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2. The following window will
be displayed:

@ Thisis a private computer

W Use Outiook Web Access Light

E-mai Address:

Password:

8 connected to Microsoft Exchange
© 2007 Microseft Corporation. Al rights reserved.

3. To login, complete this
window as follows: -

= Office Outlook Web Access

Select this option if you use Outlook

Web Access on a public computer. Be Security ( show explanation )

sure to log off when you have finished - . . .
using Outlook Web Access and close all @ Thisis a public or shared computer
windows to end your session. @ Thisis a private computer

Enter your full IVC
Select this option if you are the only B Use Outlook Web Access Light email address.
person who uses this computer. Your

server will allow a longer period of
inactivity before logging you off. E-mail Address: [[¥z] nj uan @ ivc.ed u

Use your Windows
B8 connected Ul etwork password
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4. Click on the Log On button
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6. To customize your settings,
click on the Options

button:
| B Opﬁons|
7. From Options you will then i e

have access to a menu s A Message Options

Messaging
where you can make N e
modifications to your Out of Ofce Assstant o E?!Efi“ﬁiﬁéﬁﬁﬁﬁﬁﬁ?iﬁlﬁﬂ-mmve

. . ey e when new e
Signature, Out of Office — oo
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Assistant, rules, SeFurlty o bt _ e -
and more. See Options geredlsemes | |

Deleted Items oe San Juan
menu: — Tochnaegy Senies

About Automatically include my signature on outgoing messages

2 Message Format

Compose in this message format:
@ HTML
O Plain text

— : Choose message font: 12pt. Arial
[ Mail

B coendar | A CmeEBTU A-
83 contects Q M ge Tracking Options
|Z] Tasks

Choose how to respond to requests for read receipts.
P @ Ask me before sending a response
3 public Folders © Aways send a response

[J3 pocuments

8. When you are done, click
the Log Off Button at the
upper-right corner of your

OWA window: L'Dg off

Notes: e  Your email is now server-based (Exchange) and no longer resides on your hard
drive. Therefore, your email and folders in your Outlook client will be the same as
in Outlook Web Access.

e Each useris allotted a maximum storage space of approximately 750 megabytes.
Therefore, it is a requirement for you to efficiently manage your mailbox by
regularly deleting unnecessary messages in all your folders — Inbox, Sent, Deleted,
and custom folders.

FOR ANY FURTHER ASSISTANCE OR TO REQUEST TRAINING, CONTACT:
JOE SAN JUAN (949) 451-5716 JSANJUAN@IVC.EDU



