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1 Introduction

11 PURPOSE/BRIEF OVERVIEW

The scope of the Outlook Web Access (OWA) Users guide is for users who access their Exchange
Mailbox through OWA. This document will focus on some of the unique functions of OWA.

EMT EXCHANGE 2007 OUTLOOK WEB ACCESS USER GUIDE PAGE 4 OF 14



COMMONWEALTH OF PENNSYLVANIA ENTERPRISE MESSAGING

2 OWA User Guide

2.1 LOGGINGINTO OWA
To log into OWA,

1. Access the following URL Https://webmail.state.pa.us/

2. Select the appropriate Security option, enter your User name and Password, and then click Log

On.
{2 Microsoft Exchange - Dutlook Web Access - Windows Internet Explorer o ] 4
G@ - IE https:fwebmail, state.pa,us | j 5 |—)|| X | IGoogle |,0 '|
. >
‘-n@ ﬁﬁ g Microsoft Exchange - Qutlook \Web Access | | J @ M h @ - |_5}’ Page -
Bl
Security ( show explanation )
@ This is a public or shared computer
onfirm that this computer
ty policy.
M Use Outlook Web Access Light
User name: [u=sslEEy
The user name or password that you entered iz not valid. Try entering it again.
Connected to Microseft Exchange
€ 2007 Microsoft Corporation, Al rights reserved,
=
| [ [ 3 € internet [# 1m0 -~ 4

NOTES:

By clicking on “show explanation” in the Security section, you can access detailed information about
each of the security options.

e Thisisa public or shared computer - Select this option if you are connecting from a public
computer. Be sure to log off and close all browser windows to end your session. Read about the
security risks of using a public computer.

e This is a private computer - Select this option if you are the only person using this computer.
This option provides additional time of inactivity before automatically logging you off.

Warning: By selecting this option, you acknowledge that the computer complies with your
organization's security policy.
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2.2  UsING 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 6.0 or later, you can only use the Light client.

» Interface
The interface is similar to Outlook XP with different sets of reading panes that can be selected.

/2 test1DEM - Dutlook Web Access - Windows Internet Explorer i ] 4|
m hd |g, https: {fwebmail, state,pa, usfowald j % |‘?|| X| IGoogIe |P '|
i’\(—' ol gtestlDEM - Outlook Web Access J @ B K @ < |3’ Page - ?
ju.Office Outlook web Access n Rl | B ontions | testiem +| Log OFF
‘Connected to Microsoft Exchangs
Mail < Inbox (1 Tkems, 1 Unread) @ Help
= £ testiDEM EdnNew - . W B & i Reply | (=@ Reply to All | (% Forward
m Calendar
85 Contacts Search Inbox L .y test
|&] Deleted Items _
EZl Drafts Arrange by: Date = Mewest ontop = MCCOI’I‘TIICK, Daren (EMT}
r_::] Inbox (1) Today Sent: Thursday, March 05, 2009 7:55 AM
Iog Junk E-a 1 McCormick, Daren (EMT) 7:55AM ¢ 1o fESHDEM
[k Notes
test
@ Qutbox
E Sent Items
| Tasks . )
£ Search Folders Daren E. McCormick | Messaging
Consultant
PA Office of Administration
Enterprise Server Farm
Exchange Management Team
1 Technology Park | Hbg PA 17110
Phone: 717.705-7853
E-mail: c-damccorm@mstate.pa.us
http:/ /www.esfportal.state.pa.us/
[ mail
% Calendar
3_5 Contacts
=
ﬁ Tasks

iré Documents

g Public Folders Items 1 ko 1 of 1

| [T T T | [ ]é meemet [# 100w~
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2.2.1 Options

Of special note are the options, which can be accessed clicking on the word “Options” in the upper right
of the window.

/= test1DEM - Dutlook Web Access - Windows Internet Explorer - |EI|5|
G"\@ - |g| https: | fwebmail state,pa, usfowal# j 5 |‘T|| X| IGoogIe |P '|
527 atp gtestlDEM—OutlookWeb Arcess J @ B K @ < @Eage 4 ?
Ir| Microsoft*
r;i>.Office Outlook web Access " Il | £ otions | testinem - | Log oFf
‘Connected to Microsoft Exchangs
Mail & || nbox {1 Items, 1 Unread) @
= £ testiDEM EdnNew - . X B i Reply | (=@ Reply to All | (% Forward
ﬁ Calendar
85 Contacts Search Inbox L .y test
|&] Deleted Items
@ Drafts Arrange by: Date - Mewsst ontop = MCCOI’I‘TIiCk, Daren (EMT}
Inbox (1) Today Sent: Thursday, March 05, 2009 7:55 AM
Iog Junk £ 1 McCormick, Daren (EMT) 755AM ¢ 1o fESHDEM
[ Notes
test
@ Qutbox
E Sent Items
| Tasks . )
£ Search Folders Daren E. McCormick | Messaging
Consultant
PA Office of Administration
Enterprise Server Farm
Exchange Management Team
1 Technology Park | Hbg PA 17110
Phone: 717.705-7853
E-mail: c-damccorm@mstate.pa.us
http: / fwww.esfportal.state.pa.us
[~ Mail
@ Calendar
gg Contacts
2 Tasks
@ Documents
ﬁ Public Folders Ttems 1 tolafil 44 bk
| [T T T | [ ]é meemet [# 100w~
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> Out of Office Assistant

