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review, use, disclosure, or distribution is prohibited.  

 

 

If using OWA at Int ernet cafes, customer computers, training centers, etc., you must follow 

these four email guidelines:  

 

1.  Do NOT attach files to your emails as the computer you are working from may contain 

viruses.    

2.  Computers in public places may have software loaded on their system to record keystrokes, so 

that other people could capture and use your user ID and password.  If you connect from one of 

these types of places, you should change your password as soon as you are back into the network 

from a known secure connection.     

3.  Be aware of your surroundings and roving eyes.  Treat your email as confidential material and 

FOR YOUR EYES ONLY.  

4.  When you have finished using OWA and are ready to exit, you must click the LOG OFF 

button on the upper right hand side of the OWA tool bar (about one inch from the top).  After 

you have selected the Log Off button, you must also close the browser.  If you do NOT close the 

browser, there may be enough information retained in it to enable the next person to access to 

your email.     Therefore, at the end of every email session log off and then close the Internet 

browser.   

 

Similar to the Screen Saver policy that locks the office desktop after 15-minutes of inactivity, the 

browser screen will lock after 15 minutes of no activity. However, your email will not disappear 

from the screen until you or someone else refreshes or closes the browser.     
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I.  Overview:   Outlook Web Access (OWA) is one method of several that may be used to 

connect to Microsoft mail services.  As with its counterpart Outlook, OWA enables a user to 
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send and retrieve email, create and check schedules, look up contact information, check or post 

to public folders, as well as take advantage of an entire range of other messaging features.  

Unlike Outlook however, OWA does not require any special software to be installed, as it uses a 

web-browser for its display.  Thus, almost all machines around today are ready to run Outlook 

Web Access.   

 

II.  Starting OWA :  Outlook Web Access has a new look and is accessed via a given web 

address. Thus, to start OWA for Arch Chemicals users: 

 

1. Start Internet Explorer:   

a.  Click Start Menu, lower left-hand of screen 

b.  Select Programs  

c.  Select Internet Explorer  

2. In the address bar the top, type https://web.archchemicals.com/exchange 

3. Press Enter.  You should see the login screen (Figure 1): 

 

     The OWA 2007 logon page will remember your 'private' selection and the username you 

entered on those trusted machines between OWA sessions so you only have to enter your 

password the next time you log on. There is also a checkbox here for the 'Light' version of OWA 

here too, for the Mac and browsers other than IE6 and 7. It's also optimized for Accessibility, 

making it easier on users with low vision and screen readers. Look for a post on that version of 

OWA here soon. The look and feel of the screen has also been updated. 

http://web.archchemicals.com/exchange
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4. Enter your login Id and password 
5. Press Return on the keyboard, or click OK with the mouse 
6. Outlook Web Access should begin after a brief delay. 

 

 

 

 

III.  Layout of OWA :  When OWA opens, you will see the default display which involves three 

horizontal window panes (Figure 2): 
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The first pane from the left is the folders list.  When OWA is started, the Inbox will be the folder 

highlighted. 

The second or middle pane will list the contents of whichever folder is highlighted in the first 

pane.  Thus, for Inbox it will list your email messages currently in your mailbox with the most 

recent at the top.  For users with larger numbers of items, OWA will display the first page of 

around 50 items.  To access different pages, use the page control at the bottom right of the 

screen above as shown here in Figure 3. 

 

(Figure 3). 

   The third pane on the far right is the Preview pane.  It will show the actual contents of 

whichever item is highlighted in the middle Item pane.  This individual item may be read here in 

the Preview window, or one may double-click the message in the middle pane to launch another 

window containing only that message. 

 

Within   Message Options,  you can change the number of items to display per page to 100.  

Click on Options at the top and select Messaging on the left. 

 

 

Folders 

Folder Items 

Preview Items 
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(Figure4). 

 

(Figure 5) 

 

 

IV.  General Usage of OWA:  Designed to look and feel like Outlook, most of OWA 

functionality can be accessed via icons, which are buttons graced with descriptive pictures.  When you 

move your cursor over an icon, the mouse pointer will change from an arrow to a hand, symbolizing that 

you may click the button.  These icons are usually grouped together and are specific to whatever folder 

type you are in.  For instance, the Index toolbar is denoted in Figure 6 while the Calendar toolbar is 

shown as Figure 7. 

 

 

Figure 6 (Tools for Inbox) 
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Figure 7(Tools for Calendar) 

 

 

¢ƘŜ Ǿŀǎǘ ƳŀƧƻǊƛǘȅ ƻŦ ǘŀǎƪǎ Ŏŀƴ ōŜ ŀŎƘƛŜǾŜŘ ōȅ ǳǎƛƴƎ ǘƘŜǎŜ ǘƻƻƭōŀǊǎΦ  CƻǊ ƛƴǎǘŀƴŎŜΣ ǘƘŜ άbŜǿέ ƛŎƻƴ ǿƘƛƭŜ 

ƻƴ ǘƘŜ LƴōƻȄ ŎǊŜŀǘŜǎ ŀ ƴŜǿ ƳŜǎǎŀƎŜ ǘƻ ōŜ ǎŜƴǘΦ  ¢ƘŜ άbŜǿέ ƛŎƻƴ ǿƘƛƭŜ ƻƴ ǘƘŜ /ŀƭŜƴŘŀǊ ŎǊŜŀǘŜǎ ŀ ƴŜǿ 

calendar request.  ¢ƘŜ ά·έ ƛƴ ōƻǘƘ ŎŀǎŜǎ ǿƛƭƭ ŘŜƭŜǘŜ ǿƘƛŎƘŜǾŜǊ ƛǘŜƳ ƛǎ ƘƛƎƘƭƛƎƘǘŜŘΦ   {ƻƳŜ ƻǘƘŜǊ ŀŎǘƛƻƴǎ 

include: 

 

Composing new email 

    Click New to open and compose a new e -mail. Here, you can add names and addresses 

easily with the new auto -complete menu that remembers recently -used items . 

