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Introduction

If you are familiar with Outlook Web Access (OWA) 2003, you will immediately notice the many
improvements and new features in OWA 2007. In this version, OWA met the goal of closely
matching the functionality of its desktop counterpart, Outlook 2007 this tutorial, you will

learn how to use OWA to access email, calendars, contacts, tasks, and other mailboxscontent
when access to the Microsoft Outlook desktop is unavailable.

Connecting
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will be prompted for your username and password.

The user interface will slightly differ depending upon theviser you are usingutlook
Web Access Premiusupports all Internet Explorer (1.E) 6.0 browsers or above. If you
utilize Firefox, Safari, Netscape or other browsersGhglook Web Access Lightill serve by

default.
GET IT
2. Proide your username and AT "I'“

password for your email account, National-Louis

; University
and clickLog On Access. Innovation. Excellence. Since 1886.

Login to your NLU inbox Need Help?
Microsoft Office Outlook Web Access Contact the helpdesk at x4357 from on
campus or 866-813-1177 from off campus.

Security ( show explanation ) Narrated tutorial and demonstration of new
© This is a public or shared computer OWA features from Microsoft.com

This is a private computer Overview of new OWA features

. Quick Help Guide for OWA users
] Use Outlook Web Access Light

User name: |
Password:
| Log On

£2 Connected to Microsoft Exchange
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Outlook Web Access Premium


http://owa.nl.edu/

Outlook Web Access Ligbrovides fewer enhanced features at the expense for faster speed, such as
the ability to rightclick on objects for actions and dragd-drop functionality.

Yet, this client brings a rich experience to the user by offering new features in OWArd0ding
schedulable Out of Office
messages (internal and
external), Really Simple
Syndication (RSS)
subscriptions, and
Managed BEMail Folder

. . access.
National-Louis

University

Access. Innovation. Excellence. Since 1886.

Login to your NLU inbox Need Help?
Microsoft Office Outlook Web Access Contact the helpdesk at x4357 from on
campus or 866-813-1177 from off campus.
Security ( show explanation ) Narrated tutorial and demonstration of new
@ This is a public or shared computer OWA features from Microsoft.com

This is a private comp Overview of new OWA features

Quick Help Guide for OWA users

|¥| Use Outlook Web Access Light
The Light client provides fewer features and is sometimes faster. Use the Light

client if you are on a slow connection or using a computer with unusually strict

browser security settings. If you are using a browser other than Internet
Explorer 6 or later, you can only use the Light client.

User name:

Password:

£3 Connected to Microsoft Exchange
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Outlook Web Access Light



Main View and Preview Pane

When you have successfully logged in to OWA, your screen will look like this:

Outlook Web Access Premium
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If you wish, you can turn on/off the Preview PanaVeb Access Premiuta facilitate viewing of email.
Locate the Preview Pane icon on theolbar and click on the black drop

down to the right of the icon. Choose whether you would like the preview-  |[|f- & X
pane to the right of your email item list or below it. With the Preview

Paneturned on, you will see the text of your selectednail in the pane, box |5 off

without having to open the email in a new window.
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Near the top ofyour screen you will find the OWA toolbar and options for viewing your mail.

Outlook Web Access Premium

™

Click on the droglown arrow next to New to see options for creating new items such as
appointments, meeting request, contact, distribution Jistc.

Inboee (N\Ibems)
This dropdown menu is available at all times. Depending on what
feature of OWA you are currently using, just clicking on New button
will create an appropriate new item. For example, if you are in the = [ Message
Calendar folder, clicking New will create amnealendar item. If you
are in Task Folder, clicking New will create a new task item.

SdMew | - | ] -

E Appointment

_—‘1 Meeting Request
5= Contact

[#8 Distribution List
o] Task

%] Post in This Folder

Outlook Web Access Light

Features Pg¢Premium Client only d.Light Client only

- Click to compose a New Message

- Click drp-down menu to set Reading Pane to Off, Right, Bottom (P)

- The Single Line icon toggles between showing details in one line or more (P)
- Move selected item to Deleted Items folder

- Move (or copy with Premium client) selected item to another folder

- Check for new messages



