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Outlook:  Web App Basic (E-Mail and Calendar) 
 

 
JMUõs e-mail can be accessed from through the Internet anywhere in the world. 
 

Exercise 1: Opening Outlook Web App 
 
1. Open Internet Explorer or Mozilla to the JMU faculty and staff homepage 

and click on JMU E-mail link.  
2. A new window will appear. 
3. Click on the Faculty and Staff link:  Exchange/Outlook Web App. 

4. A new window will appear. 

 

 
 
 
 
 
 

Exercise 2:  Initializing Web App  

 
1. First, confirm: This is a private computer is checked.  If 

Private Computer is selected, the session will timeout after 
8 hours. If Public or shared computer is selected the 
session will timeout after 15 minutes. 

2. Then, enter your e-ID  in the first box.  
3. Type your e-ID password in the second box.   
4. Click on Log On. 
5. The first time you access Outlook Web App a second screen 

will appear.  The language and time options should be cor-
rect. 

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 Outlook Web App screen appears: 
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Reviewing the Outlook Web App Window 

 

Getting Help 

 
1. Help topics (relevant to the current section of e-mail being used) are available in Outlook Web 

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

the Outlook Web App window. 
3. Type specific topic or look at the Help topics listed in 

the screen. 
4. Close Help  box when done. 

Additional 
Outlook 
Functions 

Help 

Personalize Options 
Account 
Name 

Sign 
Out OWA toolbar Inbox E-Mail Account and Folders 

& Left Navigational Bar 
Reading Pane 

Search Global 
Address book 
& Contacts 
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Exercise 3: Personalizing and Customizing Options Window 

 
 
 

 
1. In the Outlook Web App toolbar click on Options. 
2. A small window opens 
3. Click on See All Optionsé 
4. The Account Options appear including specific account 

information for the user. 
5. Themes appear only in the Outlook Web App bar at the top of the screen 
6. A variety of Options are available through the left-side. 

 
7. Click on Settings. A new screen will appear. 
8. The Signature section appears in this screen. 

9. Complete the Signature section with your information. 
10. Click on Automatically include my signature on message I send. 
11. Click on Save before leaving this screen or changes will not be saved. 
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12. At the top of the right column in this screen review Read Receipts and Reading Pane to con-
firm they are set appropriately. 

13. Scroll down in the Settings window to the next section of Options. Determine if any of the 
following should be checked: 

a. Always show Bcc 
b. Always show From 
c. Choose message font (size, color, etc.) 

 
d. IT Training strongly suggest that new users do not change the Conversations and 

List View listed in the right column.  Use Outlook Web App for several weeks be-
fore making changes to the Web App Options.  And when changes are made, make 
one at a time and use it for a few days before making another change. 

e. Scroll down to the bottom of the Settings screen and review the Message Op-
tions.  Most users leave these options exactly as they are. 

14. When all Setting changes or additions have been made, click on the Save button to keep the 
changes. 

 
 
15. The Saving information box will appear. 
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Before leaving Options and going back to Mail there are several other Option Changes that 
can be made. 
1. At the top of the Options window, in the Settings area, click on Spelling.  A new screen will 

appear. 
2. Review the 3 

main Spel-
ling options 
and choose 
the ones that 
apply.  IT 
Training 
strongly sug-
gests users 
click Always 
check spelling before sending. 

3. When all boxes have been reviewed. Click on the Save button on the bottom. 

To return to Mail, Click on My Mail in the upper right corner of the window. 

Outlook Web App E-Mail Toolbar 

The Outlook Web App toolbar also includes the icons required to use e-mail. 

 

¶ Click on New to open new message or new meeting request. 

¶ Click on Move to Move or Copy message to a folder. 

¶ Click on Filter for additional options 

¶ Click on View to turn reading pane off or on. 

¶ Click on  to check for new messages to be viewed in your account. 

¶ Reply, Reply to All, and Forward functions also appear on this toolbar. 

¶ Click on Actions to view more function 

New 
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Exercise 4:  Creating and Sending an E-Mail 

 
1. In the Outlook Web App toolbar, click on New. 
2. A new message window appears. 
3. Move the cursor across the icons in the new message box to review the functions. 
 
 
 

 
 
4. Add e-mail 

name(s) to the 
Toé and Ccé 
line (all e-mail 
names added in 
the To line must 
be fully qualified - 
@jmu.edu). 

5. Separate e-mail 
names with semi-
colon and a 
space (;). 

6. I f necessary add a Bccé line. 
7. Click  on Options in the New Message toolbar. 
8. Another window will appear on top of the message window. 
9. Click on the Show Bcc option. 
10. Click on OK. 
11. To find e-mail names of others at JMU using Exchange, click on 

the Toé Ccé next to the name box. 
A number of address lists are available.  The default is the Global 
Address List (JMUõs faculty/staff/student/ resource list).  Per-
sonal Contacts are also available. 
 

The default window is the Global Ad-
dress List (GAL). The list is updated reg-
ularly. 
12. Scroll down to find a specific name, or 

use the Find box and type the first 
few letters of the userõs last name. 

