Guidelines for using e-mail account through OWA

Logon to Outlook Web Access (OWA), UNITEN User E-mail.

UNITEN User E-mail account is accessible through out the world. It is also known as
OWA (Outlook Web Access). It can be accessed using Internet Explorer 5.x and above,
Netscape Navigator, Opera and other internet browsers.

Guidelines to Log on to OWA.

OWA URL address for students is http://student.uniten.edu.my/exchange

OWA URL address for staffs is http://uniten.edu.my/exchange

Note: Alias and username for each student are according to your student ID.
Alias and username for each staff are according to your user account.

1) Logon to Internet Explorer or Netscape Navigator and type as above (refer to URL

for your own campus).

2) Right after you have typed the URL address,a dialog box (example) as you can see

below,will appear to be filled by you. (in this case,

Http://student.uniten.edu.my/exchange will be used).

Connect to student. uniten.edu.my E|E|

Connecting to student, uniten, edu, my

User name: € studentitto74770 v|
Password: | essens |

[ |Remember my password

[ ok, H Cancel ]

Note — Password is case sensitive

For Student:

Username: student\tt074770
Password: (your Windows logon
password)

For Staff:
Username: staff\"user account”

Password: (your Windows logon
password)

Click OK to proceed.



3) After you filled in your username and password, an Outlook Web Access (OWA)

display appear as below:
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Delivery Status Notification (Relay)
Administrator

Attachments can contain viruses that may harm your computer.
attachments may not display correctly,
To: Mazatul Asyikien Binti Mohd Salleh

Cc:
Attachments: | ] {no name (56261

This is an automatically generated Delivery
Status Notification.

Your message has been successfully relaved
to the following recipients, but the

reguested delivery status notifications may
not be generated by the destination.

asy_skybikerf@yahoo.com
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Standard Inbox Buttons - Functions
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Compose New Mail Message - To E-mail specific recipients

Move/Copy an item into a Folder
Delete Marked / Highlighted Items
Reply

Reply to all

Forward the e-mail

To select how to show/hide your reading pane

Check for New Mail - Refresh in-box, to check new message that comes in



--'5:' Search for folder or file in the OWA

IE9:

Sending

Attachment:
Click it to
attach files
onto the e-

Find name in the address book ( global list / contact list )

new mail message

1) Click on the ‘compose new mail message’ button on the toolbar.

2) A display box will appear as below.

3 Untitled -- Message - Microsoft Internet Explorer
7 8,01 & | options...| @ Help
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Cc Box: Enter
the e-mail
address of the
person you wish
to send a
courtesy copy to

T

Message Body: Type your
message text in here as normal.

‘To’ box: Type in
the e-mail
address of the
person you are
sending it to for
example:
EE074123@stu
dent.uniten.edu.
my

Subject: Type
in a brief subject
line in the box to
provide a
summary of your
message when
it arrives




Standard New Message Toolbar:

‘_l Send
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Send Mail Message Now
Save Mail Message to file — message is saved to in-box for later use
Print the message

Insert signature into you message (but you must create the signature first before
inserting it)

Checking for any spelling error
Attach files to message

Check Names — Outlook will verify the information in the To Box: and report back
offering you close matches if necessary

Importance of Message is High
Importance of Message is Low

Options for message setting (importance & sensitivity) and tracking (request delivery
report & request a read receipt for the message)

1) Type the recipient’s e-mail address in to box, type title and fill it in to Message Body
and click on Send button to send the message.

Note : Message that is intended for multiple recipients, a semicolon (;) must be inserted

Eg

between the addresses into the To field,

ee.0%4123@student.uniten.edu.my ; hazatul@uniten.edu.my;



Sending an e-mail with attachment file

1) Click Compose New Mail Message button on the toolbar.

2) Click on the Attachment Tab. An attachment form will appear as in the display

box below.

) Attachments -- Web Page Dialog

Add the file to the list

Current file attachments

Close

Browse button:
Click here to browse

@ Help to where the file that

ou wish to attach is
/ ztore d
| |[ Browse. . %’ :

\ Attachment Tab:

Click here to show
the attachment form.

3) For the desired attachment file, click on the Browse button. A display box will

appear as below.

