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Outlook Web Access (OWA) 101Outlook Web Access (OWA) 101

Use and Manage Your Outlook Use and Manage Your Outlook 
Email AccountEmail Account



©2006 Terence Peak, UIW Dept. of Instructional Technology

What you will learn todayWhat you will learn today
How to get your Username & change your How to get your Username & change your 
passwordpassword
OWA (Outlook Web Access) OWA (Outlook Web Access) 

Options Options 
EE--mailmail
Managing OutlookManaging Outlook
CalendarCalendar
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Finding your User NameFinding your User Name

Open Open Internet ExplorerInternet Explorer
Copy and Paste the following Copy and Paste the following 
address to the address bar:address to the address bar:

http://intranet.uiwtx.edu/http://intranet.uiwtx.edu/

http://intranet.uiwtx.edu/


©2006 Terence Peak, UIW Dept. of Instructional Technology

Finding your User NameFinding your User Name
Click on the Click on the User InformationUser Information
ButtonButton
On the next page, click on the On the next page, click on the 
User Account Query FormUser Account Query Form
On the next page, click on the On the next page, click on the 
Last Name Beginning WithLast Name Beginning With
button and choose the first button and choose the first 
letter of your last nameletter of your last name
Click on theClick on the StudentStudent user type user type 
button button 
Click Click Submit QuerySubmit Query
Click on the name and type in Click on the name and type in 
your password (SSN) If you your password (SSN) If you 
can log in, this is your user can log in, this is your user 
namename
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Username and EmailUsername and Email

Your user name is needed to useYour user name is needed to use
Online references in the libraryOnline references in the library
Computers in the libraryComputers in the library
Computers in the media centerComputers in the media center
BlackboardBlackboard
Outlook on the WebOutlook on the Web

Your email is Your email is username@uiwtx.eduusername@uiwtx.edu

mailto:username@uiwtx.edu
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Outlook Web Access (OWA)Outlook Web Access (OWA)

Outlook Web Access is your Outlook Outlook Web Access is your Outlook 
account accessible via the Internetaccount accessible via the Internet
Access it by clicking on the Cardinal Mail Access it by clicking on the Cardinal Mail 
Icon on the UIW HomepageIcon on the UIW Homepage
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OWA ScreenOWA Screen



©2006 Terence Peak, UIW Dept. of Instructional Technology

Open OWAOpen OWA

Go to the UIW Web pageGo to the UIW Web page
Click on the Click on the Cardinal MailCardinal Mail linklink
LoginLogin with your current username and with your current username and 
passwordpassword
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Changing your PasswordChanging your Password

Click on Click on OptionsOptions
Scroll down to the Scroll down to the 
bottom of the pagebottom of the page
Click on the Click on the Change Change 
Password Password ButtonButton
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Changing your PasswordChanging your Password

Fill out Fill out the form with the the form with the 
following information:following information:

Domain: Domain: adad
Account: Account: your loginyour login
Old passwordOld password
New passwordNew password
Confirm new Confirm new 
passwordpassword

Click Click OKOK
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Other Options in OWAOther Options in OWA
Options you can set Options you can set 
include include 

Out of Office AssistantOut of Office Assistant
Reading Pane OptionsReading Pane Options
Spelling OptionsSpelling Options
ContactsContacts
AppearanceAppearance
Date and Time Date and Time 
FormatsFormats
Recover Deleted Recover Deleted 
ItemsItems

Choose the settings Choose the settings 
that best meet your that best meet your 
needsneeds
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MessagingMessaging
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InboxInbox

The Inbox is split into 3 sections:The Inbox is split into 3 sections:
Navigation PaneNavigation Pane

Contains Mail Folders, including Inbox, Contains Mail Folders, including Inbox, 
Outbox, Sent Items, Junk Mail, and Deleted Outbox, Sent Items, Junk Mail, and Deleted 
Items Items 

Message ListMessage List
Lists all of the messages in the Mail FoldersLists all of the messages in the Mail Folders

Reading PaneReading Pane
Section devoted to reading MessagesSection devoted to reading Messages
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Messaging in OWAMessaging in OWA

Reading Pane

Message List

Navigation 
Pane
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The Navigation PaneThe Navigation Pane

Mail  Mail  

CalendarCalendar

ContactsContacts

TasksTasks

OptionsOptions

Each of these tabs will Each of these tabs will 
direct you to  different direct you to  different 
function within Outlookfunction within Outlook
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TheThe NavigationNavigation PanePane

