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ICT Helpsheet

Logon Process
 for Support Workers

Enter your usual site 
logon Username and 
Password.

Click on Outlook Web 
Access Login icon.

Enter the username and 
password provided by 
your Service Manager.

At the right of the screen click on Options and then Change Your Password.



Enter your current password 
provided by your Service Manager.

Choose a new password to use. 
(It must be 8 character’s in total and contain at least 
one capital letter and one number.)

Confirm your new chosen password and click Save.

Click Close Window.

Double click on Outlook Web 
Access login icon again. 

Enter your Username and 
newly chosen Password.

Success! You have arrived 
at your own inbox 
with your new 
account and 
password.


