Using Microsoft Outlook Web Access
Your new email will be delivered to youdutlook Web Accesabox, from which you can read,
reply to, and forward your-enail.
Accessing your Inbox:
¢ In theNavigation Panelocate the section labelellail.
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e To access the inbox containing your Millmail, click on the folder labelddbox.

¢ TheMessagePanewill display the contents of your inbox.
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e TheReadingPanewill display the contents of the highlightedreail in the View Pane.



e To change therder in which your emails are sorted, click on the header that reads
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Searching for an-enail
To search your inbox formails pertaining to certain subjects or particular senders:
e ClikAy (KS 0 29earch Kiboginexitb theimagnifying glass.
e Type in the word, name or phrase you are searching for.
e Pressnter.
¢ Emails containing your search content will appear in lessagePane.
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