Deleted ItemsDeleted Items
Drafts Drafts 
Inbox Inbox 
Junk MailJunk Mail
OutboxOutbox
Sent ItemsSent Items

(Note that items in Parenthesis are (Note that items in Parenthesis are 
have not been read)have not been read)
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ComposingComposing & Sending E& Sending E--MailMail

To begin a new messageTo begin a new message
Click Click NewNew
Click Click MessageMessage
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Composing & Sending EComposing & Sending E--MailMail

Once you open a Once you open a 
new Mail new Mail 
Message, this Message, this 
window openswindow opens
Click Click To:To: to to 
activate the activate the 
Address BookAddress Book

Standard Standard 
Message FormMessage Form
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The Address BookThe Address Book
Under Under Find Find Names in:,Names in:, choose choose 
an an address bookaddress book, either , either Global Global 
(UIW)(UIW) or or Contacts (personal Contacts (personal 
addresses)addresses)
In the In the Display Name ColumnDisplay Name Column, , 
type the type the first three letters of the first three letters of the 
last namelast name
Click Click FindFind
A list of names will appear, A list of names will appear, 
choose the choose the name you needname you need
Click Click To, Cc, or BccTo, Cc, or Bcc
Click Click CloseClose
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Addressing EAddressing E--mailmail

Type the full email address Type the full email address 
of the recipient in the of the recipient in the To To 
ColumnColumn
Hit the ENTER KeyHit the ENTER Key
Add additional addresses in Add additional addresses in 
the same mannerthe same manner
Type a subject in the Type a subject in the 
SubjectSubject ColumnColumn
Type the body of the Type the body of the 
messagemessage
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Setting PrioritySetting Priority

Priority lets recipients know the importance of a message. Priority lets recipients know the importance of a message. 
Set message priority is by using the message Set message priority is by using the message toolbartoolbar
Click the Click the High Priority buttonHigh Priority button (exclamation point)(exclamation point) to specify to specify 
High priority. High priority. 
Click the Click the Low Priority button (down arrow)Low Priority button (down arrow) to specify Low to specify Low 
priority. priority. 
To set the priority back to Normal, click the selected priority To set the priority back to Normal, click the selected priority a a 
second timesecond time
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Other Message OptionsOther Message Options

Outlook has much of the same functionality as Outlook has much of the same functionality as 
WordWord

Spell CheckSpell Check
SavingSaving
PrintingPrinting
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Saving a MessageSaving a Message
If you want to complete a If you want to complete a 
message at a later time, message at a later time, 
save it in to the save it in to the Drafts Drafts 
folderfolder

Choose Choose FileFile and and Save Save 
The message saves to The message saves to 
the the Drafts folderDrafts folder
ReRe--open the message by open the message by 
opening the opening the Drafts Drafts 
Folder,Folder, then doublethen double--click click 
the message to open itthe message to open it
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ReplyingReplying andand ForwardingForwarding

Select a message from the Inbox Select a message from the Inbox 
Click the Click the ReplyReply button on the toolbarbutton on the toolbar
If the message was originally sent to multiple If the message was originally sent to multiple 
recipients and you want reply to every recipient, recipients and you want reply to every recipient, 
click click Reply to AllReply to All



©2006 Terence Peak, UIW Dept. of Instructional Technology

Replying and ForwardingReplying and Forwarding

To forward a messageTo forward a message
Click Click ForwardForward on the message form toolbar on the message form toolbar 
Type an address Type an address 
Click SendClick Send
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Reading PaneReading Pane

You can move the reading (message) Pane to the You can move the reading (message) Pane to the 
side or bottomside or bottom
Click the Click the Reading Pane IconReading Pane Icon and choose where you and choose where you 
want the message to be displayedwant the message to be displayed



©2006 Terence Peak, UIW Dept. of Instructional Technology

Managing OutlookManaging Outlook

Outlook accounts have a limited amount of Outlook accounts have a limited amount of 
storage storage 
This includes all This includes all Mail, Sent Items, Drafts, Mail, Sent Items, Drafts, 
Outbox items, Outbox items, and and Deleted itemsDeleted items
Outlook stores a copy of each sent message Outlook stores a copy of each sent message 
in the Sent Items folderin the Sent Items folder
To To completely removecompletely remove deleted items, they deleted items, they 
must be deleted must be deleted TWICETWICE
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ManagingManaging DeletedDeleted MessagesMessages

