Setting up your new email account

You must use Internet Explorer 7 for the setup process. Firefox or Safari will NOT

work.

Step 1

Open Internet Explorer 7 and go to http://www.outlook.com. You will be prompted to log in with your Windows Live

ID and password.

Have 3n MSN Hotmail, MSN Messenger, or Passport
account? It's your Windows Live ID.
A — Sign in
-
- Exchange Labs
F Winduws Live ID:
Siun up (example555

Halp Password:

3 Windows Live ID
: e Remember me on this computer (?

Hemember my password [

Sign in

— /7 0

Your Windows Live ID is your mylasalle

username followed by @student.lasalle.edu
(ex. smithjl @student.lasalle.edu)

Your password is your birthday, followed by
a period, followed by the first 3 letters of
your last name (ex. 123456.abc)

Step 2- The next step is to provide your account information.

I it —

Provide account information

verify your Information

Windows Live ID: demostudentd@student.lasalle.edu

Change your password

Six characters minimum; case =ansitive

Selert a questinn and sarret answer

“Uuestion:  [Select Nne] -

Five-thanawler mninimun; nul tase sensilive

The account you're signing in to is missing some required informatien. To finish signing in, enter the following informaticn.

We respert your privacy and will nse this infarmation in acenrdance with nur privacy policy. | earn ahoot Windows | ive privacy

Your password is your birthday,
period, 1% 3 letters of your last
name (ex. 123456.abc)

Create a new password for

yourself. Something that
you will remember!

Set your question and security
answer. This is used in case you
ever forget your password.

—


http://www.outlook.com/

Add an alternate email address.
This step is optional. If you forget
your password in the future, it will
be emailed to this address

Add an alternate e-mail address

Your information I

Set your country and your birth year

o

T

Cxample: 1999

Revicew and accept the Agrecements

duws Live serviee ayreeimenl and Privacy Sleler

Clicking T avcepl means Lhal you agree Lo Ue W

1 accept | | Cancel

Click the button to accept
the license agreement

Step 3

Click the button to Sign in to Windows Live.

e A ———

Provide account information

You just updated some information that requires you to sign in again.

Sign in to Windows Live

Enter your Windows Live ID and password. Your Windows Live ID is your mylasalle username followed by
@student.lasalle.edu (ex. smithjl@student.lasalle.edu)and your password is the NEW password you set in the

previous step.

Have an MSN Hotmail, MSN Messenger, or Passport
account? It's your Windows Live 1D.

7 e Sign in
+ Exchange Labs
a Windows Live ID:

{example555@hotmail.com)

Sign up

vassword:

[[] Hemember me on thic computer (

Remember my password (7

Siyn in




Step 4

You now need to set your language and time zone preference for Outlook Web Access.

= Mscrasoft

Office Outlook web Access

Use the blind and low vision experience

e primary language for Microsoft Qutl Ao
e language the program wil EMS. Set you r Ia nguage

Language: English (United States) e

o Set your time zone. La Salle University is

(GMT-05:00) Eastern Time (US & Canada) in the Eastern Time Zone.

By dicking "OK" below, you admowledge and agree that your organization's
domain admini ma count and its content and may

suspend, terminate, or modify your account.
= Click OK

xchange

. All rights reserved.

Your new email account is now set up and ready to use!

If you have any problems or questions, please submit a ticket at the Web Help Desk or call
ResNet Helpdesk at 215 951-1788.
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