
 

Exchange 2007

Outlook Web Access
=

Login 

qÜÉ=ïÉÄ=~ÇÇêÉëë=áë=ÜííéWLLÉñÅÜ~åÖÉKìãáÅÜKÉÇìK==içÖáå=
ïáíÜ=?rjollqy?=ÄÉÑçêÉ=óçìê=uniqnameK==vçìê=é~ëëïçêÇ=
áë=óçìê=Active Directory=é~ëëïçêÇK=

=

=

pÉí=óçìê=Active Directory=é~ëëïçêÇ=íÜêçìÖÜ=
íÜÉ=Weblogin=é~ÖÉW==
ÜííéëWLLïÉÄäçÖáåKìãáÅÜKÉÇìK===

=

=
içÖ=áå=ïáíÜ=óçìê=ìåáèå~ãÉ=~åÇ=rjf`e=hÉêÄÉêçë=é~ëëïçêÇK=

=
`êÉ~íÉ=óçìê=é~ëëïçêÇK==^=ÖççÇ=é~ëëïçêÇ=ëÜçìäÇ=ÄÉ=~í=äÉ~ëí=ëáñ=ÅÜ~ê~ÅíÉêë=äçåÖ=~åÇ=Åçåí~áå=jfñÉa=Å^ëb=
äÉííÉêëI=åìãÄÉêëI=~åÇ=éìåÅíì~íáçåK=

http://exchange.umich.edu/
https://weblogin.umich.edu/


General Overview 

^=åìãÄÉê=çÑ=Åçãã~åÇë=
~êÉ=~î~áä~ÄäÉ=çå=íÜÉ=íççäÄ~ê=
áå=íÜÉ=j~áä=ïáåÇçïI=ëìÅÜ=
~ë=ÅêÉ~íáåÖ=åÉï=áíÉãëI=
ïçêâáåÖ=ïáíÜ=ã~áä=áíÉãë=
~åÇ=ÅçåíêçääáåÖ=íÜÉ=
oÉ~ÇáåÖ=m~åÉK=

=
låäó=~=ÅÉêí~áå=~ãçìåí=çÑ=ãÉëë~ÖÉë=Å~å=
ÄÉ=îáÉïÉÇ=~í=çåÉ=íáãÉK==^í=íÜÉ=Äçííçã=çÑ=
íÜÉ=fåÄçñ=~êÉ=å~îáÖ~íáçå=Äìííçåë=íç=
ãçîÉ=íç=É~ÅÜ=é~ÖÉ=çÑ=ãÉëë~ÖÉëK=

=

fåëíÉ~Ç=çÑ=íÜÉ=éçéJìé=ïáåÇçïëI=óçì=Å~å=îáÉï=
óçìê=~ÅíáîÉ=Reminders=Ñêçã=íÜÉ=íçé=ãÉåì=Ä~êK=

=



Calendar 

bîÉå=áå=~=Week=îáÉïI=óçì=Å~å=ëÉÉ=óçìê=
Å~äÉåÇ~ê=áíÉãë=áå=íÜÉáê=íáãÉ=ëäçíëK==vçì=
Å~å=~äëç=ìëÉ=Categories=íç=âÉÉé=íÜÉã=
çêÖ~åáòÉÇK=

=

rëáåÖ=íÜÉ=oÉ~ÇáåÖ=m~åÉI=óçì=
Å~å=îáÉï=íÜÉ=ÇÉí~áäë=çÑ=~åó=
~ééçáåíãÉåíK=

=

Contacts 

vçì=Å~å=É~ëáäó=~êê~åÖÉ=~åÇ=ëÉ~êÅÜ=óçìê=Åçåí~ÅíëK==
rëÉ=íÜÉ=Reading Pane=íç=îáÉï=íÜÉ=ÅçãéäÉíÉ=
ÇÉí~áäëK=

cêçã=íÜÉ=íççäÄ~êI=óçì=Å~å=ëÉåÇ=~å=Éã~áä=çê=ëÉíìé=
~=ãÉÉíáåÖ=ïáíÜ=íÜÉ=Åçåí~ÅíK=

=

qÜÉ=Search=ÑáÉäÇ=áå=íÜÉ=íçé=ãÉåì=Ä~ê=ïáää=
ëÉ~êÅÜ=åçí=çåäó=óçìê=Contacts=ÑçäÇÉêI=Äìí=~äëç=
íÜÉ=Global Address ListK=

=



aÉí~áäë=~Äçìí=íÜÉ=éÉêëçå=Å~å=ÄÉ=îáÉïÉÇ=áå=
íÜÉ=Reading PaneK==vçì=Å~å=~äëç=ÅÜÉÅâ=
íÜÉáê=~î~áä~Äáäáíó=Ñçê=ëÅÜÉÇìäáåÖ=ãÉÉíáåÖëK=

=

tÜÉå=ÅçãéçëáåÖ=~=ãÉëë~ÖÉI=óçì=Å~å=
îáÉï=íÜÉ=ÇÉí~áäë=çÑ=íÜÉ=ã~áä=êÉÅáéáÉåíI=
áåÅäìÇáåÖ=~î~áä~ÄáäáíóI=Äó=êáÖÜíJ
ÅäáÅâáåÖ=íÜÉ=å~ãÉ=áå=íÜÉ=To…=ÑáÉäÇI=
íÜÉå=ÅÜççëáåÖ=PropertiesK=