Choose file

Look In:
Select the location of the file
you want

d
Look in: | () My Documents ﬂ cF Ea
LY CICCHA [@]poSTER MASIIDTON
. CIDATAEBASE SYSTEM [£] Rescued dacument
My Recent )My eBooks [£] Rescued dacument 1
Doc:iments @Mv Music 7'; setting_taxonomy g
@ lﬂMV Fictures I:‘Q username policy-iso -~
- iEMy Videos @wih Hrrne: divsrtoe
Desktop C5URAH ®wiki{ Type: Microscft Word Document
- -/E iDuide13 ?itlltor: Mazatul
iy = iDQuickGuide Date Modified: 4/14/2006 3:34 &M
B8 Introductial Size: 47,5 KB
My Documents

Introduction

Highlight Attachment:
Highlight the file that you
wish to attach.

o @KMC niotehook
'_-)-E @KMC pinjaman notebook
Computer

-

gl
g

@Masndtonuz - Borang Penyertaan

My
@ p_coffesbean-voucher

y Metwork File name: |usemame policy-izo A j pen
Places
Fiesof tppe: [l Files 7] -l Cancel

Open button:
Click on this button once you
have chosen your file.

4) Click on the desired file and then click Open button.

Files of Type:

If you cannot see your file,
select All files (*.*) from this
pull down menu.




5) The attachment file will appear in the white box with its full file path. Click on

Attach tab.

A Attachments - Web Page Dialog

Choose a file ko attach:

|C:'|,Documents and SettingsinazatuliMy Documentsiusername policy-iso,doc

Add the file bo the list

Current file attachments

<) Attachments -- Web Page Dialog E'
@ Help
| H Browse... ]

Add the file to the list

Current file attachments

O ) ysername policy-iso. doc

If you wish to attach more than one file, click Browse, and then click Attach. Then
click Close.
<) Attachments -- Web Page Dialog @ <) Attachments -- Web Page Dialog le
@ Help @) Help
|C:'|,Documents and SettingsinazatuliMy Documentsiwiki-Home directory, doc || Hrowze... & | H Browse... ]

Add the file to the list

Current file attachments

O ) ysername policy-iso. doc

Close

Add the file to the list

Current file attachments

|:| A username policy-iso.doc
O 1 wiki-Home directory . doc

Close

6) When all files are successfully attached, and after the message as well as the
recipient’s e-mail address is filled in the respective areas, click Send button

*1%end
to send.




Checking for new e-mail message in your inbox.

Click on Check for new mail e button to check if there are any new messages in
your mailbox. This button will refresh your mailbox. If there is a new message, the e-mail
will appear in bold. Please refer as below.

l:." -oaat-.—-lré-okWebA as B Inbox (Messages -3

ij Folders v =]
' E_E?EE::_[I;EM S R | subject

= Tnbox e = | Naza_l:l.:l £ har:awa Fri 4721 /2... Z K.
35- ournal = d administ Belivery Status M. Fri 4/21/2... S K.
=] Junk, E-mail = Mazatul A... Shine, STrkgon Moll Thu 4fZ0/z0... 3 KB
| Motes =1 administr. ., Delivery Skatus Pl . Thu 4f20/20... S KB
[ Qutbosx = E=1 0 administr... Delivery Skatus Moti. .. 4

< T > [==% Muharnad. .. mambooooooooooo. .. Wed 41918 Message |n bold,

e — P —— - | shows that a new
bog Troox message has arrived
g Ea'et"d?r in your mail box after

—=_onans clicking on the check
il Tasks for new mail button.
g Public Folders
I_’_% Rules
:_Zj Options

Yol hawve new

New feature!!— This box will pop up to > rail.
notify you about the new message. By
Just click here to read your new —L.-]
message.

Reading / Opening the message.