13. Click on the name then click on the 
Toé button. The name will be added 
to the Toé line. 

14. Continue adding names to the Toé 
Cc... or Bcc... line as necessary. 

15. To search for a Resource/Room, 
click on All Rooms. 

Address book Importance 

High - Low 

Insert 

Signature 

Spell check Check Name 
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16. To search for Personal Contacts, click on 
My Contacts. 

17. Click on OK to add names to the new mes-
sage. 

18. Click in Subject and add it to the message. 
19. Write the message. 
20. Click on Send. 
21. A copy of the message will be placed in the 

accountõs Sent folder. 
 
 
 
To confirm the message has been sent, in the e-
mail folders on the left, click on Sent Items 
Folder. 
22. This opens the Sent Items Folder. 
23. Confirm that the message is in the Sent Items Folder. 
24. In the e-mail folders on the left, click on the Inbox to return to the Inbox folder. 
 
 
 
 
 
 
 

Exercise 5:  Checking for New Messages 

 
1. The e-mail system automatically 

checks for messages every few 
minutes.  If you are waiting for a 

message, click the  Check 
Message icon in the Outlook 
Web App toolbar and the newest 
messages will appear.  

2. New messages should now appear in the Inbox, and when clicked on, a preview of the message 
should appear in the Reading Pane. 
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Exercise 6: Adding an Attachment to a 
Message 

 
1. Open a new message.  
2. Click on the attachment button.  
3. A new window appears on top of the mes-

sage window. 
4. Browse to the file to be attached. 
5. When the file is found, select it to appear in 

the attach window, click on the Attach but-
ton to attach the file to the message. 

6. The file will appear in the attach window at 
the top of the message. 

7. If necessary to confirm the correct attach-
ment has been added, double-click on the 
attachment file and it will open. 

8. If the attachment was opened, close it, and when the message is completed click on Send in the 
upper-left corner of the window. 
 

 
Exercise 7: Reading and Replying to an E-Mail 

 
1. Messages can be read from the Reading 

Pane to the right of the Inbox or; 
2. Double-click on the message in the Inbox, 

the message opens in a separate window.  

3. To Reply to the message click on the Reply button in the Outlook Web App toolbar or click 
on Reply in the message window.  

4. The Reply window will open on top of the Outlook Web App window. 

5. The Toé line will already include the name of the sender of the message. 
6. The Subject is also included. 
7. By default the original message appears at 

the bottom of the reply. 
8. Any or all of the original message can be 

deleted by clicking the mouse, dragging it, 
and clicking the Delete button.   

9. The cursor is at the top of the message 
above the signature. 

10. Type a response at the blinking cursor. 
11. Click on the Send button in the upper left 

corner of the window to send the message. 

 

 

Reply Reply to All Forward 
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Exercise 8: Forwarding an E-Mail 

 
1. Follow steps 1 & 2 in the previous exercise.  
2. To Forward to the message click on the For-

ward button in the Outlook Web App toolbar 
or click on Forward in the message window. 

3. The Forward window will open on top of the 
Outlook Web App window. 

4. The To: line is blank and the Subject: line will 
include FW: and the subject of the original 
message. 

5. Any portion of the e-mail can be edited or de-
leted.  

6. Type a clarifying message at the blinking 
cursor in the subject line. 

7. The message box also includes the account signature and below that the forwarded message. 
8. Any portion of the forwarded message may be deleted in the message box by highlighting it 

and clicking the Delete button. 
 

Exercise 9:  AutoComplete E-Mail Name List 

 
1. For previously typed e-mail names, Auto-

Complete displays suggestions for e-mail ad-
dresses as you begin to type them. 

2. These suggestions appear in a box beside the 
Toé, Ccé, or Bccé line. 

3. They are possible matches found in a list of e-
mail names previously typed (known as the 
AutoComplete name list). 

4. To accept an AutoComplete name, click on it 
in the AutoComplete box.  It will automati-
cally be added to the Toé, Ccé, or Bccé 
line. 

 

 

Exercise 10:  Sorting Message ð 
 
E-mail messages accumulate rapidly. Since folders can contain many messages, searching for a par-
ticular message can be time consuming and difficult. Instead of scrolling through a list of emails, use 
Outlookõs sorting feature. 
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1. In the Outlook Web App window click on the 

Conversation by Date drop-down arrow.  
2. A new window opens ð the sorting options are 

displayed. 
3. Click on any option in the drop-down window.  

Messages will automatically resort by that topic. 
4. Click on Newest on Top and it will toggle be-

tween Newest on Top and Oldest on Top. 

 

 

Exercise 11:  Creating Additional Folders 

 
1. Right-mouse click on the Inbox. 
2. A number of options appear.  
3. Click on Create a New Folder. 
4. A blank folder box will appear under the Inbox. 

Type the name of the new folder. 
5. Then press Enter. 

6. A new folder is created in the Outlook Web App 
account. (This folder is visible in both the Outlook 
Client and the web-based e-mail.) 

