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What is Outlook Web App? 
  

Email through a web browser. Outlook Web App 
provides you with a way of accessing your 
university mailboxes any time, any place, any 
where – all you need is a web browser. Not only 
can you send, receive and organise your email 
messages, but you can maintain your schedule, 
keep track of personal contacts and share 
information with everyone else at the university. 
   

   

To Access your Personal Mailboxes… 
  

1. Open your web browser and go to the 
address listed above 

2. In the ‘Domain\user name’ box, type one of 
the following as appropriate (of course 
using your own email name where 
appropriate): 

 

staff\emailname   or   students\emailname 
 

3. Enter your usual Windows logon password 
4. Click OK 
  

  

Creating and Sending New Email Messages 
 

1. Click ‘New’ 
2. Type the recipient’s email address in the 

‘To’ field, enter the relevant subject and text 
then click on ‘Send’ 

 

NB: You can also attach files to the 
message via the ‘Attachments’ button and 
get receipt of delivery, etc. via ‘Options…’ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reading Email 
Messages 

 

To read messages in 
your mail folders, 
expand (in the 
middle frame) the 
message subject 
and double-click on 
the name of that 
message’s sender. 
 

If that message has 
any file ‘attachments’ 
these will be listed at 
the top of the 
message content 
and can be stored 
for later access by 
right clicking on them 
and selecting ‘Save 
target as…’  
 

 
From the list of messages in 

the user area, locate the 

message you want to read.  

Send Attach File Importance: High | Low 
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Deleting Email Messages 

  

To delete an open message, simply click the 
‘Delete Item’ button on the toolbar  

 
 

 
 
When you have deleted messages from your 
mail folders they are moved to the ‘Deleted 
Items’ folder. Periodically, you should empty this 
folder either by individually deleting items from it 
or by using the ‘Empty Deleted Items’ button. 
 
 
 
 
 
  

 
  

 
Creating New Folders to Store Messages 

  

To create additional 
folders in which to 
store your 
messages, right-
click the folder in 
which you want to 
create these 
containers and click 
the ‘Create a New 
Folder’ button. 
Provide a name for 
the given folder and 
click ‘Ok’. 

 
 

 

Moving/Copying Messages to other Folders 
  

To move or copy your messages between 
folders, open the relevant message and click 
on the ‘Move/Copy’ button. You will then be 
presented your folder list and have the 
opportunity to either copy or move the viewed 
message to the selected folder. 

  

Contacts and Directory Services 
  

You can store information about contacts, such as phone numbers, 
addresses, email addresses, job titles, Web pages, and notes. 

  

You can sort contacts by first name or last name for quick access to phone 
numbers, addresses, and other information. You can also move or copy a 
contact to a different folder, or attach a file, such as a Microsoft Word 
document, to a contact to keep related information together.  
 

To search for an email address of someone you know at the university, you 
can use the ‘Find Someone’ feature to help you get this information. 

 

  

Calendar Overview 
 

Calendar helps you create and track appointments, meeting requests, 
and events. Each of these items can be set as recurring, or repeating 
over time. You can view your schedule over individual days or by 
weekly views and can easily request meetings with other Outlook Web 
users. 
  

 
 

 

Logging Out 
  

Remember to ALWAYS log out of the Outlook Web App system. Simply click ‘Log out’. 
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