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Outlook 2007: Outlook Web Access (OWA) E-Mail Basic

J MU amsil can be accessed frimmough the Internesnywhere in the world. Opawebbrows-
er, (nternet Explorer is the preferred browsefor full Outlook Web Access functiomlity).

Open a browser tiottp://www.jmu.edu/computing/mokup/exchangelanding.shtml

1 To learn more about the
overview, timeline and ear
adopters click otmis
projectlink. —

1 To openWebmail or Out-
look Web Accessclick on
the appropriate link.

1 Under the Faculty/Staff
section learn to accesaur
JMU email throughaweb
browseror thedeskiop
client.

1 To learn morabout Ex-
change and OWA click on
Frequently Asked Ous-\
tions.

1 To access$raining go d-
rectlyto JEssor click on
the link to see what course
are offered.

1 To find out more about
Exchange-enailclick on
the Microsoftlink or use
the Atomic Learninguto-
rials

arch Computing

Get Help

Accounts

Computer Labs

Software
Training

Network

Computing

In spring of 2010, JMU's Information Technology will implement a new
centralized e-mail, task, contact, and calendaring solution using
Microsoft's Exchange server for faculty and staff and a third party
outsourced e-mail solution for students. The new solutions will replace
ent Mirapoint solution. Additional information is available for
Students an

e E-mail Project Page

Follow the communication about and the status of this project.

Hardware Purchases &

Repair

Additional Information for Students or Faculty and Staff

Information Systems

Applications

Organizatidgal Chart

Alerts & News

* How to Access E-mail

Access your e-mail through the current Mirapoint Webmail system
(new system coming in 2010)

te: configurations and documentation for early adopters only (will not
worl\yith JMU's current Mirapoint e-mail system)

¢ MigraNgn Day To Do's

Hours:

9:00pm

9:00pm

Computing Help%

Phone: 540-568-3555
Mon-Thu: 8:00am -

Friday: 8:00am - 5:00pm
Saturday: Closed
Sunday: 3:00pm -

(during class session)

Find out whaWyou need to know and do on the day of migration

FAQ's - answers to guestions about email, Exchange, Outlook, OWA

and more

s Training

Qutlook 2007 courses are available through J-Ess.

@ Resources

Atomic Learning

Additional resources are available from Microsoft.

Putlook 2007 Sor..

8 Outlook-2007-0. = XM Radio Online...

= Cities of Central

T i
ﬁ JMU - Electronic ...

Search: Q | AtoZindex | Portal Login

i Inbox - Microsoft. |
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Exercise 1: Initializing Web Access (OWA)

1. On theE-Mail in 2010web page, click on tiaeeb browserlink.
(http://exchange.jmu.edu/oya
2. A new screen will appear.
3. Enter youre-ID in the first boxand youe-ID passwordin the
second box
(Often the first box will include JMUAD!/ type yodiDeimmediately
after it. In this workshop use the training accottasnd password.)
4. Click onLog On.
5. Thefirst time you a€@eiook Web AccesYOWA) a secondcreen -
will gopear. The language and time should be correct A
6. NoticeA blind andow visionoptionscheck box appearsear the top

of the screerclick of additional viewing accessgaired g UL B
7. To open emailClick on OK in the bottom right of the screen A

8. TheOWA screen appears

= Office Outiook Web Access

¥ you have iow vison and use 3 screen reader o high contrast

modfy thes choce at any tme on the Optons page.
1 Use the bind and low vison experience

Choose the prmary nguage for MOS0 Outiook Web Access. Ths

Choce determines the language the program wil use for 3l tems.

o T

CQuerent tme 20ne:

(GMT-05:00) Easten Tame (US & Canada) -

5 Connected to Micosolt Exchange
© 2007 Moo Comraton. M s reservest

Reviewing the OWA Window

E-Mail Account and Folders Inbox View Message Personalize Options

/ \ / Account
/» Name

A [%:'ﬁlﬁuogle & Exchange Test Use_.. x i tome ~ [ fecos 00~ i print Jf Page ~ {5k Tgple