 
 
 
 
 
 
 
 
 
 
 

Exercise 12: Moving Messages to another Folder 

 
1. Click to highlight  the message(s) to be moved.  
2. Click on the Move button.  
3. A small window opens under Move. 
4. If the folder appears in the list, click  on the Fold-

er name. 
5. The message now appears in the other folder. 

OR 
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6. To Move or Copy a file to folder that does not 

appear in the list.  
7. Click to highlight the message(s) to be moved or 

copied. 
8. Then click on Move and Move or Copy to Fold-

er. 
9. The folder list opens on top of the reading pane. 
10. Click on the folder in which the message should 

be moved or copied. 
11. If a new folder is needed, click on the folder in 

which the new folder should reside.  (i.e., click on Inbox if the folder should be a sub folder of 
Inbox). 

12. Click on the Create New Folder box on the bottom right of the window. 
13. The message will automatically be moved or copied to the new folder. 

 
Exercise 13: Identifying, Marking and Moving Junk Mail  
 
When message are received that are identified as junk mail they can be easily removed from the In-
box to the Junk Folder.  Outlook Web App can mark the message so that other messages from the 
same e-mail account go directly to the Junk Folder and bypass the Inbox. 
 
1. Rightðmouse click the specific message in the In-

box. 
2. Move the cursor to the Junk E-Mail  option. 
3. An additional window will appear. 
4. To remove this message from the Inbox, move it to 

the Junk Folder, and mark send appropriately, click 
on Add Sender to Blocked Senders List. 

5. The message will automatically be moved to the 
Junk Folder and all subsequent messages from the 
same sender will be delivered directly to the Junk 
Folder. 

6. This function can be used in any folder in Outlook 
Web App. 

 
 

Exercise 14:  Identifying and Adding Sender to the Safe Senders List  
 
1. Follow steps 1-3 above. 
2. In the second window, click on Add Sender to Safe Senders List. 
3. The message will remain in the Inbox and any subsequent messages from the same e-mail ac-

count will ALWAYS be delivered to the Inbox. 
4. This function can be used in any folder in Outlook Web App. 
 
Check message in the Junk Mail Folder Regularly to make sure that only junk messages are 
in this folder. 
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Exercise 15:  Creating Contacts 
 
1. To add a contact to the Outlook 

Contacts list (address book) click on 
Contacts in the left navigational 
bar. 

2. The Contacts window opens. 
3. Click on New. 
 
 
 
 
 
 
 
A new window will appear.  
4. Add Contactõs First Name. 
5. Add Contactõs Last Name. 
 
 
6. If you do not see the E-Mail  option, scroll down or enlarge 

the window by clicking and dragging down one of the cor-
ners of the window. 

7. Type the E-Mail  name. 
8. Add additional information if desired. 

9. When the Contact information is completed click Save and 
Close in the upper left corner of the window. 

10. The name now appears in the account Contact list. 

 

 

Exercise 16:  Adding Contacts from a Message 

1. With a message open in the 
Reading Pane or in a separate 
window, in the message right 
click on the name of the 
sender. 

2. A new window appears. 

3. Left mouse click on Add to 
Contacts. 

4. If the e-mail name is someone at JMU, the Contact information is populated with JMU Elec-
tronic Directory information. 
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5. If the e-mail name is someone who is not at 
JMU, as much information as can be determined 
from the message will be added to the directory 
listing. 

 

 

 

 

 

 

 

Exercise 17:  Finding a Contact Already in the Global Address List 

 
1. In the Contacts screen: 
2. All refers the JMU Electronic Directory list which includes all JMU faculty, 

staff, resources, and students. 
3. People refers to the e-mail userõs unique contacts added or imported from 

another source. 
4. Groups refer to all groups created in the e-mail account.  

 

 
 
Exercise 18:  Create a Distribution List (Group) using Contacts and the Global 
Address List  
 
1. Click on Contacts in the left navigation bar. 
2. Click on the New button. Choose Group. 
3. A new window will appear. 
 
 
4. Type a descriptive name in the 

Group Name box. 
5. To add names already in the Global 

Address List or Contacts, click on 
Members. 

My Group 
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6. A window of Contacts options 
will open. 

7. Double-click the names to be 
added to the list.  

 
 
 
 
 
 
 
 
8. Names will be added to the Mem-

bers section. 
9. Continue double-clicking  the 

names until the list is complete. 

 
 
10. When the members list is com-

plete, click on Add to Group.  
The names appear in the box be-
low. 

11. When the list is complete, click on 
Save and Close in the upper left 
corner of the window. 

12. The Distribution L ist is finished and appears in Contacts 
in the Group section.  

13. Notice the Icon before the Distribution List Name. 
14. When the Distribution List is clicked the members of the 

list appear on the right side of the window. 
 
Exercise 19: Creating an Out of Office Message 

 
1. In the Outlook Web App toolbar click on Options. 
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In Options, click on Tell people youõre on vacation. 

 
2. In the Automatic Replies section, first click on Send automatic reply. That activates the next 

section.  

3. Users can choose to set Automatic Replies for a specific time period by clicking on Send rep-
lies only during this time period. 

4. Set the Start 
time and 
End time 
for the mes-
sage. 


