
Microsoft Outlook Web Access (OWA) Users Guide 
 
The Default configuration for the main screen for Outlook Web Access (OWA): 
 
Note: this is web-based email. New messages will not appear in the list shown below until 
you refresh the screen. A pop-up will display when new mail arrives, use the Refresh icon 
or the Send/Receive icon to refresh the list. 
 
 
 
 
 
 
 
 
 

 

To go to 
the next  
page of 
messages,
click on 
the arrows

Send a new message 

Message sorting options 

OWA Configuration Toolbar

Other folders 
available through 
Web Outlook appear 
in the “Folder 
window” 

To Open mail, click on the entry in this list. 
The “active” message is highlighted in blue, 
and displayed on the Preview pane on the 
right side of the screen. 

Preview pane  
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Reading Mail using Web Outlook 
 

When you open a piece of mail, it will appear in a new window.   
 

 
 

You can use the buttons at the top to Reply / Forward / Print / Delete this message.  
 
You will also be notified when new mail arrives – a small pop-over appears in the lower 
right of your computer screen: 

 
 
Ooohh….. 
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The OWA Configuration Toolbar: 
 
 
Compose a New  Reply/Forward  
Message   Selected Message 
       Preview Pane 
       Options       Check for new 
          messages 
          (refreshes screen) 
 
           Address Book 
 

 
 
 
 
         
        
 Move/Copy Message      Search for a  
 To another folder      message 

 
 

    
 
Note: you can also Drag-n-Drop   See Page 5... 
Your message to any folder  
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Mail Sorting Options 
 
Within the default view, there are eight field headings shown for “Importance” (red or blue 
exclamations), “message type” (the Page icon - incoming mail, response, etc), 
“Attachments”, “From” (sender’s name), “Subject”, “Received” (date), message “Size”, and 
follow-up (the Flag icon): 
 

 
 
You can use these field headings to sort the mail in your box. In the example shown above 
they are shown in the order they were received, with the most recent message at the top 
The downward pointing triangle next to “received” indicates descending order).  
 
To change their sorting order, click on a different field heading. In the  example below, 
messages are sorted by size: 
 

 
 
 
Sorting Note: 
One of the messages in the list is “active” (and highlighted). When you change the sorting 
order, that active message is still the active message, and will appear at the top of the 
window - even though it may be mid-way through the list in the new sorting order. Check 
the position indicator shown at the top right, and scroll accordingly. 
 

Position indicator     
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Searching for a message 
 
 

Choose the Search icon  from the OWA toolbar, and the search dialog box will appear.  
 

 
 
Most of the entries are self-apparent. You can open the resulting items directly from this 
list. 
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The Address Book / Global Address List: 
 

Choose the “Address Book” icon   from the OWA toolbar and the address book dialog 
box appears. You can enter a name or other criteria to search for, and the results are 
displayed in list format. In the example shown below, both entries are in the Global 
Address List.   
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Maintaining your message store size 
 
Every Purchase College user account has a limit on its overall size. By default, everyone 
has a limit of 50mb of space. When you reach that limit, you will begin to receive warnings. 
When you reach 60mb, you will no longer be able to send or receive mail. Your “Message 
Store” includes all of the folders listed in the “Folder List” – your Calendar, Deleted Items, 
Inbox (and any sub-folders), etcetera.  
 
Attachments are the biggest culprit when it comes to your message store size. Text 
messages are tiny, and you can store tens of thousands of text messages and never 
exceed your limit. Fortunately, this new version of Web Outlook allows you to sort by 
message size, and you can pick off the messages with the biggest attachments first.  
 
You can save the attachments by clicking on them to open them, and then choosing the 
File / Save As… option from the windows toolbar.  
 
To remove an attachment, you must delete the entire message.  
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