Click on the underlined sender that you wish to open in the From field.

i Reply the received message.
e
There are 2 kinds of Reply button which are Reply to sender - and
rﬁ .
Reply to all . Please refer to the figure below.
Reply to all button. Click this Forward button. Click this
button if you wish for all button if you wish to forward
addresses in To and Cc fields to the received message to other
receive your message. recipients.
Reply to
sender S =
glijlgﬁr:hls > ._%Reply r_aReply tor all | g Forward | (=4 _'.}é ﬁ _E, * e # | @Help
button if Fram: Mazatul Asyikien Bte. Mohd Salleh Sent: Thu 4/20{2006 3:34 PM
you W|Sh To: Mazatul Asyikien Binti Mohd Salleh; Mazatul Asyikien Binti Mohd Salleh
[H
tO reply tO Subject: Shine, Shannon Mol
the Attachments:
sender.
Hey now, hey now,




e
iii. Forward . " the received message (refer to above figure). Forward is
used when you wish to forward the e-mail to others.
Erasing your e-mails.

1. There are 4 ways to erase a particular message.

<

Highlight the message and click the Delete
or press Delete on your keyboard,

or drag the highlight message to Deleted Item folder,

or right click on the highlight message,then click Delete.

cii" Outiook Web Access

button on the toolbar,

=2 9 Mazatul Asyikien Binti Mohd Sallsh
[ <alendar

Click on this

| Contacts

5] Deleted Items
Deleted Item T » e
folder. =

Delete button to
delete
Thu 4/20f2006 5:26 F-wm . hlghllghted

Thu +/Z0/2008 3:16 PM
« B message.

Thu 4/z0/z006 Z:10 PR -

Wed 4/19/20068 4:28. ..
s mambo 0o00000000000000000001

=a

= Thu 4/Z0/2006 =:55 PM
[=]

=a wed 4/19/2006 4:27...

P

#=] htbp: ffowaswr fexchange/ T TOF47 Fo@student . uniten. edu. my/Draftsf 7 Cmd—conkents#

2. To delete several messages at once, press Control on your keyboard,while clicking
on the intended messages to delete,or press Shift and drag the cursor to highlight
the messages, then delete them using any of the 4 ways above.

Outloo eb Access
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Press Control to choose any Press Shift to select messages
desired message to be deleted. to be deleted in a row.

= The message that you erase just now,will be sent to Deleted Item folder of
your mailbox.
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= Those items are not deleted permanently,and you can retrieve the deleted

items back,by clicking on button.The retrieval process can only be
done within 2 weeks, then it will deleted permanently.
= To delete the messages permanently,click on Empty deleted items folder

(=]

Print out the received messages.

button on the toolbar.

=

To print out the messages, open the message, click on the menu File, click Print ,
choose your printer type, then click OK.

Outlook Webs Access Facilities.

a) Contacts — Personal Address Book

This facility is provided to ease the user so that they won’t need to memorize all the e-
mail addresses, WebPages, or phone numbers. However, you have to insert those data
first before this facility can be used.

1. Click Contacts &3 &=l2E json on Qutlook Bar.
2. Click on Compose New Contact.
3. Adisplay box as below will appear.
4. Then click Save and Close ‘=
i 28 hanawa - Microsoft Internet Explorer
Save an - &) Help
Save and close y — -
button: o /
Click this button First Name:  [rrarares B His
after enterln the Middle Marme: Home Phone:
b 9 o a2 s General
. —— - Assistant Phone ~ details
ol -Names
i ciss [l Display Mame: |hanawa -E-ma”
Street: E-mail address: |FEn74123@student. uniten. edu. rmy
New Message for ' < Address
Contact button: " -Phone
Click this button to No.
Send a hew F:Sta: Cj:e: : Et Cetel’a
message to th|s S “Web page address:
contact. e
S e e e e &3 Localintranet




5. The figure below shows some e-mail addresses that are kept inside the
Contacts folder.

FE Contacts { address Cards ~ )

e 10 x4 o

£ii* Outlook Web Access
anlders ".':"' |

= & Nimeatul Asyikden Binti Mohd Saleh I
mEEE
E =~ onbacks E-mail asv_skybiker@wahoo,com
@ Deleted Items hanawa

[.# Drafts [9] E-mail EEO74123@student.uniten. edu.my

6. You can also compose and send a new message using Contacts.

b) Find Names

This facility is provided to help the users find other user’s data in an e-mail system
organization. Click Find names 8 5 the outlook bar.

