Outlook Web Access
1. Start your internet browser by double clicking on the Internet Explorer (or IExplore) icon on your desktop.  If you have a shortcut for Outlook Web Access on your desktop, [image: image2.png]@ Please type your user name and password.
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you can double click that. 
2. If you had an OWA shortcut on your desktop, you can skip to Step #3.  In the address bar, enter the address for Charmer-Sunbelt’s Outlook Web Access:  https://csg-owa.charmer-sunbelt.com/exchange
3. You will see a box pop up that will prompt you for your username and password.  In the User Name field, enter CWS\ followed by your network user ID.  In the Password field, enter the password you use to access the network.  Note that if you have any problems connecting after this and you get an error message that says “Page Cannot be Displayed” or “Page Cannot be Found”, please verify the address typed in step #2 again.  
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4. Once you have successfully logged into the web access email, you will see a screen similar to the one below:
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5. On the main screen, several icons allow you to navigate through your mailbox.  Below are the icons that are on your Outlook Shortcut bar.  Upon logging in, Outlook automatically displays your Inbox.
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6. Across the top of the Outlook screen, you will see the icons shown below.  These are the options you will have whenever you are in your Inbox.  
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To show the contents of a message, double click on the message to open it in a new window.
8. You can also view your messages by clicking on the Display Preview button on your button bar, shown in #5.  Then, whatever message you click on will be shown in a preview pane below your list of messages.

9. To navigate through your messages, you can either click on the appropriate message, or you can use the buttons shown below to go to the Next Message, Previous Message, Next Page of your Message List or Previous Page of your Message List.
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10. When you double click on a message, you will see a window open, displaying the message.  In this new window, you can choose to Reply to the message, Reply to all of the recipients of the message, Forward the message to someone else, Print your message, Move your Message to another Folder, Delete the Message, Move to the message above this one on your list, or move the message below this one on your list.
11. When you create a New Message by selecting New on your button bar, a new window will open for you to create your message in.
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12. In your new message, you can either type your recipient’s name (lastname, firstname), or you can hit the To: button and a Find Names window will appear.  You can search by Display Name, Last Name, First Name, Title, Alias, Company, Department, Office or City.  You can search with only one character in any of the fields shown.  When you hit Find, any name in our Outlook Address Book that matches your criteria will be shown in the window below.  When you’ve found the name you’re looking [image: image12.png]& Shockley, Elizabeth : Inbox ttoms M t04Cof8) W4 > M




for, hit the appropriate button at the bottom of the box to add them to the To, CC or BCC fields.
13. When you’re finished creating your message, hit the Send button.  If your message is large or you have attachments, it may take a few minutes to finish sending the message.

14. Below are the options that you can customize by selecting the Options shortcut shown in #5.   Under Multimedia, there’s an option to install the latest Exchange Multimedia Controls.  Installing this should make sure you have all of the sounds associated with Outlook Web Access.
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