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Section 1 — Overview

Overview This section provides an overview of User Mainatenance and
Administrationi (UMA), user roles and how to log into the system.

In this section This section will cover the following topics:
Topic See Page
Introduction
Who is this User Guide for? 5
What is in this Guide? 5
Getting More Help and Information 5
System Overview 6
User Roles 7
Accessing the System 9
4 December 2006 Version 1.0
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Section 1 - Overview

Introduction, Continued

Who is this User

This guide is aimed at User Approvers in provider organisations

Guide for? responsible for User Maintenance and Administration (UMA) on the
Planning and Modelling (PaM) system.

What is in this This guide provides:

Guide? e an overview of User Maintenance and Administration (UMA),

including user roles and tasks

step-by-step instructions for creating new PaM users where the
user does not already have an LSC login

step-by-step instructions for creating new PaM users where the
user already has an LSC login

step-by-step instructions for modifying a user's details
step-by-step instructions for resetting a user's password
step-by-step instructions for deleting a user

step-by-step instructions for changing your password.

Getting more help
and information

If you have a query about using UMA or PaM, ask your Regional
PaM Administrator.
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System Overview

User Maintenance User Maintenance and Administration is a system that allows you
and Administration to manage users of the systems provided by the Learning and
Skills Council (LSC), including PaM. Specifically, it allows you to:
e create new users
e modify a user’s details
e reset a user's password
e delete a user.

Continued on next page
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Section 1 - Overview

User Roles

UMA UMA allows users to set up and administer different types of users for PaM.
The table below details the different roles that can be allocated to a user in
UMA, and details of the level of access available to each role.

User Organisation

Business role

User Role in PaM

Authority within
application

LSC National Office

National User Approver

User Approver

e creates and
maintains National
LSC users, and
Regional User
Approvers

National PaM
Administrator

PaM Administrator

e sets and imports
national level
information into
PaM

e imports Local
Planning
Assumptions

LSC PaM Help Desk

PaM Help Desk

e supports users in
the use of PaM

National LSC PaM User | Read Only e view only
LSC Region Regional User Approver | User Approver e creates and
maintains LSC
users in the region,
and provider User
Approvers
Regional PaM PaM Administrator e sets and imports
Administrator regional level
information into
PaM
Regional Planning Planning Officer e reviews and
Officer approves provider
plans
e enters planning
details for new
providers
Regional LSC PaM Read Only e view only
User
Provider Provider User Approver | User Approver e creates and
maintains users at
the provider
Provider Planning Read Write e creates maintains
Officer plans at the
provider
Provider PaM User Read Only e view only
BSU User Approver super e create and

user

maintains users at
all levels in PaM

Continued on next page

4 December 2006

© Learning and Skills Council 2006

Version 1.0
Page 7




User Maintenance and Administration for Planning and Modelling
Guide for Providers Section 1 - Overview

User roles, continued

User Approver User administration functions are performed by User Approvers at
different levels for their own organisation.
e A User Approver is assigned in each provider organisation.
e The provider User Approver is assigned by the User Approver
in the Regional LSC.
e The provider User Approver has the ability to create and
maintain the users in their organisation.

These relationships are depicted in the diagram below:

Regional User Approver

Creates/Maintains

PROVIDER

CreatesiMainiains —————————————p

Read Write User

Provider User Approyer
Zreates/Maintaing ————

Read Only User

Creates/Maintains

Provider User Approver
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Accessing the System

Overview

UMA is a module available within the Provider Gateway.

Step

Action

1

To select the Provider Gateway:

e launch your Internet browser (for example, Internet Explorer).

e enter the URL address of the Gateway in the Address field and press
RETURN (alternatively, the Provider Gateway may be an option on your
Favorites list, where you can select it).

Note: The Gateway address will be supplied to you by the LSC.

The first screen you will see is the Provider Gateway Welcome screen:

Leading learning and skills

I Login

¥

I TrainingMHel Welcome to the Provider Gateway.
The Provider Gateway is a web-based internet portal which enables the Learning and Skills Council (LSC), the inspectorates and providers to

Useful Links " 2
access information which supports self-assessment and quality improvement. The Gateway hosts

A Document Exchange enabling you to download, view, and upload various types of electronic documents including
s Self-assessment reports (SAR) and quality improvement plans uploaded by providers
= College performance reparts (CPR), provider perfarmance reports (PPR) and other data supplied by the inspectorates
e The FE stats workbook template and completed documents
& The other learner type (OLT) workbook template and completed documents
# Local LSC college briefing repors for Ofsted annual assessment visits
The Learner Achievement Tracker (LAT) containing Value Added and Distance Travelled data
User Administration facilities to enable user-approvers to create new users for access to the Gateway and maintain existing user accounts

The Training/Help section (available without logging in) to explain how the Gateway works. Access this when using the Gateway for the firsttime.
Frequently Asked Questions and other guidance documents are also available.

