A UNIVERSITY

@ OF THE BAHAMAS

How to Change Your Password

University Workstation Method

password

O
o

Other user

Fig.1

1. Press Ctrl+Alt+Del when accessing a University of The Bahamas computer.
2. Select Other user at the bottom left of the screen. (Fig.1)
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3. Login with the following and press Enter: (Fig.2)
a. Domain\username
b. password
e Student Domain — Academics
e Faculty/Staff Domain — Administration
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4. “The user’s password must be changed before signing in.” will appear. Select OK. (Fig.3)
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5. Enter a new password and confirm it. New password requirements are: (Fig.4)
a. Atleast 12 characters.
b. At least one Uppercase letter (ABCDEFG...).
c. Atleast one Lowercase letter (abcdefg...).
d. Atleast one Number (0123456...).
e. At least one Special Character except $ (I?@#"&...).
6. Press Enter.
7. Ascreen will appear that says Your password has been changed. Select OK.

NOTE: (You will be required to change your password every 90 days.)

If you require further assistance, you may contact the IT Helpdesk at:

ithelpdesk@ub.edu.bs OR (242) 302-4588
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1. To access the University of The Bahamas’ website type https://www.ub.edu.bs/ in your

Address Bar.
2. Click on UB Mail. (Fig.5)
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3. Enter your UB Mail address (username@ub.edu.bs). (Fig.6)
4. Click Next.
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5. Enter your password. (Fig.7)
6. Click Sign in.
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7. Enter your Old password.
8. Enter a New password and confirm it. New password requirements are: (Fig.8)
a. Atleast 12 characters.
b. At least one Uppercase letter (ABCDEFG...).
c. Atleast one Lowercase letter (abcdefg...).
d. At /east one Number (0123456...).
e. At least one Special Character except $ (I?@#"&...).
9. Click Submit.

NOTE: (You will be required to change your password every 90 days.)
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10. Enter your New password. (Fig.9)
11. Click Sign in.
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Action Required

Your organization requires additional security
information. Follow the prompts to download and
set up the Microsoft Authenticator app.

Use a different account

Learn more about the Microsoft Authenticator app
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12. Click Next to start the MFA process. (Fig.10)
13. Refer to the Method 2: Web Browser Multifactor Authentication Setup guide to setup
Multifactor Authentication (MFA) on your account.

Should you require additional technical support, kindly contact the

IT Help Desk at ithelpdesk@ub.edu.bs or 302-4588/427-5609
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