Office Outloo Acce Find Someone F upts

= Log
< Inbox (1 1Items, 1 Lread) 8 Hep
OWA toolbar
§§d\angﬂsuser :ENew BB x| B GuReply ChRepytoAl 3 Forward off
Caendar

&4 Contacts Search Inbox £ - % Welcome to OWA ‘

él’r“i Loicn: JUAETES Mewssten®p = | Carol Ann Miller
%:l'j":’:;ﬁ Today Sent: Tuesday, June 23, 2009 3:37 PM
& Notes i Carol Ann Miller 3:37PM - Tor  Exchange Test User |
5 Outbox Weicome to OWA SearCh Global Help

Ssent rems Personal
2 Sewch olders A Contacts Address book

This is a note from Carol Miller wel (Addl"eSS
Book)

A

Additional e

Outlook & contacts. |
Functions 2 Tasks

2 Documents

3 Public Folders Items i | toloft
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Getting Help

1. LimitedHelp topics are available @WA.

2. Click on theHelp button in the togright coner of the

OWA window.

3. Review thdimitedHelp topics and informatioy clik-

ing on a topic on the left

5. CloseHelp box when done

Exercise 2: Personalizing and Customizing Options Window

1. In the blueOWA toolbarclick onOptions.

Wit
Office Outlook web Access

Microsoft Office Outlook Web Access - Help - Windows Internet Explorer

@| https:;//exchange.jmu.edu/owa/help/en/premium/defaulthtm?prem_mail htm

Getting Started

@ Security and Privacy
@ Outlook Web Access
‘oolbars

@ Accessibiity Features
@ Browser Settings

Legal Information

Mail

@ Working With Messages
® Working with Attachments

Notes

Search Folders
Deleted Ttems

Junk E-Mai Messages
Open Another Maibox
Open a Folder in Another
Maibox

Maibox Quota
Managed Folders
Layout

‘Working with Folders

Creating Rules

Galendar

@ Working with
ppointments
@ Working with Meetings

1 \Rinrlina uith Atchmonte

»

1

About: Microsoft Exchange 2007 Outiook Web Access...

Mail

E-mal messages are delivered to your maibox by a
computer that runs Exchange Server 2007. By default,
messages are stored in the Inbox of your Exchange
maibox.

The number of unread e-mail messages in your Inbox
appears in parentheses next to the Inbox. The Inbox
displays unread messages in bold type. After an e-mail
message is opened or marked as Read, the message
reverts to normal type.

Note To mark a2 message that you have
already opened as Unread, right-click the
message, and then dick = Mark as
Unread on the menu.

To add the sender of a message to your Safe Senders List,
right-click the message, point to [ Junk E-mail, and
then cick Add Sender to Safe Senders List. To treat al
subsequent messages from the sender as junk e-mail,
right-ciick the message, point to {3 Junk E-Mail, and
then cick Add Sender to Blocked Senders List.

To open a folder in your mailbox, dlick the name of the
folder that you want to open in the Navigation Pane.

Back to top

[

& Interet) Protecied ModeOn 5100%

I8, ¥ Options  Exchange Test User 1 v| Log Off

Connected to Microsoft Exchange.
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2. TheMessageOp-
tions window refeces
the Microsoft
Tools>Options func-
tion in OWA.

3. Reviewtheoptions
and make appropriate

changes
4. Createan E-Mail —
sgnatu re < Message Format

5. Click inthebox to
automatically in-
clude your signature
in outgoing messag-
es

6. ChooseMessage
Format HTML or
Plain Text.

7. Choose text font, size
color, etc.

8. Review Message Trackingptions

9. Review Reading Paneptions.

10.When all changes have been completed Mebgage Optionscreerclick on
Saveat the top of the window

11.Reviewthe Navigation e on the lefandclick onthe Spelling Option.

nessage format

message font: 10pt. Tahoma

3§ Public Folders

—
—1

12.(IT Training suggest you clitkays check spelling before sating).
13. Click onSaveto confirm changes in this sectiorOgitions.

14. Click onJunk E-Mail Options in
the left Navigational Br. (|

15. Edit the appropriate option$T (
Training suggest you diatoomat
callyiilter junk mail

| —
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