Getting Started With Your
Live@edu Account

This guide will give you step by step instructions to get you into your new, Live@edu account. The
screenshots provided will show you our example student Jane A. Doe.

Step 1: Change your Password (for password Recovery continue to step 1a)
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Welcome to the Account Self-Service Portal (ASSP). The ASSF is designed to give PhoenixLaw stadents the ability to manage their public email address
that they can receive email at. as well as retrigve their usemame and reset their password. To get started. choose an option from the menu above.

[Fyou experience any issues with this site please contact the Help Desk via email (ithelp@phoenixlaw edu) or phone (612 6532 6300).

The first thing you need to do is to change your password. We have made a handy tool to change your
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This website is intended for use by students of Phasnix Schoal of Law.
If you sxperiencs any issues logging In please contad the IT via email {ithelo@ehosnizlsw sdu} or phone (802.882.8300)

password at http://password.phoenixlaw.edu. Below is a screenshot of the password reset page.

Click the Change My Password button at the top of the page and you will be taken to the page below.



Once you have logged in you will be able to change your password. Make sure to change your password to
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Below you can change your password according to the following password requirements.
Your new password must:
- be at least 3 characters and no longer than 16 characters

- not be the same as any of your five(5) previous passwords

Change Password

Confirm Mew Password:

i Change Password ] [ClearJ

something new or the tool may not work.

Step la. Password Recovery

This step is only needed if your password has expired or you are unsure of your password. Go to
http://password.phoenixlaw.edu. Click on the Forgot Password button. You will be presented with the
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If you can't remember your PhoenixLaw Login andior password this page should be of some helo. Fill out the answers to the following questions to access
your account information. If you still can't login via this page, then please contact the Help Desk via email (ithelp@phoenixlaw edu) or phone (602.682.6900).

Last 6 digits of your SSN:
Example: 123456
Birthdate:

Example: MM/DDMY

Last Name:

Mo suffixes (Jr.. Sr., etc)

| Cantinue

01/01/90

Doe

screen below. Enter the last six (6) digits of your Social Security number, your birthday, and your last name,
and you will be asked to create a new password as described above.



After your password has been changed your Live@edu account is ready to go. Navigate to
www.outlook.com. Your login name will be your current username followed by @student.phoenixlaw.edu.

For example Jane A Doe has the username jadoe, her outlook.com login is jadoe@student.phoenixlaw.edu.
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This can be seen below.



The first time you login you will be required to fill out some required information as seen in the screen
{2 Account - Windows Live - Microsoft Internet Explorer provided by Phoenixlaw
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Picture: ‘W
@

Typethe 6 characters you see in the picture

*Characters: |

Werify your information

Windows Live ID: jadoe@student.phoenixlaw.edu
Sign in with another Windows Live ID

*Password:

Forgot your password?

below.

Once you have filled in the required information you will be taken to your brand new email! At this point
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you are all set. If you need to import the PST containing past emails and contacts please continue to the
next page.



Importing Your PST File Into Live@edu

nd
It is recommended that you do this procedure in the computer lab on the 2 floor for the best
performance. You can also do this at your home. Importing your PST file over the school’s wireless
network is not recommended due to the lower speeds that it provides.

The first thing you need to do is open Outlook 2007. (For instructions on setting up all other clients,
please visit this page: http://bit.ly/2L5MKp)

Outlook 2007 Startup
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Click Next a few times until you are at the screen below. If you are logged into the lab computer your
name and email address will auto-fill. If you are on your personal computer enter your email address,

for example jadoe@student.phoenixlaw.edu.

Add New E-mail Account

Auto Account Setup
Clicking Mext will contact wour e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings,

E-mail Address: ijadoe@student.phoenixlaw.edu |

Example: barbara@contoso.com

[IManually configure server settings or additional server bypes
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After you click Next Outlook will try to configure your email server settings. A popup will appear as
seen below. Make sure you check the box and then click Allow.
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One more popup will appear asking you to enter your username and password. Enter your full email
address and password and click OK.
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When everything is setup you will see the screen below.
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«  Establish network connection
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Click Finish and Outlook will sync up with your student account, this will take a few minutes. You may
the popup listed below as your account is setting up.
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Now that Outlook 2007 is setup we are ready to import your PST file. You can access your PST file at
http://pst.phoenixlaw.edu. When you go to this website, you will be asked for login information,

simply enter your username (jadoe for example) and your new password. You will then be asked to
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download your PST file; we suggest placing this file on your desktop for easy access in the next step.



Once you have downloaded your PST, switch back to Outlook, and go to the File menu and click Import
and Export. Select Import from another program or file and click Next as seen below.

Import and Export Wizard
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Description
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Browse to your PST file, which should be on your desktop, and click Next.

Import Personal Folders
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After this screen click Finish and your PST file will be imported. Now to push this to your Live@edu
account you need to click the Send/Receive button at the top of Outlook. The amount of time it takes
to import is directly related to how much email you have (a progress bar will pop up letting you know
what the status is). If you had a full mailbox it will take considerably longer than someone with less
than 100 emails.
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