Activate Student E-Mail
1. Login to the student registration system (also known as MyCommunity Education or Banner).

2. Click "Click here" to activate your student e-mail account.

Students: You have a NEW College Issued Student E-Mail Account]Click here fo activate your new
account.
If you have already activated your account, please access your

Microsoft Exchange Labs.

dent e-mail through

\Click "Click here" to
activate your e-mail

Personal Information Menu

Student E-mail Account Information, Your Profile, View or Update Your Account and Contact Information, Name and SSN
Change Information

Student Menu
Quick Links, Registration Menu, Student Records Menu and Student Account Menu

3. Write down your student e-mail address.

View or Update E-Mail Addresses Your current Institution is RRCC

&R Update an existing e-mail address by selecting the link. Insert a new e-mail address by selecting the
address type from the list and selecting Submit.

Students: Your NEW Student E-Mail Address is located under the "College Issued Student E-Mail
Account” area below.

* Please write down your Student E-Mail Address or copy it with your mouse. You will need
it to access your account.

» Please click here to access your account.

» This account cannot be modified and will be your Preferred E-Mail Account with the
college.

E-mail Addresses Student E-mail Address
College Issued Student E-Mail Accou

joe.test3d@student.cccs.edu

omment: This e-mail account cannot be deleted or changed.

Preferred

4. Click “click here” to continue the activation process.
Important! Do not click the Submit button at the bottom of the page.

View or Update E-Mail Addresses Your current Institution is RRCC

&R Update an existing e-mail address by selecting the link. Insert a new e-mail address by selecting the
address type from the list and selecting Submit.

Students: Your NEW Student E-Mail Address is located under the "College Issued Student E-Mail
Account” area below.

e Please write down your Student E-Mail Address or copy it with your mouse. You will need

it to acce guraccount.
o Pleasq click herghe access your account.

e This account canimot [7e
college.

mgdified and will be your Preferred E-Mail Account with the

E-mail Addresses Click “click here

College Issued Student E-Mail Account

joe test34@student.cocs edu Preferred
Comment: This e-mail account cannot be deleted or changed.




5. Click “Click Here to Access Your Account.”
Important! Make sure you have written down your Student E-Mail address. Read and print
the “First Login Password Information” before clicking the link. This information is important
during the activation process.

Student E-mail Account Information Your current Institution is RRCC

&% The Colorado Community College System has created a Student E-mail Account for
you with Microsoft Exchange Labs.
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r{  Microsoft EXChange Labs Click link to access your
| student e-mail account
Click Here to Access Your Account

E-Mail Address:
You will need your NEW Student E-Mail Address to access your account with Microsoft Exchange Labs.

First Login Password Information:

Your password will be set to your birthday, in the form of MenthDDYYYY. The month will be spelled out
beginning with a capital letter. If your day of birth has only one digit, then a leading 0" is required in front
of the digit.

For Example:

« If your birthday is January 1, 1970, your password would be January011970

« It your birthday is May 31, 1982, your password would be May311982

The first time you sign into your e-mail account, you will be required to create a new password.

« Step by Step Instructions for Account Access

« Step by Step Instructions for Account Management
+« FAQs
« Browser Compatibility

Enter your student email address.
Enter your first login password.
Uncheck “Remember me on this computer” and “Remember my password.”

Click “Sign in.”
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Have an MSN Hotmail, MSN Messenger, or Passport
account? It's yvour Windows Live ™

6. Enter your

o re— Sign in -mai
# Exchange Labs 0 7/ Student E-mail

f}' Windows Live 1D: [Joe.test34@student.coes.edu

(example555@hotmail.com)

Help Password: ssssssss +— 7. Enter your First
Forget your passw| L ggin Password

.:: Windows Live ID

Works with MSN, Office Live, and Remember me on this computer (?)
Micrasoft Passport sites B Un':hECk Remember my password (7]

9. Click Sign 1




10. Wait for the page to load. The amount of time to wait depends on the speed of your internet
connection.

11.Enter your first login password. (Refer to the page you printed with the First Login Password
information for details about your initial password.)

