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Beginning Fall Quarter 2006, student e-mail accounts will be upgraded from the WebMail e-mail
system to Outlook Web Access (OWA) 2003. All students who are new to CSULA will have
their e-mail accounts created on the OWA server and do not need to go through the upgrade
process. Continuing students who previously had a WebMail account need to upgrade to OWA
to continue using the campus e-mail system. The purpose of this handout is to provide detailed
guidance on the upgrade process.

To upgrade a student e-mail account from WebMail to OWA.:
1. Launch Internet Explorer and go to the URL https://mymail.calstatela.edu. The NIS
Account Validation page will open (see Figure 1).
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Cal State LA, is currently in the process of upgrading a key online service.

Beginning Fall Quarter 2006, a new student e-mail system is being implemented.
This page is being displayed because you have requested this service.

You must provide your valid MIS Username to continue.

Enter your NIS Username: |

Figure 1 - NIS Account Validation Page

2. Enter the NIS username in the Enter your NIS Username: textbox and click the Submit
button. The page will redraw and request the user NIS password (see Figure 2).
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Qutlook Web Access (OYVA) 2003 offers new features to students such as calendaring, a task list, a contact list, SPAM
filtering and a ten fold increase in storage space over the legacy Webmail system — now at 100 megabytes! Current
students can continue to use the existing Webrmail but will be encouraged to upgrade to this powerful new platform as
s00n as possible. YWebmail will be refired at the end of the 2008/07 academic year.

To proceed with the upgrade, validate your identity by providing your NIS password below, Select the Upgrade Me
button to complete the upgrade. Select the Cancel button to abort the e-mail upgrade.

Your NIS Username: cksaol
Enter your NIS Password:

You have 3 attermpts remaining to correctly enter your password.

Upgrade Me Cancel

|
Figure 2 - NIS Password Request Page

INOTE:
If the NIS username is not recognized the user will see the Account Not Found page (see
Figure 3). Click the click here link and try entering the username again or, if further



https://mymail.calstatela.edu/

assistance is needed, visit the ITS Help Desk in the JFK Library, Palmer Wing lobby or
contact by telephone at (323) 343-6170.
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Account Not Found

You are either entering your NIS username incorrectly or inputting an invalid account. If you believe that you have entered
your MIS username incorrectly click here to try again.

To obtain an NIS account visit the ITS Help Desk located in the JFK Library, Palmer Wing Lobby. You must bring your
Golden Eagle Card with a valid sticker that you receive when you register. If you do not have a valid Golden Eagle Card
then you must provide a valid photo 1D along with proof of enrollment such as a GET printout of the classes you are
currently enrolled in. Hours of operation far the Help Desk are available online at http:/Awww calstatela. edu/helpdesk or
you can call for assistance at (323) 343-6170.

Figure 3 - Account Not Found Page

3. Enter the NIS Password in the Enter your NIS Password: textbox and click the Upgrade
Me button. If successful, a Congratulations page will open in the browser (see Figure
4),
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Congratulations, your e-mail has been upgraded to Outlook Web Access!
four e-mail upgrade is complete. Upgrades will be finalized once a day at 6:00 am

Once the upgrade has been finalized, all new e-mail will be delivered to your OWWA 2003 Inbox. If you need any ald e-mail
you can still access the WehMail system

OWWA 2003 can be accessed using web browsers such as Metscape and Firefox. However, to take full advantage of
advanced enhancements, such as drag and drop functionality and right-click capahbilities, the use of Internet Explarer v&.0
or higher is required.

Instructions are available online for using OYYA 2003, For a list of workshops, please visit the Student Schalar's Training
Program.

Mow that you have completed the upgrade you will no longer be required to go through this wizard. Select the Continue
button to proceed to OWA 2003
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Figure 4 - Congratulations Page
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The user will be allowed three attempts to enter a password. If the password is not
recognized after three attempts, an Invalid Password page will appear (see Figure 5);
contact the ITS Help Desk.
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Invalid Password

You are either entering your MIS password incorrectly or inputting an invalid one. If you believe that you have entered your
MNIS password incorrectly click here to try again.

To obtain a password reset, visit the ITS Help Desk located in the JFK Library, Palmer Wing Lobby. You must bring your
valid Gaolden Eagle card with you. Hours of operation for the Help Desk are available online at
http: Mwiew calstatela eduhelpdesk or you can call for assistance at (323)343-6170

Figure 5 - Invalid Password Page

4. Click the Continue button. The browser will open to the Student Logon page (see
Figure 6). Close the browser window by clicking the Close 3 button.
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Outlook Web Access

Student E-Mall

Cutlook Handouts

Student Logon
CWA Workshop Schedule

username: | |
(Example: jsmith)

Password: | | [Legon |

Security
(@) Public or shared computer
Select this option if you use Qutlook Web Access on a public
computer,
() Private computer
Select this option if you are the only person who uses this
cormputer,

Warning: By selecting this option you acknowledge that the
computer complies with your organization's security policy.

MNOTE: Microsoft Internet Explorer (IE) version 6,01 5P 1 or above is
required to obtain the full Functionalicy of the premium features in Qutlook
‘Weh Access 2003,

Figure 6 - Student Logon Page

INOTE:
After successfully upgrading, the OWA e-mail account will not become active until 6:00 a.m.
the following day.
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