
Outlook Web Access Tipsheets 

You can use a Web browser to access your Outlook mailbox from any computer with an Internet 

connection. You can use Outlook Web Access with Microsoft Internet Explorer, Mozilla Firefox and many 

other browsers. 

Logon and Explore Outlook Web Access Environment  

Log on  
To log on to Outlook Web Access: 

1. Open any web browsers (Internet Explorer, Firefox, Google Chrome, Safari, etc…) and navigate 

to ZU web mail address: http://mail.zu.ac.ae  

2. Outlook Web Access Login page will be displayed, type in your Username and password then 

click Sign in  

 

3. Your Mailbox page will be displayed 
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Explore the Outlook Web Access Interface  
 

 

Toolbar  

The following table lists the buttons available on the toolbar for the mail folders and their function: 

Button Function 

 

Create a new e-mail message 

 

Delete the selected e-mail message or messages 

Move Click to move the selected item to another folder 

Filter Click to select a pre-set filter to find items that match the filter 

View Show or hide the Reading Pane 

 

Check the server for new messages. This button also refreshes your browser window 

 

Reply to the sender of an e-mail message 

 

Reply to all recipients of an e-mail message 

 

Forward an e-mail message to a recipient or recipients 

 

 

Navigation 

Pane 
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Navigation Pane 
The Navigation Pane, located next to the main window, gives you one-click access to all the folders in 

your mailbox. 

Folder Description 

 Favorites Lets you quickly access the folders you use the most 

 Mail Gives you access to all the folders in your mailbox (Deleted Items, Calendar, Contacts, Drafts, 
Inbox, Junk E-Mail, Notes, Outbox, Sent Items, and Tasks) and any personal folders you've 
created. It also lets you manage the contents of your mailbox by creating, renaming, moving, or 
deleting folders 

 Calendar Lets you navigate your calendar and create additional calendar folders 

 Contacts Lets you view and work with your contacts. The options in Contacts also let you create additional 
contact folders and select which contacts to display 

 Tasks Lets you view and work with your tasks. The options in Tasks also let you create additional task 
folders and select which tasks to display 
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Conversation View 

By default, Outlook Web App uses Conversation view in all e-mail folders with the Reading Pane turned 

on.   

Conversation view shows all messages in a conversation, no matter what folder they're stored in. For 

example, if you've replied to a message in your Inbox, you'll see both the original message and your 

reply in Conversation view. 

 

How to turn Conversation view off? 

In the List view, click Arrange by, and then select the check box next to Conversation to turn 

Conversation view off  
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Reading Pane 

The Reading Pane lets you read items in your mailbox without opening them. By default, the Reading 

Pane in Outlook Web Access is displayed on the Right side of your screen 

 

 

How to turn Reading Pane off? 

From the Views drop down list, select the OFF option under the Reading Pane section 
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Composing Messages 

To compose and send a simple message: 

1. Click the New button 

 

1. A New Message form is displayed.  

2. To add recipients from the Address Book, click on the To… button 

 

3. The Address Book dialog box will be displayed, type the name of the desired recipient then click 

the To -> button to add the name then click Ok 
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4. Enter the desired subject and message text then click Send to send the message 

  

 

The following options are available on the toolbar when you create a message. 

Button Description  

Send Sends the message to the recipients 

 

Saves the message in the Drafts folder but doesn't send the message. When you’re ready to 
finish the message, simply open the message, add the desired information and send the 
message. 

 

Attaches a file to the message 

 

Opens the Address Book to look up recipient names 

 

Checks the names of the message recipients in the Address Book or in your Contacts folder 

 Sets the importance of the message to High 

 Sets the importance of the message to Low 

 

Adds a signature at the end of the message. You have to create a signature before this button 

will do anything. 

 

Checks spelling in the text of the message 

Options Displays the Message Options dialog box 

Message 

Format list 

Sets the format of the message to HTML or Plain text 
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Open a Message 

Click the message you want to read, and it will appear in the Reading Pane 

Message Symbols 
Each message in your Inbox displays one or more message symbols next to it. The symbols represent the 

type or status of the message. 

Symbol Indicates that 

 
The message is of high importance 

 
The message is of low importance 

 
The message is read 

 
The message is unread 

 
The message has been replied 

 
The message has been forwarded 

 
The message has an attachment 

 
The message is flagged for follow-up 

 
The message is flagged as complete  

 

Reply to a Message 

To reply to the message: 

1. On the toolbar 

 Click Reply, to reply only to the sender of the message 

 

 Click Reply To All, to reply to the sender and to all the recipients of the message 
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2. The To and Subject text boxes are automatically filled in and information from the original 

message is inserted in the Message Body box 

3. In the Message Body text box, enter the text of the message then Send the message. 

Forwarding a Message 

To forward a message: 

1. On the toolbar click Forward 

 

2. Address the message to the desired recipients 

3. In the Message Body text box, enter the text of the message (If desired) then Send the message 

Delete a Message 

1. To delete a message with the message to be deleted selected, click the Delete button 

 
2. Deleted messages will be stored in the Deleted Items folder and you have to manually delete 

the items from the Deleted Items folder to permanently delete them.  

 

 

Recover Deleted Messages 
After you delete a message from the Inbox, you can recover it from the Deleted Items folder by dragging 

the messages back to it’s original location (ie: Inbox) 
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Working with Attachments 

You can attach any kind of file that can be accessed from your computer or through your network to any 

item you create in your mailbox. 

1. While creating your message click the attach file icon on the toolbar. 

 

2. In the Attach Files dialog box, browse for the file you want to attach, and then click Open to add 

it to the attachments list. 

3. The file will appear in the Attached row. 

 

4. Click the Send button to send the message when you are ready. 
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Creating Signature 

1. At the top of the Outlook Web App page, click Options > See All Options  

 

2. From the options page, select the Settings link 

 

3. Under Settings- Mail, In the E-Mail Signature box, type and format your signature.  
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4. To add your signature to all outgoing messages, select the Automatically include my signature 

on messages I send check box.  

 

5. Click Save to save the new signature 
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Setting Vacation Replies 

1. At the top of the Outlook Web App page, click Options > Set Automatic Replies  

 

2. From the Automatic Replies page, select the Send automatic replies option to turn the feature 

on 

 

3. You can enable the duration option to automatically reply to senders only within a specific 

period 
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4. Type in the message that will be sent automatically once to each sender within ZU 

  

5. You can decide weather senders from outside ZU will receive an auto reply or not 

  

6. Click Save  
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