Using Outlook Web Access

Based on documentation developed at the University of lowa State University
Revised for lowa State University Extension
This material can also be found in ‘Life After Eudora’

Your Outlook e-mail may be accessed from anywhere in the World if you have a
computer with Internet access and web browser software.

Logging on to Outlook via the Web

Launch your web browser

In the Address box, type: Connect to exchange.iastate.edu
http://exchange.iastate.edu =
LA\ 3

When the ‘Connect to exchange.iastate.edu’ 1’;’“ o
window opens, type your Net-1D for User
name: and your regular password for iactate.adu
Password:

Lser name: |ﬁ jdae] v|
Click OK. Password; | IITI LI Y] |

[ 1remember my passward
[ Ok l [ Cancel

Read i ng you r E_ Mai I 2 Microsoft Outlook Web Access - Microsoft Internet Cxplorer
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To open an e-mail message in your | @“““ﬂ' O HB@e P~
- " 55 It f femad i, fencharge/
Inbox, double-click on the name of Ml

M4kH
the sender.

FW: Some Cool Things in Dulleok 20031

NOTE: In the image to the right, N e [

i, Atachments cn ceniin vines Bl may harm your computer.
Antachments may not deplay comsctly.

messages can also be viewed in the o 0 o L= Dos, o
Reading Pane, without opening the i € T i sk

Albachments: ] o e cool Thrgs desiazan
message.

i Doe, Jome  Tue 2i17/2.

e
= TS Help D Tue 27172

Jane,

It's great that you are switching to Outleok.
You're geing to love all the things you can do
new. Here's a list of some neat things you

 Tue 21772 can do in Outlosk.
ol Doe Tom Tue 21772, .. Tom
Dutiook Introduction to Ema

Rnscarch Services
Research Sendces allow you o quickly reference
irformation online and an your computar withaut laaving
your Dlee program . You car seach muliphe saurces
mr salart 3 smasific sasirrs Tha fnllvudinn saricos ora
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B Newsletter deadline... - Message (HTML) [T”El@ To cl.ose a fnessege after you
— read it, click on the Close

=1 (“X’)button in the message
window.

! File Edit Mew Insert Format  Tools  Acktions  Help

- aPeply | Replytodl | i Forward | 5 | ¥ | X | @

| From; Cioe Tom Sent:  Mon 3/1/2004 4:02 PM

The OWA Inbox toolbar will look like:

a3 Mew = ‘:E, " ‘up _:ﬁ = |._|§| = ‘J‘ i8] IL.LS‘ & Help "l Lag Off

To reply to the send_er of a message while the CRepi
message is open, click the Reply button.

To reply to all recipients of a message while the =
message is open, click the Reply to all button. Reply to al

To forward a message while the message is open, |3 Ferward
click the Forward button.

To delete a message in the Inbox, click the Delete %
button. Once deleted, messages are moved to the  E—
Deleted Items folder.

To read opened messages in a sequence, click the
Previous Item or Next Item button. Empty Deleted ftems

Recowver Déleted kems
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Creating and Sending a Message
With the Inbox displayed, click the New button.
When the new message form appears,

enter an e-mail address in the To:
field, an address in the Cc: field (if

A Untitled

|_1J Mew =

Message  Microsoft Internct Explorer

itgend| (ol b |2 0 B 7 & |:] Options...| @ Help

EEE

needed), a subject, and your message.

Subject:

Attachments:

| Normal

v| A |and
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é ‘ Internet

After addressing and composing your

. =
message, click the Send button to I send

= <

&V

el

ﬁ Options...

&) Help

send your message.

Sending Attachments
With the Inbox displayed, click the New button.

Follow the instructions above for Creating and
Sending a Message. To attach a file to the
message you’ve just created, click the
Attachments button or paper clip icon.

In the Attachments--Web Page Dialog
window, click the Browse button to locate the
file you want to attach.

Once you’ve selected the file, the pathname for
the file’s storage location will appear in the

|_ﬂ Mew ~

Atkachrments:

| A Attachments -- Web Page Dialog

@) Help

Choose a file to attach:

|C: ‘Documents and Settings\All Users\Documents My PicturesiSample Pictures\Sunzet. jpg |[ Browse...
Add the file to the list

Attach

Choose a file to attach box.

Current file attachments

@ Help
Choose a file to attach:
| |[ Browse... ]
Add the file to the list
Click the Attach button under Add the Current file attachments

file to the list.
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The file name(s) will appear in the Current file attachments box.

Click the Close button to complete the attachment process.

Once the Attachments dialog box is " Images in MS Word - Microsoft Internet Explarer
closed, the attachment name(s) will Sl A AT IR|Y 8] omes | Brer
appear beside the Attachments button in oo e

the Message window.

attachments: | |1 5unset ipo(6okE) ) testtable, doc(72KkE)
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Dear TS Help Desk,

I need to insert the attached image file into a tatle in a MS ¥Word document. Can you provide me
with instructions on how to do this?

Attached are 2 files. One is the jpeg image and the other is the YWord 2003 dJocument.

Thank you,
Jane Doe

€l 2 4 Internet

After addressing and composing
your message, click the Send button
to send the message.

Exiting the Outlook Web Access Client

(= send | el Qs?’ ( E,(

-
=

2] Options...| & Help

Click the Log Off button on the right _lLog Off
portion of the screen.

Using Outlook Web Access

Extension Information Technology
September, 2005 4

eit@iastate.edu



