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OLAS UPGRADE

IMPORTANT PASSWORD INFORMATION

Following on from the Newsletter that was sent out on Tuesday 16™ October, one of the
noticable changes is the new password reset procedure. In the past users have simply called the
OLAS helpdesk and the password has been reset back to your user ID. More recently some of you
may have been asked to email the OLAS Helpdesk. When the Upgrade is intoduced a new
procedure will be introduced.

NEwW PASSWORD PROCEDURE

e When you call the OLAS Helpdesk, you will be asked to confirm your User ID and email
address.

e Your password will then be reset and you will be sent an automated email entitled Password
Reset Notification email.

¢ The email will containing the following message.
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Password Reset Notification i Web Id; 000352171

This email is notification that your 5 password has been reset to S3EFPQ1C This emanates from the Advanced 5.5 System

The Message contains the following information -

e The name and user ID of the person who reset your password

e Date and time your password was reset

e A password reset notification message confirming that your password has been reset.
e The authenticity of the email in other words where the message was generated form.
And most importantly - YOUR NEW PASSWORD
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This combination of letters and number can be copied and pasted directly into the password field

on the Sign on Screen.

VICKY ANDREWS (ANDREV) Date: 09-0CT-2018 16182
Password Reset Notification Web Id: 000352171
This email i notification that your e5 password has been reset to SSEFPQIC This emanates from the Advanced 5.5 System

Your new password is displayed here
THE SIGN ON SCREEN

e The new sign on screen mirrors the current sign on screen. There are no changes to the
appearance or funtionality of Tabs, Macro buttons or the Self Service Reset Password
function. Olas Helpdesk and PL Team contact details can still be found on the contacts Tab.

As with the current system you must enter your user ID in the User Name field.

You now have the option to copy and paste the password from the email message or type the
combination of letters and numbers into the Password field.

Remember the location for warning messages

has changed but message remains the same..
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After Clicking on the OK Macro Button, OLAS will take you through to the Change Password Tab
MIZAC - 48 S On Srven
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Exz  Cancel

E5.5 Olas Sign On

ES55gn On Change Pamword Contact Us

As with the current system, before you can proceed, you
will need to enter a new password that conforms to
OLAS Password Conventions.

Step 2. Prass ENTER  anthe teyzand

Password Comeeroons

four new passworc must comply wih af of the
Sollowing comventions ;
* Your pessword must be exantly 8 characters in
length
* Your pessward must De alpha romeric
I 3 mx of sumbers and lezters.

* A mirvmunm of ac leas: 2 characoe

differert to your prencus passwo

* You cannce re-use any of your tast 10 pasImonds.
So if you see the meszape teling you thet your
passwond change in “rwakd” tren chedk above 10

ensure that all of the conventions have been met

E5F5 - 4552 SQL Serves

After you have entered your new password, hit enter on your keyboard, and the password
verification window will appear.

MZAC - New Password Verification x

Renter your new password here and
either click on the Macro Button OK or hit
Clear ‘ enter on your key board and you should
gain access to OLAS.

Enter new password again Ok

New Password: |

‘ Retrieve and Clear ‘

[ ]

OLAS PASSWORD SECURITY

The reset password sent to you via email can only be used once. If you are unable to access
OLAS you will still have to contact the OLAS Helpdesk and request a password reset.

Do not “borrow” or “share” the user ID of a colleague who already has access. This includes
using their email to reset a password. This is a serious security violation and could result in
disciplianary action.

Please contact the OLAS Helpdesk if you think someone has found out your password, or you
think someone has accessed OLAS using your user ID and pasword.
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