
How to change your email password on the WebMail site 
 

After you successfully log into your email, look for 
the gear in the upper right hand corner.  Click on 
“Options” at the bottom of the list. 
 

 
A new window will open on the left hand side of 
the page. 
Click on the word “General” at the top. 

 
The General section will now expand. 
Click on the words “My Account” 

 



Your account information will now open. 
Here you can update any information you would 
like. 
 
Near the bottom right you will see where to 
update your password.  You will also see how 
much space you have available. 
 
Click on Change your password. 

 
The change password box will now appear on the 
right. 
Enter your current password (the one that let you 
log in) 
Now create a new password.   
The passwords need meet the following 
requirements: 

 At least eight characters in length 
 Contain a capital letter, a lowercase 

letter, and a number.  Symbols are 
acceptable. 

 Cannot be a password you used recently 
 Cannot contain your name or the word 

Tusculum 
 
Click “Save” when finished  

 

 


