
Updating your password after it has expired   

 

                   • You will be reminded that you need to update 
your password every 90 days 

• This reminder may appear a few different ways: 
o Email 
o Windows reminder 

• IF your password has already expired your 
options for fixing this will vary 

 
 

 

 
 

Option 1: Updating your expired password at work 
 

• Once your password has expired, you can only 
update it yourself by plugging into a wired 
connection at work.  This may involve plugging an 
ethernet cable directly into your computer or 
using your docking station (which has an ethernet 
cable plugged directly in) 

• Once you are connected to the wired 
connection, turn on your computer and you will 
immediately be prompted to update your 
password.  If you are not prompted, you may 
login and press CTRL+ALT+DELETE at the same 
time to for a password change. 

 
NOTE: YOU CANNOT UPDATE AN EXPIRED 

PASSWORD OVER WI-FI 
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Option 2: Updating your expired password if you 
cannot get physically into work 

 

• If you are unable to plug into the corporate 
network as per the previous step, you will need 
to engage IT to update your password by 
submitting a ticket or calling 1-800-565-7564 

• IT will update your password and provide it to 
you so you may login via VPN 
o This process will involve logging into your 

computer using your existing password 
o Connecting via VPN using the password 

provided by IT 
o Finally, you will need to lock (windows+L) 

your computer to ensure your computer is 
updated with the new password 

o For more information on updating your 
password via VPN please see “Updating your 
password remotely using VPN” 

 
Note: You may be prompted to provide your 
updated password to use Teams or if you have 
Shannex email on your cell phone.   

 

 


