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What is IFAS?
IFAS stands for Integrated Fund Accounting System and is the software that is used to manage Financial and Human Resources tasks for BISD.  Before you can begin working in IFAS, however, you must sign on to the system.  
Signing on to the system

Signing on accomplishes two things:  First, you identify yourself to the system.  Second, you tell the system the type of connection you want to make.

Each user has unique access to the system based on the capabilities assigned during their security setup.  That is why identifying yourself to the system is important.  When you tell the system who you are, you are enabling the software to give you access to precisely what you need to accomplish your tasks.  

Telling the system the type of connection you want to make tells the system where you want to go and how to get there.  When you sign on to the computer, you are telling it which area of IFAS you will be using and whether you are connecting directly from your PC through a terminal emulator such as Insight or through a web browser (also referred to as 7i).
Changing your password through the Web (7i)
Access the “Change Password” program.
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Once you have accessed the web site and signed on to the IFAS system, use the Options Menu drop-down and highlight “Change Password.”


Change your password

This will provide you with the opportunity to change your password by displaying a dialog box.
· The program will ask you to type your old password.  Type this password in the box labeled “Old Password:”

If this is the first time you change your password …

Type in the password that was given to you by computer Services and press the <ENTER> key.

Otherwise …

Type in the password you wish to change and press the <ENTER> key. 

· The system will, then, ask you to type in your new password.  This should be one that you choose.  Your new password should contain at least 6 characters, one of which needs to be a numeric or special character.  Type the new password in the box labeled “New Password:”  (Notice that your password does not display on the screen.)
· The system will ask you to verify your new password by asking you to type it in again.  Retype your new password in the box next labeled “Confirm New Password:”  (Notice that your password does not display on the screen.)
If you are not successful …

The program will display an error message; you should then attempt to retype your password again.

Otherwise …
The “OK” button will be highlighted, ready for you to save your new password.

· With the mouse, click on the button labeled “OK” to save your new password and close the dialog box.  Your new password will take effect the next time you log in.
NOTE:  If you forget your password, we cannot tell you what it is because the system encrypts it.  If you forget your password, we can, however, change your password back to your login and you can change it again by following these same steps.  

Guidelines for Selecting and Protecting your Password
There are two areas of security that the end-user can control.  These areas involve:
· Choosing a secure password

· Protecting your password after you’ve chosen it.

Guidelines for choosing your password

· Choose a password that isn’t publicly associated with you:

· Don’t use your name, your spouse’s name, your children’s names, or pet’s names.
· Don’t use the name of your street or your car.

· Don’t use phone numbers or special dates (anniversaries, birthdays, etc.)

· Don’t use your address, social security number or license plate numbers.

· Choose a password that isn’t listed in the dictionary (spelled either forward or backwards).  Password-cracking programs are often known to use dictionary lists.

· Do not pick a word from the dictionary and then just add a number on the end, for example angel1.  That password CAN be cracked. 
What can you use as a password?  Here are some suggestions:
· Make up a nonsense word.
· Make up an acronym.

· Misspell a word intentionally.

· String together syllables from a favorite song or poem.

· Pick a word and insert a number in the middle.  For example “h0ney”
· A mixture of letters and numbers is the best type of password.  For example, “r1u2n3t4.”

Guidelines for protecting your password

· Never write down your password.
· Don’t tell others your password.

· Don’t let others watch as you type your password.

· Change your password occasionally (for example, once every 6 months).

· Never share your login.

· Log out faithfully whenever you are done with your work.




























How to change your password in IFAS


Web version 
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