Wed 10/18/2017 8:57 AM

Password Reset - COMPLETED
To Castro, Nady (DOT)
Cc  Brown, Karen A, (DOT)

Your password has been successfully updated. You mayv navigate to any of vour assigned SharePoints and modify vour password. Your assigned SharePoint will also provide
the days remaining until the password expiration.

Your new Password is: 6. The “Password Reset — Complete”
(eE=T5e7w) e-mail will contain your new
password. Please copy and paste at
the Password Reset SharePoint site.

Click a photo to see recent emails and

alialls

passwordprojectcon... Castro, Mady (DOT) Brown, Karen A, (DO...
Keville Keville




Changing Your Own Password

SignIn 9

SharePoint

1y fouow O

Project Controls Password Reset/Change Site Search this site o
Project Controls Password Reset/Change Site

Home Project Controls Password Reset Web Part ’\
Site Contents / m D ;
Your password has been successfully reset. An e-mail containing your new password has been L d

Massachusetts Department of Transportation

sent
Highway Division

Reset Another Password

7. Now you have the option to
change the provided password to  eetyour
a password of your own choosing. me;/

Project Controls Password Change Web Part " bestofus.
Password Policy —~
Passwords must meet the following minimum requirements: (" ‘)

+ Must be at least 6 characters in length.

« Cannot contain all or part of the account name.

« Must contain at least 1 lowercase character (a through z).

» Must contain at least 1 numeric base-10 digit (0 through 9).

» Must contain at least 1 non-alphanumeric character (!, #, §, %, etc.).

Account: Enter your SharePoint
User Name without the ‘pc\’
prefix as shown (i.e. “ncastro”)

Domain: pclocal

I
Account: nesstro Old Password: Paste/type the
The password strength meter |oarsavers ———_ password you received via e-mail.
5 - o = 1\77

L shows the user how resistant Sesesessasescetes

the chosen password actually is. New Password: Enter your new password ment
~ Weak | '“Edi“'"| | | Crange password | | lar ‘ preference and remember to follow the
Confirm New Password: Enter | /m|n|mum requirements of the password policy.

your new password again.

8. Click the “Change Password”
button to complete the
password change.




Password Changed Successfully

SharePoint Signln %

Home

Site Contents

¥y rouow

Project Controls Password Reset/Change Site | Search this site pe) |

Project Controls Password Reset/Change Site

Project Controls Password Reset Web Part

R
‘m
Your password has been successfully reset. An e-mail containing your new password has been rd

sent. Massachusetts Department of Transportation
Highway Division

Reset Another Password

Forgot your
password?
MNo worrics, it
happens to the

Project Controls Password Change Web Part

Password Policy

An alert-message will appear
on the screen, confirming your
password change and directing
you to try your changed
password.

Passwords must meet the fellowing minimum requirements:

» Must be at least 6 characters in length.

» Cannot contain all or part of the account name.

» Must contain at least 1 lowercase character (a through z).

» Must contain at least 1 numeric base-10 digit (0 through 9).
« Must contain at least 1 nen-alphanumeric character |, #, §, %, stc))

[

Your password has been changed successfully. Please close your browser and log
in using your new password.

Domain: | pclocal ‘

Account: | ncastro ‘
Old Password:

New Passward: Password Reset/Change Training Document

Confirm New | ‘
Password:

‘ Change Password ‘ ‘ Clear |




Unable To Change Password Alert

SharePoint

Home

Site Contents

Signln 9

¥y Fouow O

Project Contrals Password Reset/Change Site

Project Controls Password Reset/Change Site

| Search this site ye |

Project Controls Password Reset Web Part

A
‘§In D
Your password has been successfully reset. An e-mail containing your new password has been Fd

sent. Massachusetts Department of Transportation
Highway Division

Reset Another Password

Forgot your
password?
MNo worrics, it |
happens to the
Project Controls Password Change Web Part best of us.
P d Poli o
ASSWOT ‘olicy

Passwords must meet the following minimum requirements:

» Must be at least 6 characters in length.
» Cannot contain all or part of the account name.
= Must contain at least 1 lowercase character (a through z).

+ Must contain at least 1 numeric base-10 digit (0 through 9). You Won't be a ble to Ch a nge you r paSSWO rd |f

» Must contain at least 1 non-alphanumeric character (|, #, 8§, %, etc).

[Umab\eto change passweord, The new passwerd you provided does not meet the W O The mlnlmum requlrements a re not fOIIOWed.

password policy requirements.

Domai: [pcloca | * You try to use the same password repeatedly.
Account: ncastro ‘

Old Password:

-:@__\‘.53

o=

New Password: Password Reset/Change Training Document

Confirm New | ‘
Password:

| Change Password ‘ | Clear |
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Passwords Entered Do Not Match

ShareP:

SignIn 7%

Ty rouow [

E Project Controls Password Reset/Change Site | Search this site Fe ‘
> Project Controls Password Reset/Change Site

e Project Controls Password Reset Web Part

»
Site Contents 4 m
Your password has been successfully reset. An e-mail containing your new password has been 4

sent. Massachusetts Department of Transportation
Highway Division

Reset Another Password

Forgot your
password?
No worrics, it }
hdappens to the
Project Controls Password Change Web Part best of us.
P d Poli —
‘assword Policy

—_—

® 9

Passwords must meet the following minimum requirements:

o

AN

« Must be at least 6 characters in length.

« Cannot contain all or part of the account name. PaSSWO rds entered

» Must contain at least 1 lowercase character (a through z).
+ Must contain at least 1 numeric base-10 digit (0 thro~"'
« Must contain at least 1 non-alphanumeric - - do nOt matCh'

[ The passwords entered do not match. J

Domain: pelocal

Account: ncastro
Old Password:

New Password:

Password Reset/Change Training Document

Confirm New Password: | |

| Change Password | | Clear |
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ET

If you have any questions, concerns and/or comments
concerning this training document please e-mail

Karen.A.Brown@dot.state.ma.us Or
Nady.K.Castro@dot.state.ma.us

/’) massDOT

Massachusetts Department of Transportati
Highway Division

12
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