Changing your SAFE Password

Instructions for changing your password:

· Close all the windows including the “Main Menu” in SAFE. 

· Click on the word “File” of the Menu bar.  When the menu is displayed click on “Change Password”.  The following message will appear  “Changing your password will not take effect until you exit SAFE and log in again.  SAFE will exit after you change your password.  You will also be asked to close all windows prior to changing your password.  Do you want to continue?”  

· Click “Yes”

· Follow the directions on the screen.  Enter your current password.  TAB

· Enter a new password.  The password must be at least six characters and no more than ten.  It is suggested that you include at least one numeric character.   TAB

· Re-enter your new password a second time and click 'Change Password' button.  You will receive the following message:  “ Your SAFE password has been changed.”  Click the 'OK' button.

· Then you will receive this message:  “SAFE must now exit to complete the password change.”  Click the 'OK' button.

· SAFE will close and you will need to login using your new password.

Please call the SAFE Help Desk at 538-4141, if you have any problems or questions.