 

(Figure 8) 

The Global address list is also available by selecting To.. and typing their last name . Notice that you now 

receive Calendar free busy information. 
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(Figure 9) 

 

(Figure 10) 

 

 

 

E-mail appears automatically  as it arrives in your Inbox and the unread counts in the 

folder tree stay up - to -date so you no longer have to press the "Check Message" button over 
and over again to see if you have received that important email you've been expecting.  

Also in the folder tree, we've enh anced drag and drop functionality from the mail list. You 

can drag and drop single or multiple items from the mail list into folders and interact with 

those items by right clicking and choosing actions within the menus. The right -click folder 

tree context menu now includes:  

-  New folder creation and in -place folder renaming (no more dialogs). Just choose the type 

of folder you want (Mail, Calendar, Contacts, Tasks) and right -click to choose "Create New 

Folder" from the menu.  

-  "Mark All as Read" action for  folders  

-  "Empty Folder" to delete all items in one click -  a new Option to empty the Deleted Items 

folder on log off is also provided in the new Options pages.  

-  New integrated Reminders drop down from the folder title area. You can choose to hide 

these  temporarily by one click outside the menu, or dismiss individual or multiple 

appointments by clicking the Snooze or Dismiss buttons. This isn't a pop -up so it won't be 
blocked, and you won't miss an appointment.  

¶  
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(Figure 11) 

 

 

     Since the browser won't let us render things outside the browser window anymore due to 

WinXP SP2 security enhancements, the New Item Notifications are also presented integrated 

into the OWA folder title area (not a pop-up from the Windows taskbar). This appears in a small 

menu with the subject and sender name shown for 5 seconds before fading out from the main 

window while you're working in any module (including Mail, Calendar, Contacts, and Tasks). 

Clicking on the notification will select the newest item in the Mail list, even if you're in another 

area like Calendar or Contacts. Different notifications exist for each type of item: mail, voice 

mail and fax. You may turn Notifications and Reminders off completely in the Options pages. 

 

(Figure 12) 
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 Calendar  

The Calendar has been completely redesigned with tons of added functionality and visuals:  

-  New calend ar views for daily, weekly, and work week including a new Reading Pane 

preview available for all views so you don't have to double click to open an appointment to 

see the full details  

 

(Figure 13) 

 

-  New visuals with transparency during drag and drop actions and colored free/busy status 

indicato rs  

-  Enhanced Date Picker with current date selection and view settings reflected for daily, 

weekly, work week  

-  Improved, integrated date -based navigation including next and previous buttons and 

hourly timestrip with "now" indicator:  
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(Figure 14) 

 

-  In -place "Create New Calendar" function for  multiple calendar management  

-  Double -click to create a new appointment at the desired time on the calendar surface  

-  "Smart" scheduling with integrated free/busy status indicators for each meeting invitee, 

meeting time and room suggestions, and a room picker with most recently used menu for 

frequently used meeting locations. No more convoluted searching for rooms!  
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(Figure 15) 

 

 

 

V.   Closing OWA:  To close Outlook Web Access, click ñLog Offò, which is located towards 

the top right-hand of the screen. 
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VI.  Hints and Tips: 

 

 

1. Spell Checker:  This has always been in Outlook but it is new to Outlook Web Access.  This 
option appears when composing a new message.  Figure 7 shows this icon.   

 

 

 (Figure 16) 

Options 

New Options page format, separated into sections for each feature area. Some ne w features 

here include:  

-  An enhanced Out of Office Assistant that allows you to create messages, set your Out of 

Office for a specific period of time in the future (this is great, because you can set it up in 
advance and you don't have to remember to tu rn it off):  

 

(Figure 17) 
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-  You also get to choose if you want to send a different message to external recipients. We 

also have new Out of Office notifications to remind you that you have this feature turned 
on, or turned on for a specific timeframe:  

 

 

 Change Password  

To change your password:  

¶ Type your old password.  

¶ Type a new password.  

¶ Type the new password again to confirm it.  

¶ Click Save to save your new password.  

After you save, you may have to re-enter your credentials and log on again. Outlook Web Access 

will display a message after your password is changed successfully.  

 

 

To Discover your Mailbox size. 

     Point to your name at the top of the mail folder list.  A window will appear that shows the 

current size of your mailbox. 

 

 

To recover a deleted item 

1. In Outlook Web Access, click Options, and then click Deleted Items.  

2. Select the item that you want to recover by clicking it in the Recover Deleted Items list.  

3. Click Recover to Deleted Items folder to recover the item or Permanently Delete to 

permanently delete the item.  
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VII.  Differences with Outlook:   OWA shares much with Outlook.  However, some 

limitations do exist.  Some main ones are: 

 

   

         1.   No local storage of email.     OWA will allow you to access mail that is stored on the 

Exchange server.  Local PSTs will not be available. 

 

2. Cannot open other peopleôs Calendars.  When creating a Meeting Request via  

the Calendar, you can see if someone is busy or available, but you cannot actually open 

his or her calendar. 

No Journal.   The journaling feature is not supported in OWA 

3. Drafts.  While saving drafts is supported in OWA, the auto-save feature is not as 

complete as the full version Outlook.  Brower crashes can cause an email you are 

composing to be lost. 
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