Upon Login, you will be taken to the Provider Gateway Home Page.

Provider Gateway >lsc

Click the Login link on the left side of the screen.

Continued on next page
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Accessing the System, continued

Step Action

3 The login screen is displayed:

User Gateway >|.SC

Leading learning and skills

Log In

Please log in using your valid User Name and Password

User Name

Password

Eorgotten Password?

LSC Home | Contact Information | Copyright | Disclaimer

Enter your username and password and click Login.

4 The Provider Gateway opens at the Home screen. The menu on the left side of
the screen enables you to navigate to the services on the Gateway.

Click the User Admin/Change Password link.

Provider Gateway >lsc

Leading learning and skills

You are logged in as: paghelpdesk

1 Home Welcome to the Provider Gateway Home Page.
Daocument Exchange

1 Document Exchange In addition to the notice board provided below, please find a set of links to other relevant areas of the Provider Gateway on the panel to the left.
LAT

I Manage Motices Iithere is an area of the Provider Gateway that you wish to access, but do not see the associated link on the panel, please consult your

Notice Board organisation’s user-approver to obtain the permissions to access that area.

I Web Statistics Reports Please note that messages on the notice board typically expire after 28 days. Only the 10 most recent messages are displayed below.
0 TrainingiHelp However, the full contents of the notice board can be viewed via the "Motice Board' link on the panel to the left
1 Useful Links
0 User Admin/Change Password Motice Board
Terms and Conditions
0 Logout + LAT Evaluation Questionnaire Available

The initial evaluation of the Learner Achievement Tracker (LAT) and Value Added (VA) and Distance Travelled (DT) is underway.

Wiew Full MoticeBoard

Continued on next page
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Accessing the System, continued

Step
5

Action
The UMA Home screen is displayed:

User Maintenance

You are logged in as: paghelpdesk

Leading learning and skills
Select task
0 User Administration Welcome to the User Maintenance application
1 Log Out

Flease choose to either create a new user or update the details of an existing user. When creating a new user the system will guide you through
the process via a short series of questions, your previous selections will be displayed to you on the right-hand-side of the screen

Select one of the administration tasks below, and click next.

(@ Create a brand new user. (Not a user of any LSC system, does not have an LSC login user@lsc.gov.uk)

() Create a new User Gateway user (user already has an LSC login user@lsc.gov.uk oris a user of Data Collections Web)
(2] Update existing ‘User Gateway' user

MNext

LSC Home | Contact Information | Copyright | Disclaimer

From here you can select any of the User Maintenance tasks.
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Section 2 — User Maintenance

Overview This section provides step-by-step instructions for creating users and
editing user details.

In this section  This section will cover the following topics:

Topic See Page
Creating brand new users 13
Giving PaM access to existing LSC applications users 17
Updating an existing user 22
— Deactivating a user’s account 24
— Deleting a user 24
— Resetting a user’s password 24
How to change your password 25
4 December 2006 Version 1.0
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Creating brand new users

Overview  This topic describes how to create a new PaM user who does not already have
login access to any other LSC system.

Step Action

1 Login to the Provider Gateway and navigate to the UMA Home screen, as
described in Section 1 above.

2 On the UMA Home screen, select the Create a brand new user radio button
and click Next.

User Maintenance >|lsC

You are logged in as: pgghelpdesk Leading learning and skills
Select task

0 User Administration Welcome to the User Maintenance application

0 Log Qut

Flease choose to either create a new user or update the details of an existing user. When creating a new user the system will guide you through
the process via a short series of questions, your previous selections will be displayed to you on the right-hand-side of the screen.

Select one of the administration tasks below, and click next
(® Create a brand new user (Nota user of any LSC system, does not have an LSC login user@Isc.gov.uk)
O Create a new User Gateway user (user already has an LSC login user@lsc.gov.uk oris a user of Data Collections Web)

O Update existing ‘User Gateway user

Next

LSC Home | ContactInformation | Copyriaht | Disclaimer

3 The Enter Username field is displayed. Enter the user’'s name and click Next.
The user’'s name is used to generate their login username.

