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

 
JMUõs e-mail can be accessed from through the Internet anywhere in the world. Open a web brows-
er, (Internet Explorer is the preferred browser for full Outlook Web Access functionality).  
Open a browser to http://www.jmu.edu/computing/mockup/exchangelanding.shtml    
 
 

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

¶ To open Webmail or Out-
look 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 Ex-
change and OWA click on 
Frequently Asked Ques-
tions. 

¶ To access Training  go di-
rectly 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 

 
 
 
 
 
 
 
 
 
 

http://www.jmu.edu/computing/mockup/exchangelanding.shtml
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Exercise 1:  Initializing Web Access (OWA) 

 
1. On the E-Mail in 2010 web page, click on the web browser link. 

(http://exchange.jmu.edu/owa)  
2. A new screen will appear. 
3. Enter your e-ID  in the first box and your e-ID password in the 

second box. 
(Often the first box will include JMUAD/ type your e-ID immediately 
after it. In this workshop use the training account e-ID and password.) 

4. Click on Log On. 
5. The first time you access Outlook Web Access (OWA) a second screen 

will appear.  The language and time should be correct. 
6. Notice: A blind and low vision options check box appears near the top 

of the screen, click of additional viewing access is required. 
7. To open e-mail Click on OK in the bottom right of the screen. 
8. The OWA screen appears: 

 
 
 
 
 
 
 
 

Reviewing the OWA Window 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 
 
 
 

Additional 
Outlook 
Functions 

E-Mail Account and Folders Inbox View Message 

OWA toolbar 

Help 

Personalize Options 

Account 
Name 

Log  

off 

Personal  
Contacts 
(Address 
Book) 

Search Global 

Address book 

http://exchange.jmu.edu/owa
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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 limited Help  topics and information by click-

ing on a topic on the left. 
4.  
5. Close Help  box when done. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercise 2: Personalizing and Customizing Options Window 

 
1. In the blue OWA toolbar click on Options. 
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2. The Message Op-

tions window replaces 
the Microsoft 
Tools>Options func-
tion in OWA. 

3. Review the options 
and make appropriate 
changes. 

4. Create an E-Mail 
Signature. 

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

6. Choose Message 
Format HTML  or 
Plain Text. 

7. Choose text font, size, 
color, etc. 

8. Review Message Tracking options. 
9. Review Reading Pane options. 
10. When all changes have been completed in the Message Option screen click on 

Save at the top of the window 
11. Review the Navigation Pane on the left and click on the Spelling Option.  
 
 
 
 
 
 
 
 
12. (IT Training suggest you click on Always check spelling before sending). 
13. Click on Save to confirm changes in this section of Options. 
 
 
14. Click on Junk E-Mail  Options in 

the left Navigational Bar. 
15. Edit the appropriate options. (IT 

Training suggest you click on automati-
cally filter junk mail). 

 
 
 
 
 


