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Changing Your Password Via Outlook Web Access (OWA)

1. Navigate to Outlook Web Access at http://mail.bergen.edu
2. Enter your username’ and password. If you cannot log in and need to have your password
reset, please contact the help desk at 201-447-7109. Be prepared to verify your identification’.
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J Log On FAQ

Outlook Web Access Log On

Username: [ ]

Password: |

Security

(2} Public or shared computer

Select this option if you use Outlook Web
Access on a public computer,

() Private computer

Select: this option if you are the only person
who uses this computer,

3. After logging in, click the “Options” button on the bottom of the left side of your screen:

| Inbox
:E Calendar
a= Contacts

i'] Tasks

r_:j Public Folders

L9 Rules

! Username (or account) is usually the first initial of first name, and full last name (ex: John Doe = jdoe)
? Please be sure you have your BCC Identification and your Social Security Number handy.

Changing Your Password via OWA
Page |1



—Ber

COMMUNITY H'IHH-I-

Rare Opportunétics, Shared Dreams.

4. Scroll down and click the “Change Password” button:

Reminder Options
. To view reminders, you must use Microsaft Inter
4 Enahle reminders For Calendar items
Enable reminders For Task ikems
Play a sound when a reminder is due

Default reminder: | 15 minutes 4|

Contact Options

- Check names first in:
=

&) Global Address List

Password

o
.\j\"\ “hange Passward
B

Deleted Items

—  (Click View Tterns to view and recover items that ¢
4_;':2 Ttems folder.

5. Enter the following information:
Domain is Admin_NT

Account is same as Username

Old Password (if helpdesk reset your password, enter that as your old password)
Enter a new password?® and retype it in the Confirm new password field

‘A https:/imail.bergen.edu - IIS - Authentic...

Internet Service
Manager
for Internet Information Sexrver 6.0
Dromain Admin_NT
Account
Old password
Wew password

Confirm new password

{ Ok H Cancel H Feset ]

@]Dona é O Internet

Passwords must be 6 characters or more in length and must contain characters from ALL of the following

categories:
- Uppercase Characters (A through Z)
- Lowercase characters (a through z)
- Numerical digits (0 through 9)
Passwords may not contain your user name or any part of your full name.
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