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User Manual - Editing Profile and Change
Password Rev2

Edit Profile (Photo & Information)

1 Log in system as usual
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2 Click an icon at top right corner. A dropdown list will appear. Click at "My Profile"

3 User will see this "Profile" section. Click at "Edit Profile"
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4 Click the IC Number field.

5 Once photo chosen and uploaded, it will appear in the round section followed by
file name
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6 If user decided to delete the chosen photo, click "Clear" button and repeat the step
to upload new photo

7 Fill in the information required, then click "Save Changes". "Profile updated
successfully" message will pop up upon completion
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8 Editting Profile is accomplished

Change Password

9 Click "Change Password"
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10 User will see the section for Password as display
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11 Fill in the required field for the "Current", "New Password" and "Re-enter New
Password" followed by click "Change Password" button.

(at least 12 character, have non-alphanumeric (e.g.: !@#$%&*), one lowercase
(e.g.: abcde), one uppercase letter (e.g.: ABCDE) and have one number (e.g.:
12345))

12 Change Password is completed after "Password changed successfully" message pop
up
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13 User will receive password changed notification email