The Out of Office assistant can be accessed from the options list. An Out of Office Message set here
will remain even if a different message is set through Outlook. If an Outlook message is set and an
“old” message is still being sent, the message here must be turned off,

=
@ - Iﬂ https: {fwebmail. state.pa. usfowa)tae=Cptionsiopturl=Messaging j 5 |E| |X| IGoogle |P '|
W (€ test1DEM - Outlook Web Access J ﬁ @ he @ - @Eage - ?

1= Microsoft*
i Office Outlook web Access

Connected to Microsoft Exchangs

Options | Save @ Help

Regional Settings

ﬂ Out of Office Assistant

Messaging

Speling Create Out of Office messages here, You can either choose to send auto-replies to senders while you are out of the

Calendar Options
Out of Office Assistant

Rules

office or for a spedific period of time.

{* Do not send Qut of Office auto-replies
~ Send Out of Office auto-replies

Sand Ot of OFFce 3

=nd Out o to-replies only during this time period:

E-Mail 5 i
ail Security Start time: Thu 3/5/2009 | | 8:00 AM £

I EEE End time: | Fri 3/6/2009 v| |s:008m W

Change Password

Send an auto-reply once to each sender inside my or

General Settings

Deleted Ttems Tahoma vl 10w | B 3 = i

About

Q Mail
@ Calendar

|85] contacts

Tasks

@
@ Documents
3

Public Folders

[ | [ | 36 unknown zone imixed) | #1003+
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> Rules

Rules can be set through OWA. These are not as detailed as the ones you can set through Outlook.

/= test1DEM - Outlook Web Access - Windows Internet Explorer i ] 4|

@ hd IEI https: | jwebmail, state, pa, usfowa)?ae=0ptions&optur=Meassaging j\i‘ |Q |E IGoogIe

* ake EtestlDEM - Outlook Web Access

= Microsoft*

£;:. Office Outlook web Access

‘Connected to Microsoft Exchangs

Options | Save

Reqional Settings

J@"@'@E‘age- 3

&
_ =% Rules
Messaging
Speling @ MNew Rule = | Change Rule... | ¢ Delete
Calendar Options ;
LE Mave messages from someone to 3 folder el
Out of Office Assistant
LE Move messages with spedific words in the subject to a folder
Rules
LE Move messages sent to a distribution list to a folder
E-Mail Security
e ‘X Delete messages that have specific words in the subject
Change Password ] Create a new rule for arriving messages
General Settings
Deleted Items
About
[~ Mail
ﬁ Calendar
|85] contacts
i@ Tasks
@ Documents
ﬁ Public Folders
|htt|Js:,l',l'l.v\\lebmail.state.pa.us,l'ou\la,l’?ae=0|:tions&t=RuIesxtl ’_ |3 E Unknaown Zone (Mixed) | E100% v i

28

@ Help
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» Junk E-Mail
Junk Email filters can also be set through OWA, these filters may not be accessible through Outlook.

{2 test1DEM - Dutlook Web Access - Windows Internet Explorer o ] 4
@ - Iﬂ https: {fwebmail. state.pa. us/owa)tae=Cptionséopturl=Messaging j 5 @@ IGoogle pe :
‘iﬁ ﬁﬁ gtestlDEM - Qutlook Web Access J @ < K @ < |3’ Page - ?

r Microsoft*

r;jio.Office Outlook Web Access

Connected to Microsoft Exchange

Options | Save @ Help

Regional Settings
- [[@ Junk E-Mail
essaging

Spelling
¢ Do not filtter junk e-mail

Calendar Options { Automatically filter junk e-mail

Outof Office Assistant Manage Safe Senders List &

Rules =

E-Mail Security

Safe Senders Add |

Junk E-Mail
Change Password

General Settings

Deleted Items

About [l Also trust e-mail from my ¢

Manage Blocked Senders List %

E-mail from e-mai addresszes or domain names on your

Blocked Senders | Add |

I S Manage Safe Redpients List &
Version: 8.1.340.0

Mail

Add

2
=

;
@ Tasks

Safe Redpients

Calendar

Documents

-
ﬁ Public Folders g

|https:,l',l'webmail.state.pa.us,l'owa,l'?ae=0pti0ns&opturI=Messaging# ’_ ’_ l_ ’_ ’_ ﬁ ﬁ Unknown Zone (Mixed) | E100% v 4

-
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» Change Password

CWOPA Passwords can be changed through OWA so users who don’t access the network can reset

their passwords.

