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1. Go to the Glendale college web site :  http://www.glendale.edu 
 

2. Hover the pointer above “About GCC”, “Faculty and Staff”, then click on “Private Internal Links”

 
 

3. You will see a pop-up box similar to this one: 

 
 
You need to enter your email name ( e.g. jsmith, not jsmith@glendale.edu) and your CURRENT 
email password.  You will be routed to the GCC Private Internal Links web page. 

http://www.glendale.edu/
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4. Scroll to the bottom of the page.  Click on the link named “Exchange Account Information” 

 
5. You will see a web page which will display your Exchange username and initial password. 

Hello John Smith,  
Your Exchange username is: jsmith 
Your Exchange initial password is: $TNPxkc639 
 

6. Make a note of your username and initial password.  Be aware that passwords are case-
sensitive. 
 

7. Go to the OWA log in page at mail.glendale.edu .  You will be presented with the Exchange OWA 
log in.  Enter your email name and initial password and then press ENTER or click on the “Sign 
in” button.  Please type in your password and do not copy and paste. 
 
  

 

http://mail.glendale.edu/
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8.  To change your password, click on the “Options” (near the upper right corner) and select 
“Change Your Password”. 

 
 

9. In the first box, named “Current password:”, enter your initial exchange password (obtained in 
step 5).  In the next two boxes, enter what you want to be your new email password.  

 
 

10. Click on the “Save” button. 
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