Change Academy Webmail Password

1. Login to mail.signingtimeacademy.com with your Academy email and the
password “instructor”.
2. Click on the three bars in the upper right hand corner.

leeann@signingtimeacademy.com

Search all email folders

3. Click on “Settings”.
Settings
Email Options Calendar Language & Date/Time
. General Settings »

Display Preferences

@ Display HTML emails

@ Enable keyboard shortcuts

o Preview pane: | Bottom %)

o Number of messages listed per page: | 50 % |

Composing Email
¥  Incoming Email

® Spam Settings
New Messages

External Accounts
- @ Play alert sound when new email arrives

o Check for new email every: | 5Minutes  + |
Change Password [

Trash Options
@ Move deleted email to the Trash folder
™ Move purged email to the Trash folder

Cancel | Save |




4. Click on “Change Password”
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Change Password

Change your password regularly as a best security
practice. View Password Requirements

Current Password

New Password
{

Confirm New Password

[

5. Enter Current Password “instructor” and the New Password then confirm the
new password and save.



