Outlook Web Access — Faculty and Staff

Millsaps College | Information Technology Services

¢ Your Outlook Mailbox can be accessed from any PC that is connected to the Internet.
e Open the Web browser.

e Type in this URL:
e https://mail.millsaps.edu

e Next, a dialog box appears for username and password.

: MILLSAPS COLLEGE ’

Security { show explanation )

" Thisis a public or shared computer
{* Thisis a private computer

Warning: By selecting this option, you confirm that
this computer complies with your organization's
security policy.

[T Use Qutlook Web Access Light

User name: ‘

Password: ‘

£3 Connected to Microsoft Exchange
® 2007 Microscft Corporztion, All rights reserved,

@ 2008 MILLSAPS COLLEGE 1701 NORTH STATE STREET ~ JACKSON, M3 39210-0001  PH. §01.974.1000 OR 200.352.1050

e Type in your username like this: lastnfm [first 5 letters of your last name with first
and middle initial]

If you are not using Microsoft Internet Explorer 6.0 or greater you will need
to type MILNTDOM\ then your username.

e Tab or click into the password field and type in your password for the network.

Click Log On to open your mailbox.

Note: Select “This is a private computer” only if you are accessing your email from home or
a secure computer. OWA will leave you logged in for 24-hours of inactivity if you do not log
out. OWA will remember your security selection and username on the same PC each time
you log in.
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There are 3 columns in the OWA main window:

e The folder list contains most folders associated with your email account, as viewed
in the regular version of Outlook [e.g. Inbox, Sent Items, Deleted Items, Contacts,
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wintegrate script error details

Skinner, Nicole
Sent: Monday, February 23, 2003 8:08 AM
To:  helpdesk

Maybe it'll be more helpful . -]
Nicole

The following script error(s) have
occurred:

There are 2 scripts stopped with J
errors

Application Information

Version: 6.1.0

Thin client: Mo

Installed in: C:\Program
Files\Datatel\UI

User folder: C:\Documents and

Settings\skinntn\hly
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Calendar, etc]. Please note: Personal Folders are NOT viewable through

OWA. The Navigation Pane gives you quick access to your Mail, Calendar, Contacts,

Tasks, Documents, and Public Folders

e Your Inbox will automatically appear in the web browser.

e Also notice the preview pane, which allows for viewing the message highlighted in

the Inbox.
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Notice the toolbar above the Inbox:

Inbox (360 Items)
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Use these commands to do the following:

1| Mew
o L - Click New to create a new message.
. B =
Show or hide the preview pane. Use this icon to turn the preview pane
L5 off off, or move to the bottom or right-hand side of the screen.
| right
3 E|Bntb3m
=

. Single/Multiple line. Click this icon to toggle between single line and multiple

line preview in the Inbox.

. X Delete message that is highlighted.
_‘ﬂ- o
. = Move and Copy message to another folder in your email account.
==
. . Check for new messages. However, new messages now arrive within your

inbox without having to click the Check for New Messages icon.




Notice the toolbar above the Preview Message area
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I:% Reply |_-a Reply to Al L% Forward

Use these commands to quickly do the following:

= Reply
. Reply to sender of the message that is highlighted.
. '—'3 Reply to Al Reply to all recipients and sender of the message that is highlighted.
o 2 Fornard Forward message that is highlighted to a new recipient.
Options
| B opions |

The options button located at the top right-hand side of the window allows
you to make changes in Outlook including:

Regional Settings
Messaging
Spelling
Calendar Options
Out of Office Assistant
Rules

Email security
Junk E-mail
Change Password
General Settings
Mobile Devices

O 0O O O O O O O 0 0 O




Address Book/Contacts

Click the icon to view users in the Global Address List for Millsaps College or Personal
Contacts.
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Show:
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« Under “Address Book” select Global Address List to View the entire Millsaps Global
address book. Notice the contact information in the right-hand screen. When you
click on a distribution list within the Global Address book, you can view all of the
members of that distribution list.

When you click on a user, you can view their contact information.
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Nations, Dawn E-mail Dawn.MNations@millsaps. edu

Office AC 105
Information Technology Service Phone 601-974-1113
601-974-1113
Mations, Heather Information Department Information Technology Service
- Company Millsaps College

natiohl@millsaps.edu

« Under “Contacts” click:

o All -to view all People and Distribution lists in your Personal Contacts.

People - to view only People in your Personal Contacts.

o Distribution Lists - to view only the Distribution lists in your Personal
Contacts.

O

« When viewing a recipient within a message, right-click ' ePisdon 2/24/2009 11:20 4.

to view their properties such as contact information Huffman, Adam

Sent: Tuesday, February 24, 2009 11:13 AM

and availability, or add to contact list. S
e Mations, Dawn
Office: AC 105

Send Phone: 601-974-1113

PrO8N B add to Contacts. .

Then Properties...




Open Attachment as Web Page GResty | EiReply o Al

L% Forward
When viewing or previewing a message with an SET-UP CALENDAR: February 16-22, 2...
attachment, notice the "Open as Web Page” Schetter, Kendrick
command. You may use this command to open an Sent: Friday, February 13, 2009 12:37PM
attachment within a web page rather than opening To: Bnen, Mt =
odron, Jeanne;
into a program. Brown, Jeannie-Marie;

Conway, John;

Nant - Mainkanamea:

-

Attachments: |_] Setup Worksheet.pdf (33 KB] [Open ==
Web Page]

Hey Alll
Aitached is this weell's set-up calendar. It is
going to be a CRAZY week. . especially

Categories

Categories can be added to Outlook items. Click on the category icon next to the flag with
your message, task, etc. Choose from a predetermined category, or click Manage
Categories to delete, add or edit categories.
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= Nations, Dawn MBA access Mon 10:20 AM 13... |:| |:| Personal
(=1 Nations, Dawn RE: Card Access to MHA 301 and MHA 302 Fri 2/20 IKB ] B Telecom
=) Nations, Dawn Students who haven't signed the AP Fri 220 4KB [0 [ Training
= Nations, Dawn RE: Reports Mot Printing from Datatel Thu 2{19 86... Manage Categories...
= Nations, Dawn RE: Computer account for Jason Smith Tue 2/17 14... h
[=1  Nations, Dawn RE: card-key access Tue 2f17 8 KB Clear Categories

What's Else New in Outlook Web Access (2007)

« Drag and Drop functionality has been improved. You can click and drag one or
multiple items within Outlook, i.e. click and drag messages from your inbox into
folders.

« Right-click context menus have been improved and expanded.

« The folder tree Right-click context menu now includes New Folder Creation, Mark all
as Read and Empty Folder actions.

« Email appears automatically as it appears in your inbox, no need to click "Check
Mail” constantly.
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