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SECURITY WARNING 
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disclosed to un-authorized personnel. The recipient of this document, by its retention and use, agrees to 

protect the information contained herein. Readers are advised that this document may be subject to the 

terms of a non-disclosure agreement. 

DO NOT DISCLOSE ANY OF THIS INFORMATION WITHOUT OBTAINING PERMISSION FROM 

THE MANAGEMENT RESPONSIBLE FOR THIS DOCUMENT. 
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1 Introduction 

1.1 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.  
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2 OWA User Guide 

2.1 LOGGING INTO 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.  

 

NOTES:  

By clicking on “show explanation” in the Security section, you can access detailed information about 

each of the security options. 

 This is a 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. 

 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. 

https://webmail.state.pa.us/
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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. 
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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. 
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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. 
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 Rules 

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

Junk Email filters can also be set through OWA; these filters may not be accessible through Outlook. 
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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. 
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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. 
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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. 
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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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