Self Help: A Password Reset Walkthrough
If you don’t know what your passwords are, this sheet will walk you through the steps of resetting your passwords.

What you will need:

· A computer with internet access. We have computers in the Help Desk for initial assistance; once you are able to log into an SU computer, we ask that you move to a lab to free up that resource for others unable to log in.

· Your GullCard (or at least your Student ID/EmplID)

Network/Email Password

If you are unable to log into your email, myClasses or one of our lab computers, start here.

· On a computer with internet access, go to http://mypassword.salisbury.edu
· Click on Manage My Password.

· Enter in your username.

· If you don’t know your username, at this point you will need assistance. 

· If you are on a Help Desk computer, please close the browser so that others can use it and see a Consultant on duty with your GullCard. Once you have that information, restart the process.

· If you are on your home or office computer, please call the Help Desk for assistance (7-5454 or 410-677-5454).

· Choose Forgot My Password.

· If you do not have that choice, you will need assistance.

· If you are on a Help Desk computer, please close the browser so that others can use it and see a Consultant on duty with your GullCard. They will assist you with the rest of the process.
· If you are on your home or office computer, please call the Help Desk for assistance (7-5454 or 410-677-5454).

· Enter the answers to the questions provided as shown in the examples.

· If you are on a private computer, unchecking “hide my answers” will require you to only enter the answers in once.

· If the answers are incorrect, or you do not know the answers to one or more of the questions and are unable to proceed, you will need assistance.

· If you are on a Help Desk computer, please close the browser so that others can use it and see a Consultant on duty with your GullCard. They will assist you with the rest of the process.
· If you are on your home or office computer, please call the Help Desk for assistance (7-5454 or 410-677-5454).

· Once you have submitted your questions and answers, you will be able to set a new password.

· The password must be unique (never having been used before), must be at least 8 characters, and must contain at least one capital letter, one lowercase letter, and one number. In addition, it cannot contain personal information, such as your name or date of birth.

· If the chosen password does not work, or you get a “server is unwilling to process this request” error, try a different password. Repeat until you find a password the system will accept.

· Test your password by logging into your email, either at http://www.outlook.com/gulls.salisbury.edu for students, or http://webmail.salisbury.edu for faculty and staff.

· If you are on a Help Desk computer, at this time please close out of the browser and move to a lab computer, so that others who cannot log in may use that resource.

GullNet
If you are do not know your GullNet password, are locked out or otherwise unable to log into GullNet, follow these instructions.

· Go to http://www.salisbury.edu/gullnet and click on Log On.

· Click the Forgot My Password link to the left hand side of the Log On page.

· Enter in your username when prompted.

· Answer the security question provided.

· If you are unable to answer the security question, you will need assistance. If you are in the labs, please come to the Help Desk with your GullCard. If you are on a personal or office computer, please call the Help Desk for assistance (7-5454 or 410-677-5454).

· A confirmation page will appear. Close out the page to send a new password to your SU email account.
· Check your SU email account (http://www.outlook.com/gulls.salisbury.edu for students or http://webmail.salisbury.edu for faculty/staff) for a message from psadmin containing your temporary password.

· Once you receive the message, highlight and copy (CTRL-C) the password.

· Go to http://www.salisbury.edu/gullnet and click on Log On.

· Enter your username, put the cursor in the password box, and paste (CTRL-V) the password. 

· If that doesn’t work, try copying it again, or retry the Forgot My Password link.

· Once you are logged on, set a permanent password using the Change My Password link on the left hand menu within GullNet.

