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Exchange email (mail.accd.edu) Username Change  
 
ACCD Employees can request that their PALS and therefore MAIL.ACCD.EDU Email Username be 
changed due to an official name change. 
 

Step 1.   
The employee must contact the Employee Services Department (previsously known as Human Resources 
Department)  to have their name updated in the Human Resources System (HRS). 
 
Step 2.   
Once the name is updated in the HR System, the employee should backup their Mailbox to save any critical 
email messages.  (Refer to the Help guides: “ Importing/Exporting Exchange Mailbox using Outlook 2003/Outlook 2007” for steps 
on backing up email). 
 
Step 3. 
Once done backing up emails, the employee should call Support Central at 220-1616 (Option 4) and request that 
their PALSID/Exchange email username be changed. 
 
The Helpdesk will run a Username Change process which will run overnight.  As a result, the previous username 
will be deleted along with any information within the PALS Account. 
 
 Note for EMPLOYEES that are enrolled in ACCD Courses and FACULTY:   
 Any previous term courses listed within the PALS “My Courses” tab will not be visible in the new PALS 
 account.  Only current term courses will transfer into the new PALS Account. 
 
 Note for BANNER Users:   
 Banner usernames will not automatically change once your new PALS ID is created, therefore your 
 Banner account will continue to allow you to login with the old PALS ID.  To request that your Banner 
 training information be moved to your new PALS Account, please email yflores@mail.accd.edu and provide 
 the old PALS ID and the new PALS ID.  After this step, you will need to submit a Banner Access Request to 
 request the Banner Username change.   
 
Step 4. 
The day following the overnight process, the employee can retrieve the new mail.accd.edu email address as 
follows: 
 
Go to www.accd.edu/pals and click the appropriate school name under Login to PALS.  
Under the password box, select Click Here to obtain your PALS login User Name and follow the prompts.  
Your default password is the first 2 letters of the last name (in UPPER CASE letters) followed by the last 6 digits 
of the SSN.   
 

If you have any questions, please contact Support Central at 220-1616 (Option 4). 


