Using Internet Explorer go to http://exchange.sandiego.edu

Log In with the user name and password provided.
Your user name is your email address without the “@sandiego.edu”
(Ex. exchange@sandiego.edu — exchange is the user name)

(If you do not know your password, Help Desk can reset this for you. Call 619-260-7900)
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Now click on Options in the upper right hand corner.
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Click on Change Password on the left hand side and follow the directions on the screen to change your
password. Your password must be at least 8 characters, include a letter and number, and have at least
one special character (ie. |, #, $). Remember to hit the Save button at the top left of the frame.
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After you’ve changed your password, it will ask you to log in again. Log in with the new information
and your Exchange password change will be complete.

For more information on the functionality of Outlook Web Access:

Http://www.sandiego.edu/its/exchange/tutorials.php
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