Provide account information

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

We respect your privacy and will use this information in accordance with our privacy policy. Learn about Wind

*Required fields Enter YOUI’ ﬁI'St |Ogin
password
i

Verify your information

Windows Live ID: joe.test34@student.cccs.edu
Sign in with another Windoyg#®ve 1D
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“Password: | sesesess)

Forgot your password?

12.Create, Type, and Retype a new password.
Important! Make sure to remember your new password. This new password is heeded to
access your student e-mail account.

Change your password p Ty‘pe new paSSWGI'd

*Type new password:

Six-characters minimum; case sensitive

Password strength: [Strong |

“Retype new password: [seeesese o=t Retype New password

[ make my password expire every 72 days
Get help with this

13.1t is highly recommended you check the box to make your password expire every 72 days.

Change your password

*Type new password: |sessssss

Six-characters minimum; case sensitive

Password strength: |'Strong

E )

Retype new password: |ssssssss

ChECk bﬂ}( Make my password expire every 72 days

Gat help with this




14.Select a question by clicking the down-point arrow and then clicking question. Then enter the
answer to the question.
Note: You will be asked this question if you forget your password.

Select a question and secret answer

" Selecta
*Question: | Best chidhood friend v“/ question

Frecret answige lathy
/Fi'.'e-..harader minimum; not case sensitive

Enter answer

15.1t is recommended (not required) you type and retype an alternate e-mail address.
Note: If you forget your password, password reset information will be sent to this e-mail
address.

Add an alternate e-mail address Type alternate e-mail
Alternate e-mail address: jDE.tES‘m

Retype alternate e-mail address: |jge.test@ ail.conm
R Retype alternate e-mail

16. Select your country and state. Type your ZIP code and year of birth.

Your information X Select United States
*Country/Region: | United States ‘/ b
Why is this required?
=State: [ Colorado «—T Select your State

ZIP code: [g0501  fmmmm— Type your ZIP Code

*Birth year: |197p
Examplh- Type your Birth Year

Why is this required?

17.Click “I accept.”

Review and accept the Agreements

Clicking I accept means that you agree to the Windows Live service agreement and Privacy Statement.

Click "l accept” _W[ Cancel |




18.Click “Sign in to Windows Live.”

Provide account information

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

— . . F_ Click "Sign in to
[ CEURUALLE L Windows Live"

19. Enter your student e-mail address and the new password you just created. Next click “Sign
in.”

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

Enter student
Sign in e-mail address

‘?‘;‘S “Egc“ghange Labs

3" Windows Live ID: |Jue.test34@student.cccs.edu |

(examples55@hotmail.com)

Help Password: |ooooooio| |

Forgot yvour pdssw

af Windows Live ID Ent
i 7 nter new

Worles with MSN, Office Live, and I:‘ Remember me on this computer (7]
Microsoft Passport sites [Jremember my password (7) password

Click "Sign in"  {——jp Signin |

20. Select Language and your time zone and then click “OK.”

= Office Outlook Web Access

der or high contr
the check box below to optimize Outlock Web Acce
subsequent sessions. After you log on, you can modify this choice at any time
on the Options page.

Bl Use the blind and low vision experience

Choosze the primary language for Microsoft Qutlook Web Access, This choice
determines the language the program will use for all items.

Select

Language: English {United States)
Language

Current time zone:
(GMT-07:00) Mountain Time (US & Canada) ™ Select
your time

By dicking "0K” below, you acknowledge and agree that your organizat| 20ne
domain administrator may access your account and its content and may
suspend, terminate, or modify your account.

e | o -
Connected to Microsoft Exchange
(2007 Microsoft Corporation. All rights reserved.




21.You are now logged in to your student e-mail account.

@ Office Outiook Wi s | | 2 “

Ml Irbox

Ararge by: L

There are 00 Reres 3 ohow In D View

o] Tasks

22. When you are finished working with your student e-mail account, click Log Off.

“4 Exchange Labs

Click *Log Off"
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