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How to change your webmail password

To change your webmail password, you will need the following:

e Laptop/Desktop

e Active internet connection

The first step is to access your email account through our mail server.
To do this, load the InTouch Systems website, and click on “Mail Server”.

.touch Services

Engineering

We provide only DBS checked, fully trained,
consistently dedicated in-house InTouch engineers
to service all on-site IT support contracts.
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Case Studies FAQs Contact Us

Telecoms

As an accredited partner, using AVAYA & Ericsson-
LG iPECS technology we place our customers at the
forefront of convergence solutions.

e

Remote Support

Click Here

Internet & Broadband

We offer a wide range of internet services, FTTC,
FTTP, leased lines, satellite, WISP, whole home Wi-Fi
solutions, 4G & 5G rapid deployment.
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You will then be taken to a login
page displaying the following:
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Sign in to WebClient

Username

ouch

systems

Sign in to WebClient

You will need to insert your email
address as the username, and then

click “Next”. \

~~

\ example@domain.co.uk

Next

You will then need to insert your
password and click “Sign in”. Sign in to WebClient

N

Keep me signed in

Not you? Choose different account »
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After successfully logging in, you will be taken to your webmail inbox.
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At the top right corner of the page, you will find the profile icon.

m = 0
Right click on this icon, this will display a
pop up of different options. :
40k Settings
Click on “Settings”. (8) 2-Step Authentication is Disabled

Setup now

(7 Help and Shortcuts

=, Switch to Tablet Interface

i
t [Z Logout
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You will now see the settings page on your screen.

i+ Settings
General Accounts Mail Calendar Import/Export
Global Settings Skin Default b
Skin style Purple w
Default Folders
Text Style Auto w
Documents
[ Wight Mode
Anti-Spam
Language English -
Initial Page Inbox ~
Confirmation on exit Message Composed v
Desktop Notifications Auto (background only)  ~

[[] show Favorite folders
Open PDF with buili-in viewer

Delay item preview {ms) 1500
Keep search term when switching folders

Nata farmat ME AR ARA AW

Page 4 of 7



INTouch

SYSTEMS
Click on the “Accounts” tab to view the relevant account settings.

£} Settings / — O X

General Accounts il Calendar Import/Export
My Account Ermail nfo@indooroutdoorgolf.co.uk
Disk Quota
Troubleshooting
Private Certificates Name Info
Alternate Email email@example.com

Other Accounts

DAuth authorizations

Password Change password
2/Step Authentication

Last Login Time

Last Login IP

Next click on “Change Password”.
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The “Password change” window

. £, Password change
should now be displayed on the

screen. Old Password
MNew Password
To change your password, you Confirm Password

will need to insert your current
password into the “Old Password”
box.

You will now need to type your new password into the “New Password”
text box.

This will need to also be typed again in the “Confirm Password” text box.

As per the password policy, it will need to be a minimum of 8 characters
including a capital letter and a symbol and must not include any part of the
email address as the password.

Once the text boxes have

. ] o £ Password change
been fille out, click on “OK”".

Old Password | seees
If you are unable to click on T ®
“OK”, due to the button

Confirm Password | seseeesses

being greyed out, this will
be because the new
password and the confirm

password boxes do not “

match.

Make sure that the same password is being entered into the “New Password”
and “Confirm Password” text boxes.
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After clicking “OK”, you should
see this pop up, indicating that
the password was successfully
changed.
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Password has been changed successfully




