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Outlook 2007 OWA Calendar Basic 
 
 
JMUõs e-mail and calendar system, Outlook Exchange, can be accessed from through the Internet. 
Open a web browser, (Internet Explorer is the preferred browser for fullest Outlook Web Access 
functionality). OWA is ideal for accessing your e-mail from home, or any other computer.  Check 
your calendar; add events, tasks, contacts, etc. 

Accessing and Using the Landing Page  

 
1. Open Internet Explorer 
2. Navigate to: 

www.jmu.edu/computing/emailproject.shtml   
 

¶ To learn more about the overview, timeline and ear-
ly adopters click on this project link. 

¶ To open Webmail or Outlook Web Access, click 
on the appropriate link. 

¶ Under the Faculty/Staff section learn to access your 
JMU e-mail through a web browser or the desktop 
client. 

¶ To learn more about Exchange and OWA click on 
Frequently Asked Questions. 

¶ To access Training  go directly to J-Ess or click on 
the link to see what courses are offered. 

¶ To find out more about Exchange e-mail click on 
the Microsoft link or use the Atomic Learning tuto-
rials 

 
 
 
 
 
 

Exercise 1: Initializing Outlook Web Access (OWA) 

 
1. Enter your e-ID  in the first box and your e-ID password in the second box. 

2. Click on Log On. 

3. The first time you access Outlook Web Access (OWA ) a second screen 
will appear.  The language and time should be correct. 

http://www.jmu.edu/computing/emailproject.shtml
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4. Notice: a disability options box appears near the top of the screen. 
5. Check it if you require additional viewing access. 

6. Click on OK  in the bottom right of the screen. 

7. The OWA  screen appears. 

8. Click on Calendar in the left-navigational bar. 
9. The account Calendar appears in the window. 

 

 
 

 

Reviewing the Outlook Calendar Window 

 

 
 
 
 
 

Help 

Personalize Options 

Account 
Name 

Log  
off 
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(Address 
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Additional 
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Calendar Viewing Options 

Monthly Calendar  
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Reading Pane 
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Exercise 2: Getting Help 

 

1. Limited Help topics are available in OWA. 

2. Click on the Help button in the top-right corner of the OWA  

window. 

3. Review the Help information. 

4. Close Help box when done. 

 

 

Exercise 3: Personalizing and Customizing Calendar Options Window 

 
 

 

1. Make sure Calendar is selected on the left-navigational bar and that the Calendar shows in the 
OWA window.  

2. Then, in the blue OWA  toolbar 

at the top of the screen click on 

Options. 
3. The Calendar Options window 

appears. 

4. Review and choose from Ca-

lendar Options. 
a. Show week numbers. 

b. First day of week. 
c. Show hours in 15 ï 30 minute 

increments. 

5. Choose from Calendar Work 

Week. 
a. Choose days of Work Week. 

b. Choose Start time. 

c. Choose End time. 
 

6.  Choose Reminder Options. 

a. Show reminder alerts. 

b. Play a sound when a remind-
er is due. 

c. Default reminder time. 

 

7. Automatic Calendar 

Processing - choose whether to 

change default options. 
8. Click the Save button to save 

recently changed Calendar Op-

tions. 
9. Click on the Calendar button in the left navigation bar to return to the calendar and to begin to use it. 
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Outlook Calendar Terminology 

 

Appointment ïis an event added to an individual calendar, such as a lunch appointment or time set aside 
to work on a project. Appointments can be a single occurrence, or can be scheduled to recur on a regular 

basis, such as a weekly appointment to prepare a report. (By adding others to an appointment ï through 

the Scheduling Assistant ï it automatically becomes a Meeting Request.) 

 
Meeting Request - an event to which others are invited. When you request a meeting, set a time and sub-

ject, and invite attendees. You can also add resources, such as a conference room or projector. Reci-

pients respond to meeting requests by accepting, tentatively accepting, or declining your invitation.   
Like appointments, meeting requests can be for a single occurrence or can be scheduled to recur. 

 

Task - create and track a project or an assignment. For example, you can create a task to write a report, 
and then add a reminder, start date, due date, and notes to the task. 

 

Exercise 4: Schedule an Appointment 

 

1. To Schedule an 

Appointment: 
2. Either click on 

New>Appoint -

ment (OR), 
3. Put the cursor on 

the space beside 
a time and an in-

struction ap-

pears, Double-

click to create a 

new appoint-

ment at this 

time. 
4. By double-

clicking on that 

space a new ap-

pointment win-
dow will open. 
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Invite  
Attendees
  

Private/ 
Confidential 

Importance 
level 

Spell 
check
  

Save & Close Attach Recur
  

 

5. There are 
two tabs in 

the Untitled Appoin t-

ment window, Appointment 

and Scheduling Assistant. 

6. The Appointment tab contains all 

the options needed to create ap-

pointment (to which no one else is 
invited). 

7. Fill in  information to complete an 

appointment. 
8. Use arrows as necessary to adjust 

options. 

9. If the appointment is Private, click 

in the private button. 
10. When appointment is complete click 

on Save and Close in the upper left 

corner of the window. 

 

 

 

 

 

 

By using the Scheduling Assistant tab in the Appointment window and inviting others the appoint-

ment automatically changes into a meeting with all the capabilities of a meeting. 

 

 
The Scheduling Assistant    can 

show busy/free for the calen-

dars of everyone you invite to a 

meeting.  OWA 2007, however, 
takes things one step further and 

suggests to you what days and 

times work best for everyone 
youôve invited, also taking into 

account the location youôve picked for the meeting. OWA 2007 then color-codes each day on a calendar 

to let you know which days are good and which are not.  NOTE:  The schedule that is displayed in the 
Scheduling Assistant is updated every 15 minutes. 

 