/= test1DEM - Dutlook Web Access - Windows Internet Explorer

=0l =

@ - IEI https: | jwebmail, state,pa, usfowa)?ae=0ptions&optur=Massaging

5% ake gtestlDEM - Outlook Web Access

Ir| Microsoft*
i Office Outlook web Access

‘Connected to Microsoft Exchangs

Options

[ save
Regional Settings .
Messaging @a
Speling

Calendar Options

Out of Office Assistant

Rules

E-Mail Security

Junk E-Mail

Change Password

General Settings

Deleted Items

About

ﬁ Calendar

|85] contacts
Tasks
Documents

Public Folders

=18 |
|5 -6 - @ - heaoe -

B8

3

@ Help

Change Password

Enter your existing password, type a new password, and then type it again to confirm it.

After saving, you may need to re-enter your credentials and log on again. You will be prompted by Cutiook Web
Access after your password has been changed successfully,

Domain\user name: CWOPA\test1DEM
Old Password: | |

Mew Password: | |

Confirm New Password: | |

[T [ 3 @ beown zove

[®100% -~ 4
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> Deleted Items

Deleted Items can be recovered through Options.

Items that were deleted up to 5 days ago will be available through the Recover Deleted Items Option.

L=
@ - |g| https: {fwebmail, state,pa, usfowa)?ae=0ptions&opturl=Massaging j 5 |E| |z| IGoogIe |P '|
5% ﬂﬁ gtestlDEM—OutlookWeb Access J @ - - @ - @Eage - »

Ir| Microsoft*
i Office Outlook web Acces

‘Connected to Microsoft Exchangs

Options [ save @ Help

Regional Settings

_ % Deleted ltems
Messaging s
Speling
[~ Empty the Deleted Items folder on logoff
Calendar Options

Out of Office Assistant 5 Recover Deleted ltems
Rule=z
‘You can recover items that were recently emptied from your Deleted Items folder. Recovered items will be moved
E-Mail Security back to your Deleted Items folder.
Junk E-Mail

Recover to Deleted Items Folder | Permanently Delete
Change Password

[ Subject |Deleted on = From Received
General Settings (5 test Thu 3/5/2009 8:16 AM McCormick,... Thu 3/5/2009 7:55 AM
Deleted Items
About

Q Mail
ﬁ Calendar

|85] contacts

Tasks

44 ki

Public Folders

-

[ | [ | 3@ unknown zone Mixed) | * 100% -

@ Documents Items 1 to1of 1
|Done
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» Opening Other Mailboxes

You can open other user or resource mailboxes through OWA. Click the little down arrow next to
your logged on name in the upper right corner of the main window. Then type in the name of the
mailbox you wish to access. You will only be able to open mailboxes to which you have permissions.

=
G@ - IEI https:{webmail. state.pa.usfowaiFmodurl=04# j % |E| |X| IGoogle |P '|
>

‘i} ke gtestlDEM - Outlook Web Access

|- B - @ - hewe -
i, N | = opvors | [RREEIR] | o0 o
x

Open Other Mailbox

1| Microsoft*
i Office Outlook web Access

Connected to Microsoft Exchangs

Mail & | Inbox (0 Items)

B & testiDEM Snew ~ | [FH- X B S

| calendar
Contacts Search Inbox P

|2/ Deleted Items T
EZ|DraFts Arrange by Date - Meswest onbop =

Select mailbox:

@ Inbox There are no items to show in this view,
(@ Junk E-Mail

[ Notes
(3 outbox

@ Sent Items
& Tasks
E_i Search Folders

[g—:ﬂ Mail
@ Calendar

8=| contacts

@ Tasks

l_Fé Documents

@ Public Folders Ttems 0 ko 0 of 0

|Done ’_l_l_l_l_ﬁle Inkernet | @‘l 100% « z
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3 Appendix A - Resources & References

Refer to the Microsoft OWA interface document below for additional details:

http://www.microsoft.com/exchange/code/OWA/index.html
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