User Maintenance >|SC

Fou are 0ged i 450 25 _USAr_aporoar (Is_Usar_aporear Lnncing besming sad il

Enter Lssrmame
1 Crarge Fassward

ErSanthe serw o ird Schrrel (e wal | D8 psed 1O gRnscals [h Fagin foime ), and dick neal

xialing Sedctions
¥ Llzar gmisishatizn &g or Ugdaie Users - sdd
o oW
LEg QU [T
Back P

LEC  Powmiss | Conbicd Inltematien | Cogamast | Qg

Continued on next page
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Creating brand new users, continued

Step Action
4 The User Account Details screen is displayed.

e The Login name field is populated with the user’s new login name
generated by the system.

e The Full name field is pre-populated with the user's name you entered at
step 3.

e The E-mail and Telephone fields are mandatory and you must complete
these.

e The UPIN field is pre-populated with your UPIN and organisation name.

e Use the Application drop-down list to select Planning and Modelling.

User Maintenance

Vol e ke i A8 S5 _USar_apDnasar (2 _Usar_aponmer ba e
User Account Datalls

I Ciange Pazsword Upctale desalle xs raquited and cick Saee i save e recond. " indicates mandatosy 1eids

0 Lisi sdmisiglalan BeCoOUn AT *indi cabes mandstory A ds

Lz Out Login name

Full nama
E-mal
Tekphong

Drgani=ation Delsils: Drsplays Fe uzers orgnizabon and e o:ganiszhon that can maintain e ysars details

Lo LSS Braker
Rpdonal LSS P
Hatinal LSC: CE
UFIHE
ROl Detais:
Aprlicaiion Docuimant Exchings e
Availabiz Rokes Assigred Anles®
Docl Proader Readidme Lissr
<< Ramose Role
[ Grm | Cmesl] &
Continued on next page
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Creating brand new users, continued

Step Action

5 Scroll down to the bottom of the screen. You must assign a new user a role in
the Planning and Modelling application, and also in the Provider Gateway
application.

e Select Planning and Modelling in the Application drop-down list and assign
at least one role to the user. A user can have more than one role. To
assign a role, click on the role in the Available Roles window to highlight it,
and then click Add Roll>>. The role is moved into the Assigned roles
window.

e Select Provider Gateway in the Application drop-down list and assign at
least one a read-only role to the user. If a user is being set up with the User
Approver role in PaM, then they must also be assigned the User Approver
role in Provider Gateway.

Role Details:
Application Planning and Modelling b

Available Roles Assigned Roles*
Provider Read Only Add Role => Provider Read Write
Provider User Approver

Save | |Cancel

LSC Home | Contact Information | Copvright | Disclaimer

6 Click Save when you have completed the screen.

Note that Cancel takes you back to the UMA Home screen without saving the
user details.

Continued on next page
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Creating brand new users, continued

Step Action

7 The user’s details are saved and a random password is generated for the user.

An email is sent to the user which they should use to select a new password.

User Account Detalls

User datals hawe beon saweod, T now prsswand js: SO0 +i=0c

S mial e Desan sednl Do M regos e & msll eCosunt of ek
T, W e P o O 1D DTGB 3 Y PR SN

W s Agmisishialicng Vpetale detals f regeiied And Sick Sied B0 aae e meond. T ndicalas mandatony el
¥ Lo Out Ecoourd dctions; | Desshle I T [ ——
Lagn name
Ful name
T ® | join.smithERool pqe ac ok
Tk phiosia UL AT
gl ation Dt Dcapl sy e s 6 o0 Gnd Srbos B T of gl sabos Tal San i niaen e e dela
Local L35 - Eraier.
Repional LEC W Fariner.
Hatianal L55 ¥ €
Ui W ™ DT T e " i ¥
Search |
Role Dedals
Applicake Flanring and kadaling v
avmilabie Roles Assigred Anles”
BSL) Helpdusk o W] [Preater Riad Wiite
LSE National Appheation Adminstiator
LEC Mational ReadOsty 6 m

The Disable button is enabled, allowing you to deactivate the user. When a
user is deactivated they can no longer use the system, but their details remain
on the system and they can be reactivated using the Activate button.
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Giving an existing LSC applications user access to PaM

Overview  This topic describes how to assign access to PaM to an existing user who
already has login access to other LSC systems.

Step Action
1 Login to the Provider Gateway and navigate to the UMA Home screen, as
described in Section 1 above.

2 On the UMA Home screen, select the Create a new ‘User Gateway’ user radio
button (the second radio button) and click Next.

