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Adding a New Contact
To view your contact list, click the contact folder tab. To

add a contact, hit the "Add New Contact" icon. This will
bring up a new window (right). Proceed to enter in
information about your new contact (e.g. Job Title, E-Mail
Address, Mailing Address, et cetera). Once you are
finished, save your contact by hitting the "Save And
Close" icon (highlighted in red).

EET e E R e o
General | Cetshs

FETTE S F—

Fot b () Bumrans Phora:
il Hase: it Pt
Sk itk Pkl P
Compary Aisand Pors
Fis & Lask, Fiost -
Busiwds Addrn w0 e =
" A m| Emaplay s o gl o
ey [ L .
Chy:
e Frarre:
Postsl Code
Eountiy oot

winh B oS



Using Contacts
To send an e-mail to someone in your contacts, click on

the To... icon (highlighted in red).
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To... |

Subject:

Attachments:
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This will bring up a new window titled Find Names. Enter
the parameters for which you wish to search in the
appropriate fields (e.g. search for people with Stevenson
as their last name). Once you find the person for whom
you are looking, highlight their name and hit add them to
whichever field you wish (e.g. "To", "Cc", or "Bcc").

£1Find Names -- Web Page Dialog E3

Find names in: | Global Address List [ae ]

Display name

Last name: |stevenson First name:
Tite: Alias:
Company: Department:
Office: City:
Mame Phone Alias Office  Job title Cor| &
Stevenson,Caroline dstevenson W |
Stevenson,Sally 936 261-9300 sjstevenson Library Dir. Academic Technology PV
[+
<] ul | >
Add recipient to... -

This is an example of using the "Find Names" window to locate a contact.

Use the following instructions to access your E-mail,
calendar, and other Outlook features from remote
locations via the Web.

Logging On

1. Establish an Internet connection

2. Open your Web browser

3. Inthe address line, enter the following address:
http://pwamu.edu

Click on Panther Email. ] Panther Email

In the "User name" field, enter your username
In the "Password" field, enter your password.

.__42;' MicrosoftOfice

_ 1] PVAMU Student Email Web Access

Provided by Microsoft Exchangs Sarvar 2003

Domainjuser name:
Password: Log On
Client (what's this?)
(%) Premium
() Basic
Security (what's this?)
() Public or shared computer
() Private computer

To protect your account from unauthorized access, Outlook Web Access automatically doses its connection to

your mailbox after a period of inactivity. If your session ends, refresh your browser, and then log on again.



http://pwamu.edu/

Reading E-Mail
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This is what the main Outlook Web Access window looks like.
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Student payroll for Aug. 23- Aug 31 is ready to be picked up.

Campus Announcements

[Log Off

‘0%\5 message was sent with high importance.

To: PUMaillisers
Cc

TO: Supervisors

FROM: Janetta Gilliam

RE: Student Payroll for August 23 —
August 31

If your department has students who
worked from August 23 through August 31
the payroll is ready to be picked up. This

payroll is due back in our office on

Monday, August 21, 2008. Please be sure
that you have forwarded a memo or e-mail
ng the student(s) n_amle )

(]

_to Ms. Gilliam verifyi
<
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Read your e-mail by double clicking on the highlighted

message. Reply to an e-mail by hitting the reply icon

(highlighted in yellow). When you are finished with an e-

mail that you will not need to access again, you may

want to delete it using the delete icon (highlighted in red).

Doing this will remove the selected message(s) from
tems" folder to

your Inbox. Empty your "Deleted |

completely remove all deleted items from the server.

Composing Mail

To send a new e-mail, click the New icon on the toolbar
(highlighted in red). This will open up a new window in
which you can compose your new mail message.

Ttems to 4of 4

B Inbox (Twodine View )

= Campus Announcements
Funeral Announcement - Dr. Alfred M. Poind
(= Campus Announcements Mon /212006 9:26 AM
NSF Awards Prairie View A&M $1 Milion For New Biclogy Rese..,
(= Campus Announcements Sat 8/19/2006 1:45 AM
Student payroll for Aug. 23- Aug 31 is ready to be pic... ]
i=4 Mail, Student Thu 5/18/2006 10:21 AM
RE: This is @ test message from the Outside

=
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This is the toolbar for composing new messages. From left to right:
send, save, print, insert signature, spell check, add attachment,
check names, high priority, low priority, options, help.



	 
	 
	  

