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Change a User Password 

 

Overview 

The default password for a new staff person is "password".  

 

When the user logs in for the first time, she/he will be prompted to create a 

personal password.  

 

You can change the user password later if the user has forgotten his/her 

personal password. The password you set on this window will 

permanently override any existing password. 

 

You can only change the password for a staff person with a Staff Type 

(security level) lower than your own. 
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To Change a User Password 

 

1. Select Administration, then Change Staff Password on the MOSES 
main menu bar.  

 

 

 

2. MOSES displays the Change Staff Password window. 
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This windows are similar to the window that appears when a 
user changes his own password.  
The difference is that a user with Standard Access or below 
must enter their current password once, and their new 
password twice. 

 

3. Select the Staff ID from the dropdown list for the user whose password 
you are changing. 

 

4. Type a new password in the New Password field.  

The password must be 8-10 characters in length.  

The password is case sensitive and must use a combination of upper-
case letters, lower-case letters, numbers and non-alphanumeric 
(symbols, etc..).  At least three of these types. 
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5. Click the OK button to save the new password and return to the 
MOSES desktop. 

 

 

 

MOSES will ask you if you want to save Changes, say Yes.   

 

 

 

 

MOSES will prompt you to change your password every 90 
days.  
You must change your password at that time.  
You cannot use the same password again for eight 
changes/cycles.  
In addition, the automatic timing of this change cannot be 
modified. 

 

 



Basic Admin Handbook  
2020 

7 

 

To Unlock a Staff Member 
 

1. Select Administration, then Staff Maintenance on the MOSES main menu bar.  
 

 
 

2. MOSES displays the Staff Maintenance window.  
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3. Enter the MOSES Staff Id for the person you are looking for.   
 

 
 

4. Double click or hit Edit to open the record.   
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5. Uncheck the Locked box.   
 

 
 

 

6. Say Yes to save the changes.   
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To Create Local Programs at a Career Center 
 

These programs may be funding sources or special services that are unique to your 

career center. 

 

1. Select Administration, then Career Center Management on the MOSES main 
menu bar.  

 

 

 

2. The Career Center management window opens up. 
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3. Select the Programs tab on the Career Center Management window. 

 

 

 

 
Note that there are Job Seeker Programs and Employer 
Programs.  
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4. Click Add to add a program, fill in the correct fields.   

 

 

 

 
Note the Active check box.   

Check it to make the program / grant active or uncheck it to make 

it inactive.   

 

 

 

You can use this box to temporarily deactivate seasonal 
programs. 

 

 
  



Basic Admin Handbook  
2020 

13 

 

5. Click Delete to remove a program.   

 

 

 

 
You cannot delete a program that is in use. 

 

 

6. Click Yes to remove the program.   

 

7. Click Ok to save.   

 
 

 

 

 

 