User Maintenance >|lscC

You are logged in as: paghelpdesk Leading learning and skills
Select task

1 User Administration

0 Log Qut

Welcome to the User Maintenance application.

Please choose to either create a new user or update the details of an existing user. When creating a new user the system will guide you through
the process via a short series of questions, your previous selections will be displayed to you on the right-hand-side of the screen

Select one of the administration tasks below, and click next

() Create a brand new user, (Nota user of any LSC system, does not have an LSC login user@Isc.gov.uk)
@) Create a new User Gateway user (user already has an LSC login user@lsc.gov.uk oris a user of Data Collections Web)
5] Update existing ‘User Gateway' user

Next

LSC Home | Contact Information | Copyright | Disclaimer

3 You are prompted to select the user. Enter the user’s login. Logins are based
on the user’s name, so if you don’t know the login you can search for it using the

user’'s name. Enter the user’'s surname or first name in the Search field, and
click Search.

User Maintenance >|lsC

You are logged in as: paghelpdesk Leading learning and skills

Existing user search
1 User Administration

Enter the Users LSC login and click search to return possible users. Partial searches are supported Existing Selections
0 Log Out Add or Update User? : Add
existing LSC User

LSC Home | Contact Information | Copvright | Disclaimer

Continued on next page
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Giving an existing LSC applications user access to PaM, continued

Step Action

4 More than one name may be returned. Use the drop-down list to select the user
you want, and click Next.

User Maintenance

You are kpged nas pqphelpiesk Lancing besaing sad il
Existing user search
I Lizar sgmisishzhon Erder T LIBATE LSC 0 gn s click 585028 1 rahkam pocisibie uBars Paral (2 e meg w0 S usperead Eninaineg Selaclsns
¥ Lea Ad arUpdate User? : Add
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L S0 D W gdeniman
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L S e kgl ¥
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| 520 D g
R
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LS ey

Continued on next page
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Giving an existing LSC applications user access to PaM, continued

Step

Action

5 The User Account Details screen is displayed.

e The Login name field is populated with the user’s login name.

e The Full name field is populated with the user’s name.

e The E-mail and Telephone fields are mandatory and you must complete

these.

e The UPIN field is populated with the UPIN and name of your organisation.
e Use the Application drop-down list to select Planning and Modelling.

: Fle Edit View Favorites Tools Help

OBack M > .il] ﬂ :‘ /7 Search ‘:“‘\T:‘Favoribes Q‘} T &@ %

{ Address | @8] hitps: fisctstweb08. lcdev. local{UMA fSecured UserDetails.aspx v B ilnks * |-

User Maintenance m

You are logged in as: ds_user_approver (ds_user_approver) Laching] lnatring anid sklls

User Account Details

1 User Administration Please review the details you have entered, complete the additional fields and assign any roles to
1 Log Out the user before clicking Save to create the new account. " *"indicates mandatory fields

Account Actions: *indicates mandatory fields
Login name:

Full name:

E-mail

Telephone:

Organisation Details: Displays the users organisation and the organisation that can maintain the users details.

Local L8C: Broker:
Regional LSC: Fartner:
National LSC: CiE
UPIN:
Role Details:
Application: Planning and Modelling W
Available Roles Assigned Roles*

Provider Read Only Add Role >>»

Provider Read Write

Provider User Approver

Save Cancel| «

Section 2 — User Maintenance

Continued on next page
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Giving an existing LSC applications user access to PaM, continued

Step Action

6 Scroll down to the bottom of the screen. You must assign a new user a role in
the Planning and Modelling application, and also in the Provider Gateway
application.

e Select Planning and Modelling in the Application drop-down list and assign
at least one role to the user. A user can have more than one role. To
assign a role, click on the role in the Available Roles window to highlight it,
and then clickAdd Role>>. The role is moved into the Assigned roles
window.

e Select Provider Gateway in the Application drop-down list and assign at
least one read-only role to the user. If a user is being set up with the User
Approver role in PaM, then they must also be assigned the User Approver
role in Provider Gateway.

Role Details:
Application Planning and Modelling b
Available Roles Assigned Roles*

Provider Read Only Add Role => Provider Read Write
Provider User Approver

Save | |Cancel

LSC Home | Contact Information | Copvright | Disclaimer

7 Click Save when you have completed the screen.

Note that Cancel takes you back to the UMA Home screen without saving the
user details.

Continued on next page
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Giving an existing LSC applications user access to PaM, continued

Step

Action

8

The user’s details are saved.

