
How to Change Your Email/Network Password 
 

 
Password rules: 
8 characters minimum 
Combine letters and numbers 
Include capital and lowercase letters 
Include a special character such as % 
 
If you are staff or faculty and in your college office: 
PC 

1. Press: Control + Alt + Delete 
2. Choose Change Password… 
3. Type your old password 
4. Then type your new password 
5. And again type your new password in the 3rd 

empty box 
6. Click OK 

MAC 
1. Click the Apple 
1. Choose System Preferences… 
2. Under System, click Accounts 
3. Choose your name from the list of accounts 
4. Click the Change Password button 
5. Enter your old password 
6. Type the new password and type it again in the 

verify box 
7. Click Change Password 
8. Log Out of the computer 
2. Log In to the computer 

 
If you are at home and can log on to mail.etown.edu: 

1. You must use Internet Explorer for a browser 
2. In the upper right corner of the screen, click 

Options 

 
3. On the left side, select Change Password 

 
4. In the Change Password window, type your old 

password, new password and retype to confirm 

the new password 

 
5. Click SAVE 

Make sure to do this or your password will 
not be changed  

6. Successful password change notice 

 
7. Click OK 
8. Log on with your new password 
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