=

Tasks 

qÜÉ=Tasks=ÑçäÇÉê=ïçêâë=äáâÉ=~=qçJaç=äáëíK==vçì=Å~å=ëÉÉ=~ää=çÑ=óçìê=í~ëâë=~åÇ=Éã~áäë=íÜ~í=óçìÛîÉ=Ñä~ÖÖÉÇ=áå=çåÉ=
äáëíK==rëÉ=íÜÉ=Reading Pane=íç=ëÉÉ=íÜÉ=ÇÉí~áäë=çÑ=É~ÅÜ=áíÉãK=

=



SharePoint My Site 

vçì=Å~å=ÅçååÉÅí=íÜÉ=ÇçÅìãÉåíë=áå=óçìê=ájé~Åí=My Site=ÑçäÇÉêë=áåíç=óçìê=ïÉÄã~áäI=ëç=óçì=ÇçåÛí=Ü~îÉ=íç=Ü~îÉ=
ÄçíÜ=ëáíÉë=çéÉå=íç=ïçêâ=ïáíÜ=óçìê=ÇçÅìãÉåíë=~åÇ=Éã~áäëK=

`äáÅâ=My Site=áå=íÜÉ=íçé=ãÉåì=Ä~êK==båíÉê=íÜÉ=ìêä=Ñçê=óçìê=ïÉÄëé~ÅÉW=

=
ÜííéëWLLïÉÄëé~ÅÉKÄìëKìãáÅÜKÉÇìLéÉêëçå~äLìåáèå~ãÉL=

=

=
açìÄäÉJÅäáÅâ=íç=çéÉå=~åó=çÑ=íÜÉ=My Site=ÑçäÇÉêë=íç=îáÉï=áíë=ÅçåíÉåíëK==`äáÅâ=Add to Favorites=íç=âÉÉé=áí=~î~áä~ÄäÉ=
~åóíáãÉ=óçì=çéÉå=óçìê=ïÉÄã~áäK=

=



Options 

léÉå=~=äáëí=çÑ=Options=
Ñêçã=íÜÉ=íçé=ãÉåì=
íççäÄ~êK=

=
qÜÉ=î~êáçìë=çéíáçåë=~êÉ=ëÉé~ê~íÉÇ=áåíç=Å~íÉÖçêáÉë=áå=íÜÉ=Navigation PageK==

=

`çååÉÅí=~åó=Mobile 
Devices=íç=óçìê=
bñÅÜ~åÖÉ=Éã~áä=
~ÅÅçìåíK=

=

qÜÉ=Out of Office 
Assistant=~ääçïë=óçì=íç=
ëÅÜÉÇìäÉ=ïÜÉå=óçìê=
ãÉëë~ÖÉ=ïáää=ÄÉÖáå=~åÇ=
ÉåÇK==vçì=Å~å=ëÉí=ìé=
óçìê=î~Å~íáçå=ãÉëë~ÖÉ=
~ÜÉ~Ç=çÑ=íáãÉ=ëç=óçì=
ïçåÛí=ÑçêÖÉí>=



fÑ=óçì=~êÉ=ìëáåÖ=HTML=Ñçêã~í=Ñçê=óçìê=ãÉëë~ÖÉëI=
óçì=Å~å=ÅÜççëÉ=Ñçåí=ëíóäÉë=Ñçê=óçìê=çìíÖçáåÖ=
ãÉëë~ÖÉë=~åÇ=óçìê=ëáÖå~íìêÉK=

=

Brightmail 

hÉÉé=íÜÉ=gìåâ=Éã~áä=çìí=çÑ=óçìê=fåÄçñ=Äó=ëÉííáåÖ=ìé=íÜÉ=Brightmail RuleK=

`ÜççëÉ=Rules=Ñêçã=íÜÉ=Options=ëáÇÉ=ãÉåìK=

`äáÅâ=íÜÉ=New Rule=íÜÉå=ÅÜççëÉ=“Create a new rule for arriving messages”K==^=ïáåÇçï=ïáää=çéÉå=ï~êåáåÖ=~Äçìí=
Åçãé~íáÄáäáíó=ÄÉíïÉÉå=êìäÉë=áå=ïÉÄã~áä=~åÇ=lìíäççâK==`äáÅâ=“Delete Disabled Rules”K=

=



råÇÉê=“After the message arrives”I=
ëÉäÉÅí=“If the message includes s
words…”=íÜÉå=éä~ÅÉ=~=ÅÜÉÅâ=åÉ
“In the message header”=áå=íÜÉ=
ÇêçéÇçïåK=

pecific 
ñí=íç=

få=íÜÉ=Rule DescriptionI=ÅäáÅâ=
“ëéÉÅáÑáÅ=ïçêÇëÒ=íÜÉå=íóéÉ=íÜÉ=
ÑçääçïáåÖ=éÜê~ëÉ=bu^`qiv=~ë=
ëÜçïåW=

=
=uJpé~ãJcä~ÖW=vbp

=

pecified 

specified 

`äáÅâ=Add íÜÉå=OKK= =

råÇÉê=“Do the followingÒI=ëÉäÉÅí=
“Move, copy, or delete…Ò=~åÇ=íÜÉå=
ÅÜÉÅâ=“Move the message to the s
folderÒK=

få=íÜÉ=Rule DescriptionI=ÅäáÅâ=“
folderÒ=íÜÉå=ëÉäÉÅí=íÜÉ=Junk E-mail=
ÑçäÇÉêK=

=

`äáÅâ=“Save”=íç=ÅçãéäÉíÉ=~åÇ=
Éå~ÄäÉ=íÜÉ=_êáÖÜíã~áä=êìäÉK=

=
=
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