2 User Administration - Microsoft Internet Explorer provided by Xansa \'._"'E\E\

: Fle Edt View Favorites Took Help &

: : 8 Wl =

: Oaa\:k i ot E (p) ) Seach g Favortes ) - &3 =

Address | &] https: flsctstweb08.lscdev local lUMA /Secured UserDetails. aspx v B nks |} @~
~

User Account Details

1 User Administration Update details as required and click Save to save the record. " ** indicates mandatory fields

U Log Out Account Actions:
Login name:
Full name
E-mail * |luser@lsc.gov.uk

Telephone: *|0123456789

Organisation Details: Displays the users organisation and the organisation that can maintain the users details

*indicates mandatory fields

User details have been saved.

LSC_Home | Contact Information | Coovriaht | Disclaimer

Local LSC: Broker.

Regional LSC: Partner:

National LEC; CfE:

UPIN,

Role Details:

Application Planning and Modelling b
Available Roles Assigned Roles*
Provider Read Only Add Role == Provider Read VWrite
Provider User Approver

Save | |Cancel

The Delete button is enabled, allowing you to delete the user from the system.

Note that you can only delete the user as a PaM user. You cannot affect the
user’s access to any other system. Likewise, the user administrators on other

systems cannot delete the user’s access to PaM.

Usernames

If the user is set up against their OLDC logon they will log on to Provider
Gateway without using the prefix ISP\ (e.g. Wilkinsl, not ISP\Wilkinsl).

Passwords

If the user is set up against their OLDC logon ISP\ (e.g. ISP\Wilkinsl) the

password will be their OLDC password.

4 December 2006
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Updating an existing user

Overview  This topic describes:
e how to update the details for an existing user
e how to deactivate a user’s account
e how to delete a user
e how to reset a user’s password.
Step Action
1

Login to the Provider Gateway and navigate to the UMA Home screen, as

described in Section 1 above.

On the UMA Home screen, select the Update existing ‘User Gateway’ user

radio button (the third radio button) and click Next.

User Maintenance

You are logged in as: pgghelpdesk

Select task
1 User Administration
I Log Out

Welcome to the User Maintenance application.

Select one of the administration tasks below, and click next

® Update existing ‘User Gateway' user

Next

Please choose to either create a new user or update the details of an existing user. When creating a new user the system will guide you through
the process via a short series of questions, your previous selections will be displayed to you on the right-hand-side of the screen

() Create a brand new user, (Nota user of any LSC system, does not have an LSC login user@Isc.gov.uk)

O Create a new User Gateway user (user already has an LSC login user@lsc.gov.uk oris a user of Data Collections Web)

LSC Home | Contact Information | Copyright | Disclaimer

Leading learning and skills

You are prompted to select the user. The drop-down list lists all current users in

alphabetical order.

Search the list for the user you want to update

User Maintenance

Wou ara logged in as: ds_usar_spprover (ds_us e_apanosar
Please select the user 1o updats

T Ussranensiaton Sefecthe Uizarou ssh i adminsster and chok nest

¥ Loz ful
oL R, i

LSC  Himg | Solect Intarmiabad | Soomant | Cacla s

kg b el il

Ewzring Seecters
AR ar Lipdale Ly
Up2aa

Continued on next page
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Updating an existing user, continued

Step Action

4 When you find the user, click on the username to highlight it, and click Next.

User Maintenance

Wil aine logged In a5 d5_USLT_spprover (d5_Usel_aparaar)

Please select the uier 1o update
W Lissr sdmeniiaton
¥ L2t

Selerd e Uzar pou wesh e adminester and ohick neet

| S TR W

EEATELE S S

LECERTES s Sl

LSC Homs | Soalat 0bmakon | Sauian | Cltasla ngr

Leacfingg lmaring aned il

Exsing Selecanns
AR or Lpdale Liary
Upzak

Click Save to save the changes.

5 The User Account Details screen is displayed. You can update the user’s
email address and telephone number, organisation details and roles.

User Maintenance

You are logged in as: ds_user_approver (ds_user_approver)
User Account Details

1 User Administration Update details as required and click Save to save the record

I Log Out

Account Actions:
Login name:

Full name:

E-mail: * | CmeEmddeie e vl

Telephone:

Local LSC
Regional L3C
Mational LSC:

UPIN

Role Details:
Application

Available Roles

Planning and Modelling hd

'*’indicates mandatory fields

Organisation Details: Displays the users organisation and the erganisation that can maintain the users details.

