[image: image1.jpg]


‘Puter Byte

Volume 1        20 May 2003

ACCESSING YOUR EMAIL AWAY FROM SCHOOL

1. Use a computer that has Internet Access.

2. Open your Internet Browser (I’ve found that Internet Explorer works best).

3. In the location box (where you put the internet address), type:

https://rams-ex1.eu.odedodea.edu/exchange
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You’ll probably see a “Security Alert” window appear. Click YES.

5. The “Microsoft Outlook Web Access” window will appear.
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Web Accéss

for Microsoft (R) Exchange Server

Microsoft Outlook Web Access Log Off

To complete the log off process and prevent ofher users from opening your mailboz,
you must close your browser.
To log on again, click here.



Enter your login name where it asks for it.  This allows your browser to connect to the mail server at RIS.  This is the same login you use at school (example: my login is   rothj   )

7. Press ENTER on the keyboard. 

8. At the second login, enter your login again and enter your password (the same one you use at school).   Click OK.


9. You’ll then see your Inbox and the messages. Click ONCE on a message to open it.  A separate window will appear with the message. Click on the CLOSE button to close the window when you’re finished.





10.  When you are finished, click on the “Log Off” button in the left column.

11. When you see the screen at the right, you can close your Internet Browser.

12.  That’s it – have fun!


NOTE: Your “Contacts” and “Address Book” are not  available when using Web Access.





Use these icons to create a message, check for new mail, delete marked items, empty the deleted items folder, etc.  If you’re not sure what the icon does, put your arrow on the icon without clicking it – a text box will appear to tell you what the icon does.





NOTE: You will not see any folders or messages stored in your “Personal Folders”.
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