New e-mail Outlook first login instructions

Go to www.cohoes.org

Click on Staff Web Access it will bring you to this screen
Click on This is a private computer

Type in your user name same as school and the password is COhoes click login

Click ok on the second screen with language and time zone
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3. Office Outlook Web Access

Security ( show explanation )

{ ) This is a public or shared computer
o This is a private computer
| | Use Outlook Web Access Light

Domain\user name: LECUields

onoe

E”:‘} Connected to Microsoft Exchange
® 2007 Microsoft Corporation. All rights reserved.

On this screen you will change your password: first click Options on the right hand side
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On the left hand side scroll down until you see change password and click the old password is cohoes and enter
your in your new password has to be 6 charters or more when completed click save. You will have to
login again with your username and your new password.

£ Office Outlook web Access
Optians ol s0ve

Regional Settings

T change Password

assword, and than typa it again ta canfirm i,
¢ cradantials and log on again. You will ba promptad by Outlaok Wab Accass aftar your password has baan changad succassfully.
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Need help please e-mail me with your home e-mail address or a phone number | can reach
you at© Thanks Kathy  ksantoro@cohoes.org
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