28 Find Names -- Web Page Dialog .
Select which place you want
Find names in: |G|Dbal Address Lisk < Vi to flnd OUt, elther |n the
Display name [nazatu | global list or your contact list.
Last mame: | | Firsk name: | |
Title: | | alias: | |
Company: | Eem=mre i Insert the name of other
Office: | | ity | | users that you wish to find
Fird out.
Mame Phone Alias OFFice Job title Company |#
Mazakul gevikien Bre, Mohd Salleh 1655 Mazatul  Pentadbiran Universiki |
Then click this Find button
Click on the name inside this
result panel to view this
u user’s details.
< | ¥
Add recipient ko ..

Logging Off the Outlook Web Access.

To log off, click Legoff o ihe top right of your OWA outlook bar. It is important to log-
off from your e-mail system after finished using your OWA. Otherwise, other users are
able to use your email account for purposes that might violate your privacy and your
good name.
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Problems and Repairs.

Mailbox oversize limits

You have already been notified that every student is given 20MB of mailbox storage
quota. The System Administrator will prompt you a message when your storage
becomes 18MB which is reaching the 20MB limit.

The rules state that:

1. The System Administrator will send you a reminder message when your mailbox
reaches of 18MB.

2. The System Administrator will send you a warning message when your mailbox
exceeds 20MB as in the figure below:

2 Your mailbox is over its size limit - Microsoft Internet Explorer

i Reply |8 Reply to all -5 Forward | = <Y & _’E, X @ ¥ | @ Hep

|@ This message was sent with high importance, |

From: System Administrator [System Administrator] Sent: Wed 4i26/2006 4:30 PM
To: HADEERAH HAMI BIMTI ABDUL HALIM

o

Subject: ‘our mailbox is over its size limit

Attachments:

Your mailbox has exceeded one or more size lunits set by vour
administrator.
Your mailbox size 1z 46804 KB.
Mailbox size limits:
You will receive a warning when vour mailbox reaches 18000 KB.
You cannot send mail when vour mailbox reaches 20000 KB.You
may not be able to send or receive new mail until you reduce your
mailbox size.
To make more space available, delete any items that yvou are no longer
using or move them to vour personal folder file (.pst).
Items i all of vour mailbox folders including the Deleted Items and Sent
Ttems tolders count against your size limit.
You must empty the Deleted Items folder after deleting items or the space
will not be freed.
See clhient Help for more information

@I] Daone Unknown Zone (Mixed)

3. You are not allowed to send out any more e-mails after you have exceeded the
limit and you will be notified by this prompt:

Microsoft Internet Explorer

] ou have exceeded the starage limit on wour mailbox, Delete some items From vour mailbozx, or ask vour server
L] administrator bo increase wour storage limit,

11



Solving the over limit mailbox problem.

1. Every mailbox contains folders which are Inbox,
Contacts, Sent items, Deleted items, and more (see

i Outook Web Access ¥ Inbox

figure). To see through the folder, click on once. | Folders QA
E="] HADEER.AH HAMNL BIMTI ABI
2. Most of the oversize limit problem occurs when there i Calendar Subject
are few messages in Inbox, Sent Items, and Deleted et [ HADEER
Items folders (Users tend to delete the messages but @ D'::f:s [Z]Bms
not permanently erase). r,t,,:,::,: {4 HADEER#
& Journal
3. Delete e-mail messages in Inbox and Sent ltems g JunkE-mai -4 HADEERS
folders especially messages that contain “attachment”. jn] lotes ) HADEERS
After you have managed to erase those messages, i Outbox '
please make sure to click on Empty Deleted ltems . jzsz:ms ) HADEERY
bution. 2 Tl '~ HADEER#
Note — It is reminded that Empty Deleted Items will be yeehasa
erased permanently. Those erased messages cannot be (=4 System A
. . Your mail
retrieved/recovered back. Hence, please ensure which 4 2

message can be deleted.

The importance of message from KMC

For Students, every time you log-on to Work station (computer lab), there will be a
message (notepad) pop up which notify the students of announcements from time to
time. You are advised to read the message in order to use the terminal easily.

If you have any trouble regarding your e-mail, user account, or password, you may email
to OnlineHelpdesk@uniten.edu.my or inform the KMC Helpdesk via extension 1669 or
consult the staff/technician on duty at KMC.

Thank You
Administrator
Universiti Tenaga Nasional (UNITEN)
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