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Security alert when opening MS Word or MS Outlook
How to resolve

When opening MS Word or MS Outlook staff members may see the security alert below. You will
get this alert if your Office account references aretired website, for example:
https://staffworkplace.napier.ac.uk, or https://studentportal.napier.ac.uk/:

Security Alert X

@ The identity of this web site or the integrity of this connection
cannot be verified.

@  The securily certificate is from a trusted certifying authority.
The secunty certificate has expired or is not yet valid.

@  The security certificate has a valid name matching the name
of the page you are trying to view.

@  The security certificate uses a strong signature.

Do you want to proceed?

Yes View Certificate

You can bypass the alert by clicking Yes to proceed.

To permanently resolve this you need to remove any references to staffworkplace.napier.ac.uk or
https://studentportal.napier.ac.uk/ from your Outloook email client:

e Open Outlook:
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Cutlook 2016

e ClickFile:

Send f Receive Folder

EI .I?'.j % lgnare

= Clean Up -
Mew  MNew Meet Schedule

Email Items~ MNow Meeting =
Mew Webex Delete
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e Clickonthe Account Settings drop down menu and choose Account Settings...
Account Information

“ . Dnapier.ac.uk
Microsoft Exchange

+ Add Account

p Account Settings

Change settings for this account or set up more

Account connections,
Setings ~ " Access this account on the web.
Account Settings... or Android

s
50y Add and remove accounts or change
existing connection settings.

e Clickonthe SharePoint Lists tab.

Account Settings

E-mail Accounts
You can add or remove an account, You can select an account and cF

E-mail  Data Files RSS Feeds SharePoint Lists  Internet Calendars P

o Mew.., ff‘ Change... >( Remove

e Locate the “My Site — Personal Documents” list.

Account Settings X
SharePoint Lists
You can remove a list, You can select a list and change its settings.
Email  DataFiles RSSFeeds SharePointlists |nternet Calendars Published Calendars Address Books

ﬁ:‘ Change... )( Remove

List Name Parent Site Type Permissions
IS Calendars - CR1s I5 Calendars Calendar Write
15 Calendars - On-call Rota IS Calendars Calendar Write
My Site - Personal Documents My Site Document Library Read

Removing a list from Outlook only remaoves your offline copy of that data.

Close

e Doubleclickon the linkand ensure itpointsto the retired website, e.g.
https://staffworkplace.napier.ac.uk, or https://studentportal.napier.ac.uk/.

e Click Cancel to close the list options.

e Ensurethe correct listis selected: “My Site — Personal Documents”, and click Remove.
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Account Settings

SharePoint Lists

You can remove a list. You can select a list and change its settings.

Email  Data Files RSSFeeds SharePoint Lists

@f‘ Change... )( Remove

Internet Calendars Published Calendars Address Books

List Mame Parent Site Type Permissions
I5 Calendars - CR1s I5 Calendars Calendar Write

I5 Calendars - On-call Rota I5 Calendars Calendar Wirite

My Site - Personal Documents My Site

Document Library Read

Removing a list from Outlook only removes your offline copy of that data.

Close

e Click Yes, when prompted:

Microsoft Outlook

Do you want to remove the list (My Site - Personal Documents)
! from all computers that you use?

Any changes you made since the last Send/Receive will be lost.
The contents of this list will remain an the server,

The security alert will no longer appear.
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