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From	  your	  browser,	  go	  to:	  	  
hHps://mail.unesco.org	  



Add	  your	  account	  credenKals	  	  
as	  obtained	  by	  ICTP	  Personnel	  Office:	  

It	  could	  be:	  
1)	  User	  name:	  hq\<iniKal	  of	  your	  name>_<family	  name>	  
Password:	  <the	  one	  communicated	  by	  the	  Personnel	  Office>	  
	  
2)	  User	  name:	  fu\<iniKal	  of	  your	  name>_<family	  name>	  
Password:	  <the	  one	  communicated	  by	  the	  Personnel	  Office>	  
	  
In	  the	  example	  for	  Enrico	  Fratnik:	  
HQ\e_fratnik	  
	  
Please	  note	  the	  hq	  or	  fu	  in	  front	  and	  the	  “\”,	  all	  without	  spaces	  !!!!	  



Then	  press	  
the	  	  

“Sign	  in”	  	  
BuHon	  



It	  will	  be	  displayed:	  

Click	  on	  
“OpKons”	  



…	  and	  then,	  select:	  
“Change	  Your	  
Password…”	  



RULES	  for	  choosing	  your	  new	  password:	  
	  

•  At	  least	  8	  characters	  long	  
•  Do	  not	  contain	  the	  user's	  network	  Logon	  name,	  first	  name	  or	  last	  name	  
•  Contain	  characters	  from	  three	  of	  the	  following	  four	  categories:	  	  

o  English	  uppercase	  characters	  (A	  through	  Z)	  
o  English	  lowercase	  characters	  (a	  through	  z)	  
o  Numerical	  characters	  (0	  through	  9)	  
o  Non-‐alphabeKc	  characters	  (for	  example	  !,	  *,	  -‐,%,@)	  	  

Beside	  the	  minimum	  requirements,	  passwords	  shall	  not:	  
•  be	  based	  on	  personal	  informaKon	  like	  names	  of	  family,	  pets,	  friends,	  birthday,	  

phone	  number…	  
•  or	  common	  words	  like	  unesco,	  paris,	  sciences,	  educaKon,	  culture,	  password,	  …	  
•  or	  easily	  generated	  paHerns	  like	  abcd,	  aaabbb,	  qwerty,	  azerty,	  or	  123456	  	  
	  



Type	  in	  your	  Current	  
password	  and	  twice	  
the	  new	  one	  (follow	  
carefully	  the	  rules	  on	  
password),	  then	  click	  

on	  “Save”	  



The	  following	  
message	  will	  

confirm	  that	  you	  
changed	  the	  

password	  correctly.	  



Log	  out	  

Then,	  Log	  out	  
pressing	  the	  “Sign	  

out”	  BuHon	  


