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1. Login to your course site as the administrator, then click on the Site administration button in the Navigation 

drawer to the left of the page.  

 

 

2. From the site administration page, navigate to the Users tab and click the Browse list of users option.  
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3. The page that loads will display all current users with access to your site. You may use the search options at the 

top of the page to help you locate the student. Click the Show more… option below the default username field 

displayed if you do not know your student’s username and need to search based on other parameters such as 

surname, email address, or first name.  

 

4. Find the User to be reset and click their corresponding Gear Icon under the Edit column.  This will take you 

into the General editing screen. 

 

5. Click the Click to enter text option to the right of the New password field. 
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6. Enter the new password into the New password field. You may wish to click on the  Icon to view the text and 

ensure the new password is typed in correctly. 

*Note* The password must have at least 8 characters, at least 1 digit(s), at least 1 lower case letter(s), at least 1 

upper case letter(s), and at least 1 non-alphanumeric character(s) such as as *, -, or #. 

 

7. To force the user to choose a new password when they login check off the Force password change box. 

*Note* If this checkbox is ticked, the user will be prompted to change their password on their next login. 

 

8. To save any changes scroll to the bottom of the page and click Update Profile. 
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