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1 	 From the DS Logon tab, click Reset 
Password/Advanced Security. The Reset 
Password screen appears.  

2 	 Enter your First Name and Last Name in the 
text boxes. 

3 	 Enter your birth date (in month/day/year 
format) in the Date of Birth text box. 

4 	 Choose from the Id Type drop-down menu 
the type of identification you used to support 
your identity.  

5 	 Enter your identification number in the Id text 
box.

6 	 Enter the words exactly as they appear in the 
reCAPTCHA in the Type the two words text 
box.

7 	 Click Next. The Answer Challenge 
Questions screen appears.

Please note that the appearance of the screens shown here may vary based on the manner in which DS 
Logon is accessed; the procedure, however, remains the same. 
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8 	 Answer all of the challenge questions.  

9 	 Click Next. The Reset Password screen 
appears. 

	

10 	 Enter a New Password in the text box.

11 	 Re-enter your password in the Confirm New 
Password text box. 

12 	 Click Next. The Password Reset Successful 
screen appears.

13 	 Click Finish.
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TIP: Passwords must be 9–20 characters 
and contain at least one uppercase 
letter, one lowercase letter, one special 
character, and one numeric character.

8

9

11
12