Broker:
Partner:

CfE:

Leading learning and skills

* indicates mandatory fields

Assigned Roles*

Provider Read Only
Provider User Approver

Add Role >=

Provider Read Write

Save | |Cancel

Continued on next page
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User Maintenance and Administration for Planning and Modelling
Guide for Providers

Section 2 — User Maintenance

Updating an existing user, continued

Step Action
6 IF THEN
you want to deactivate the user’s Click Disable. When a user account is
account deactivated the user can no longer use

the PaM system, but their details
remain on the system and can be re-
activated using Activate.

you want to delete the user's account

Click Delete. The user's account is
completely removed from the system.

you want to reset the user's password

Click Reset Password and go to step
7.

can elect to change it.

7 The system generates a random password for the user and displays it at the
bottom of the screen. An email with the new password is sent to the user, who

ool WA TAN v

You are logged in as: ds_user_approver (ds_user_approver)
User Account Details
I User Administration

0 Log Out Account Actions:
Login name:
Full name:
E-mail T | T gov Uk
Telephone 02476823446

Update details as required and click Save to save the record.

Leading learning and skills

"*’indicates mandatory fields

[ Delete ] l

Reset Passwaord * indicates mandatory fields

Organisation Details: Displays the users organisation and the organisation that can maintain the users details.

The new password is 4GF*Q% 7t

Local LSC Broker:

Regional LSC. Partner.

Mational LSC: CfE:

UPIN

Role Details:

Application Planning and Modelling b
Available Roles Assigned Roles*
Provider Read Only Add Role >> Provider Read Write
Provider User Approver

An e-mail has also been sent to the registered e-mail account of
this user, which they can use to reset their password.

Save | |Cancel
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How to change your password

Overview  This topic describes how to change your password.

Note that this feature changes your password, not that of a user. To reset a
user’s password you need to update the user’s details and reset their password
as described in the previous topic, especially steps 6 and 7.

Step Action

1 Login to the Provider Gateway and navigate to the UMA Home screen, as
described in Section 1 above.

2 Click the Change Password option on the menu.

User Maintenance

‘fou are logged inas: pqghelpdesk Ledchety Riwvirig il shills
Select task
1 Change Basswnng Welcomie b the User Maméenance application.
W L= Administralion

Please dhiose 1 gilher creals & nEw USEr of Lpdas e Getils of an eistng uSes WIEn ealing 3 ey User e Systen wil guids you Troush
Loa g the procass Wa @ shor seres ol questons. your previous selections wil be displayed %o you an the ighl-hand-side ol the screen

Soloct ona of e adminisTaton asks bokw, 3nd chick nest
(ErCreate 3 brand ngw user. (M08 3 user of any LSC yetenm, d08s nol have 30 LSC ogin UEENEIEC oo uk)
o Creste 3 new User Galewsy' uses [uder ready hias an L9 lagin usengis.givuk of is @ user of Dala Cobectians Web)
CrUpdale exisfing 1ssr Galeway' user

Mext

L5C Hom | Contacs Infonmaion | Sopimight | Cesclaimar

Continued on next page

4 December 2006 Version 1.0
© Learning and Skills Council 2006 Page 25



User Maintenance and Administration for Planning and Modelling
Guide for Providers Section 2 — User Maintenance

How to change your password, continued

Step

Action

3

The Change Password screen is displayed.

e Enter your old password in the Old Password field.

e Enter your new password in the New Password field.

e Enter your new password again in the Confirm New Password field.
e Click Save Changes.

Fou are kogped in s Dadd Scartorm (Dadd Scarban] Rasing bnwrving sad iy
I Crarge Fasswom Fiaf SRy TQE00NE, 0 B (% Ol [0 CIan [ YOuT S0 sne i DEM0rs vie EONETae af fuiher
1 Laa St
Uzer Hame
a Pasowid |
rirw Passward

Conlm Hew Fasssord

HOTES
- Erviar vour O Persewond ensdly the =ame 2 whan pou sigred in
- e Mgwr Paseswird iyl m sl Gt n regeiismemis

* Thie pasEwond must be bebvesn 8 and 11 charackns long
' :h!' password mus! conkain 3 heas] 1 rumbarand 3 midues SMupper and lower case lebars
* Thie pass e mosE! Nol De Sl &8 3Ny Sedous PR EWNes

T ey Pas sward and Conlfirm Passwond enbrks mest maicdh oy

Save Changes

LEC Homa | Contadd Infprmation | Cogeghl| Digclgimer

Your password is changed. Be sure to remember your new password!
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