Messages are deleted by clicking on the Messages are deleted by clicking on the Delete Delete 
icon (X)icon (X)
You can then recover the messages by moving You can then recover the messages by moving 
them out of Deleted Items and into other foldersthem out of Deleted Items and into other folders
Deleted messages are moved to the Deleted messages are moved to the Deleted Items Deleted Items 
folderfolder
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Removing Deleted ItemsRemoving Deleted Items

Messages are never Messages are never 
completely deleted unless completely deleted unless 
the Deleted Items folder is the Deleted Items folder is 
emptiedemptied
HighlightHighlight all of the all of the 
messages to be deletedmessages to be deleted
Click on Click on Deleted ItemsDeleted Items
Click on Click on the Delete Iconthe Delete Icon
Click Click YesYes on the Popon the Pop--up up 
menumenu
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CalendarCalendar
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Scheduling with OWAScheduling with OWA

Click Click CalendaCalendar on the r on the 
Navigation BarNavigation Bar
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Calendar ItemsCalendar Items

Outlook's calendar can contain three Outlook's calendar can contain three 
types of items:types of items:

Appointments:Appointments: involves only your involves only your 
schedule and time schedule and time 
Meetings:Meetings: an appointment becomes a an appointment becomes a 
meetingmeeting when you invite other people when you invite other people 
Events:Events: when an appointment lasts when an appointment lasts 
longer than 24 hours longer than 24 hours 
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CalendarCalendar

Open the calendar by clicking on the Open the calendar by clicking on the Calendar Calendar 
buttonbutton on the lower lefton the lower left
Find the following sections:Find the following sections:

Banner AreaBanner Area This section is where your This section is where your 
appointments and calendar views appearappointments and calendar views appear
Time BarTime Bar Shows different times of dayShows different times of day
New ButtonNew Button Use this button to set new Use this button to set new 
appointmentsappointments
Day/Week/Month ButtonDay/Week/Month Button Click one of these Click one of these 
buttons to see each type of calendar viebuttons to see each type of calendar vieww
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Calendar ViewsCalendar Views
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Scheduling an AppointmentScheduling an Appointment

In the Calendar View, click In the Calendar View, click 
New New 
Type in the information Type in the information 
needed, such as needed, such as 

Time beginning and endingTime beginning and ending
Subject or reason for Subject or reason for 
appointmentappointment
LocationLocation
A description of the A description of the 
appointmentappointment

ClickClick Save and CloseSave and Close
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Deleting an AppointmentDeleting an Appointment

Highlight the item on 
your calendar
Click the delete button
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Scheduling a MeetingScheduling a Meeting
Click on Click on Invite Invite 
AttendeesAttendees
The The RequiredRequired Button Button 
appearsappears because the because the 
attendees are invited attendees are invited 
via email. Add the email via email. Add the email 
addresses of attendeesaddresses of attendees
Fill inFill in the remaining the remaining 
appointment information appointment information 
ClickClick SendSend
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Scheduling ChangesScheduling Changes
DoubleDouble--click click on the on the 
appointment timeappointment time
Make the necessary Make the necessary 
changes in the form and changes in the form and 
then clickthen click Save and Save and 
CloseClose on the toolbaron the toolbar
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Scheduling Changes in MeetingsScheduling Changes in Meetings

The same steps apply If The same steps apply If 
you make changes that you make changes that 
affect the meeting affect the meeting 
attendees. attendees. 
Click Click Send UpdateSend Update so so 
that the attendees get that the attendees get 
the new informationthe new information
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RecurrenceRecurrence
If an event or meeting takes If an event or meeting takes 
place several times over a place several times over a 
cycle, It can be scheduled cycle, It can be scheduled 
recurrentlyrecurrently
On the meeting toolbar, click On the meeting toolbar, click 
RecurrenceRecurrence
Recurrence can be set Recurrence can be set 

Daily, weekly, monthly Daily, weekly, monthly or or 
yearly, or a specific day yearly, or a specific day 
of the weekof the week
Range of recurrenceRange of recurrence is is 
set by  the number of set by  the number of 
occurrences or by end occurrences or by end 
datedate
Once these options are Once these options are 
set, click set, click OKOK
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Questions?Questions?

Terry Peak @ 829Terry Peak @ 829--39203920
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