Outlook Web Access

Computer/Information Technology Services

Outlook Web Access (OWA) provides you the capability to quickly, easily, and securely access your e-mail and calendar from any location, anywhere in the world! In addition, this service has been recently enhanced to provide read-access to the  P: and S: server drive files and certain SharePoint sites. All you need is access to the Internet via a web browser.
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Features

With Outlook Web Access (Outlook Web Access) you can:

· Customize your reading layout view.

· Forward and/or reply to a meeting request.

· Create new meeting invitations.

· Open email attachments from the reading pane.

· See calendar and task reminders.

· Insert hyperlinks into email messages.

· Have the option to select Spell Check.

· Be notified when new mail arrives.

· Type in recipient names and let Outlook Web Access automatically check the Global Address List.

· Access server drives (e.g., P:\ and S:\) and SharePoint sites and open for viewing, save files locally, or send as an attachment

How to Use Outlook Web Access

You can utilize this service by accessing https://mail.calrecycle.ca.gov from your web browser. Note the use of "https" and not "http" since communications with the Exchange Server are automatically encrypted for security purposes. See the Outlook Web Access brochure for examples of how to create an email, schedule a meeting, etc.

How to Access Server Files and SharePoint Sites in Outlook Web Access

1. Log in to Outlook Web Access at https://mail.calrecycle.ca.gov as described in the Outlook Web Access brochure. 

2. When Outlook Web Access starts, the default view will be your Inbox. On the left side of the Outlook Web Access window near the bottom, you’ll find the link to the "Documents" feature. Double-click on it.
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3. When the Document view opens and presents folders in the left pane, simply select and click on the respective folders to open them. Note that the folder names may follow the "universal naming convention" (UNC) rather than the drive letters (P:\, S:\) that we are still using at CIWMB-Cal/EPA. Basically, "private" is the P:\ drive, "iwmdocs" is the S:\ drive, and "allstaff" is the U:\ drive.

4. Follow the instructions in the Outlook Web Access brochure to access and use the files.

How to Configure Your Outlook Web Access Account to Access Server Files and SharePoint Sites

1. Log in to Outlook Web Access at https://mail.calrecycle.ca.gov/ as described in the Outlook Web Access brochure. 

2. When Outlook Web Access starts, the default view will be your Inbox. On the left side of the Outlook Web Access window near the bottom, you’ll find the link to the "Documents" feature. Double click on it.
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3. As shown in the image below, select the “Open Location” link and enter \\iwmdocs\iwm as shown to provide access to the S:\ drive, and then click the “Add to Favorites” button to permanently add this to your Outlook Web Access account.
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 If desired, you can change the name of the “favorite” location to correspond with Server drive names at work by selecting the location with a left-click, then right-clicking and selecting “Rename” from the drop-down menu, and then entering S: Drive in the rename field.

4. For P:\ drive access, follow the same procedure but use \\iwmdocs\private\userid for the "Open Location," replacing "userid" in this example with your actual User ID, and again "Add to Favorites." Follow the procedure described above to rename this favorite to P: Drive.

5. For U:\ drive access, follow the same procedure but use \\iwmdocs\allstaff for the "Open Location" and also "Add to Favorites." Follow the procedure described above to rename this favorite to U: Drive.

6. Simply select and click on the respective folders to open them.
Follow the instructions in the Outlook Web Access brochure to access and use the files.

What I Can Do, And What I Can’t Do, with Outlook Web Access Document Access?

· This new feature is important because it allows you to use Outlook Web Access not only for very full-featured email and calendar access, but also for file access to attach files to emails, to open a file for viewing, or to save a file to your local computer.

· Note that you can read the contents of the files on the P:\, S:\ and U:\ drives, you can send them as attachments, and you can save them to your local computer. However, you cannot save files to the P:\, S:\ and U:\ drives from within Outlook Web Access.

· If you want to modify a file from one of the server drives, access the file using Outlook Web Access and save it to your "remote" machine. Assuming that system has Microsoft Office installed, revise the file as needed, and then send it to coworkers using the "send attachment" capability in Outlook Web Access. If the file is a new file, follow the same procedure of creating the file locally and then sending to coworkers using "send attachment" capability in Outlook Web Access. Files on the server drives can be directly forwarded to coworkers as per the instructions in the the Outlook Web Access brochure.

· As a rule of thumb, IMB recommends that all new folder creation and file storage occur on the S:\ drive rather than the U:\ drive. 

Annotated Diagram Showing Document Access Within Outlook Web Access
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Opening Another User’s Calendar in Outlook Web Access

It is useful to open another user’s calendar when scheduling or managing meetings for that person. In previous versions of Outlook Web Access (OWA), this feature was not available, although it was in Outlook. In our current OWA environment, you can open another user’s calendar using the following instructions.

First the person whose calendar you want to view needs to share their calendar folder by adding you with the desired permission level using Outlook. To share a folder using Outlook:

1. Right click on the folder in the Outlook navigation pane and select "Sharing..." from the folder properties menu.

2. Add the user and the desired permission level for the user to the folder. 

To view another person's calendar in OWA...

1. Open a web browser window and enter a URL using the following syntax: https://mail.calrecycle.ca.gov/owa/username@calrecycle.ca.gov/?cmd=contents&f=calendar, where "username" is the user whose calendar you want to view. This will open the Calendar in Day view. 

2. The URL can be further modified to open the user's Calendar in Weekly view: https://mail.calrecycle.ca.gov/owa/username@calrecycle.ca.gov/?cmd=contents&f=calendar&view=weekly
For Additional Information

Refer to the Outlook Web Access brochure for detailed features and instructions on how to use these services. If you have additional questions, please contact the Help Center.

