Change Your Password or Login Name

To change login credentials, you must first log in to the website. When you
have successfully logged in on a desktop or notebook computer, your menu
choices will be displayed across the top of your screen:
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Click on the Profile option (circled in red here) to display your current
account information. The profile page will look similar to this:
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JJetsoni@spacely.com
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Locate the line with your Login name, just above Surnames. If you wish to
change your Login name, click on the current one and type in the new one.

To the right of your Login name are two fields for your password. Click on
the first one and type your new password which will be displayed as you
type it. Then click on the second field and confirm the new password by
typing it again.



Once you're satisfied with your changes, scroll down to the bottom of the
page and click on the green Save on the right side.
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You will briefly see a message to verify that the information was saved:

Q Data saved

Scroll back to the top of the page where you'll see that the password is no
longer visible. This is a security precaution.

To go back to the regular website pages, click on Return to system in the
black panel on the left of the page.



