Using Microsoft Outlook Web Access
Your new e-mail will be delivered to your Outlook Web Access inbox, from which you can read,
reply to, and forward your e-mail.
Accessing your Inbox:
e In the Navigation Pane, locate the section labeled Mail.
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e To access the inbox containing your Mills e-mail, click on the folder labeled Inbox.

e The Message Pane will display the contents of your inbox.
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¢ The Reading Pane will display the contents of the highlighted e-mail in the View Pane.



e To change the order in which your e-mails are sorted, click on the header that reads
“Arranged by: Date” and select the field you wish to sort by.
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Searching for an e-mail
To search your inbox for e-mails pertaining to certain subjects or particular senders:

e Click in the box that says “Search Inbox” next to the magnifying glass.

e Type in the word, name or phrase you are searching for.

e Press Enter.

e E-mails containing your search content will appear in the Message Pane.

I Microsoft*
riv.Office Outlook web Access

Cannectad to Microsoft Exchange

Mail & || Inbox (A1 Items, 52 Unread)
2 ﬁﬁ[l]avtid LT:d(d;Ee} | EdMew) - - X | B~ % (= Reply Q Reply to Al | (= Forward
Helpde
* . »
g ‘p:::;::ux (150) Search Inbox Py gample message
[ *Project Tracker Arrange by: Date - Mewestontop = Follow Up. Start by Sunday, May 18, 2008, Dus by 5
£ =UA Shift Notes Today = | David Lee (dlee)
CaA E“aWp‘bes =1 David Lee (diee) B:01AM ¥ Sent: Sunday, May 18, 2008 8:01 AM
g AAMC J::t 20) sample message To:  David Lee (dlee)
Account - New
3 Account Password Change Forms || Yesterday
[Z3 Account Updates (202) =0 root@bjork. mills.edu Sat5/17 7 This is a sample message
[ Applications MEAEDIR. Data Report
(3 Applications Rd 2 =1 spark Carranza (scarr... sat5/17

[T Assistantships
3 Rarnar

Re: Date to new email server



