Remote Mail Access Instructions

  Note:  You will need Internet access in order to retrieve your mail!

1. Connect to your local service provider.  Open your browser (Netscape, Internet Explorer).

2. Type in this address: http://mail.rigby.com/exchange/.  This address will bring you to the window below.
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3. In order to log on, you need to put your alias in the Log On box.  Your alias will be your first initial and your last name.  Ex. Dhagan (Dave Hagan), Mcunningham (Mary Cunningham).
(If you are unsure of your alias, contact Tech Support.)

4. You will be prompted to enter your user name and password.  Your user name is your first initial and the last seven characters of your last name.

Examples:
dhagan  (Dave Hagan)
dcoakley  (Dan Coakley)
mcunning  (Mary Cunningham)
I will give you your password.  Keep it secure at all times!

Attention mobile office users: In these two spaces, you will enter your network User Name and Password!
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5.  Once you enter your user name and password, you now have access to your mailbox online.  All information will be kept on Rigby’s mail server.  This mail server is backed up every business day.
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6.  After you are done sending/receiving messages, click on the Log Off button at the bottom left side of your window.

7.  The log off screen appears.  To prevent anyone else from opening your mailbox, close the browser and open it again.  
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Web Access

for Rigby Education's Microsoft (R) Exchange Server

Microsoft Outlook Web Access Log Off
To complete the log off process and prevent other users from opening your mailbog, you

must close your browser.
To log on again, click here.
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