How to Use OIT email VIA The web
The pictures in this document are displayed using Internet Explorer.  If you are using a different browser, your screens may look slightly different.

A) Logging into your OIT E- Mail Mailbox
 

1)  double-click the Internet Explorer icon on the desk top. [image: image1.png]e

Internet
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2)  In the Address bar and type:  https://mail.oit.edu    (make sure to enter the letter s after http)
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3)   Press the Enter key. 
4)  This login screen will appear. 
            [image: image3.png]ffice Outlook web Access

Searity (show explanation)
Q Thisis a publicor shared computer
@ Thisis aprivate computer

Bl Use Outook Web Access Light

B8 comected to Marosoft Exchange
© 2007 Miosck Grporatin, Al righs reservs,





         6)  Type your first name period last name for Username. It is case sensitive, so it needs to be in all lower case letters.  Example (john.doe) 
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 7)  Unless you have changed your password already, use this default password format.  Type in your first name initial and last name initial and the last four digits of your OIT student id number for Password.   Example (jd4556).  
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    9)  If you see this screen, you have successfully logged into your OIT e-mail account.
[image: image5.png]Office Outlookw

BB coentor

A
il & 1o 6 1tems) @ ren
Eg-mesmdem Snew - @ | W X | @& Gureply | ERRepy oAl | 6 Forward
Cabinet

e Search Inbox ITS Maintenance Update

& Delted tams t[S[ofFron_[subpece \Fezecd = Flowe

LA rafts Today HelpDesk

Ctbox. O oD Bridayomel  GS5AM T sent monday, August 24,2009 3207

g urkenal o Staff Users; Student Users

Categories: | None (colored by Outook 2003 Yellow flag)

Frigf2L v
Frigf2L v
Thug/2 v
/1572009 [K3

contacts

2 1esie

R

B ruscrakies

440 bl

Toall,
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‘Tuesday 8/25, 5:30pm to 7:30pm
‘Sunday 8/30, 12:00am to 6:00am

If you have any questions please call the Helpdesk at 5-1470.
Thank you,

s





B) Reading & Deleting E-Mail Messages
1) To see your e-mail messages, click the Inbox link if you aren’t already in the Inbox.  By default, the inbox will open when you log into your account.   
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2) Click the e-mail message to view it.  The message appears in the box on the right side of the screen.  Displaying the message on the right side is the default view.  If your screen looks different, then you may have changed the setting to either hide the reading pane or have it display at the bottom instead.   NOTE:  This icon at the top of the page will allow you to change the view setting.  [image: image7.png]
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3) To delete a message, select it and then click the X in the bar across the top.   
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4)  The message will go the Deleted Items folder.  If you delete a message by mistake, you may be able to see it in this folder.  You will want to periodically delete messages from the Deleted Items folder.  
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C) Replying to an e-mail message
1)  To reply to a message, click the message and then select the Reply icon.  
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NOTE:  If this Information Bar dialog box appears, then click OK.  Follow steps 1.1 and 1.2 if you want to stop this warning box from popping up again.
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1. 1)  Click Tools on the menu bar and click Pop-up Blocker Settings. 
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1. 2)  Type *.oit.edu in the top box.  Click the Add button.  Click the Close button. 
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2)  The Reply message screen will appear.  The To field will be filled in automatically.  Type your message in area directly above the original message, and click the Send icon.
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D) Forwarding an E- Mail Message
1)  To forward a message, click the message and click the Forward icon.  
   [image: image16.png]Office Outlook webA

Mail &K Inbox (6 Trems) @ e
=55 e Studert Sven - | [H-] 8| x| ©-| @& Gurepty | EpRenly a1 \@Fm@‘— Click to forward
@ [ Cabinet.
search nbox ITS Maintenance Update
t[S[ofFron_[subpece \Fezecd = Fows
Today HelpDesk
(3 BarbD... Birthday time! 6:55AM 7 Sent: Monday, August 24, 2009 3:20 PM
- Tor Staff Users; Student Users

BB coentor

Iy

. Newsine - fugust 2...Fri /21 v
Reboot | Frigf21 k4
.. Registratpn approv... Thu8/20 A4
.. winter fybrids /1572009 [K3

Select the message you want to forward

contacts

2 1esie

R

B ruscrakies

440 bl

Categories: | None (colored by Outook 2003 Yellow flag)

Toall,

‘The ITS staff will be performing network maintenance this week.
AT services will be affected during the specified times.

‘Tuesday 8/25, 5:30pm to 7:30pm
‘Sunday 8/30, 12:00am to 6:00am

If you have any questions please call the Helpdesk at 5-1470.
Thank you,

s





         NOTE:  If the Information Bar dialog box appears, see Step 1 in Section C above for how to proceed.
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2)  The Forward e-mail screen will appear.  Type your message above the original message.
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3)  Type the email address for the person that you want to forward the message to.
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4)  Click the Send button.
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E) sending a New message without or with an attachment


1)  Click the New button to send an email message.                                                                                        
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2)  The New Message screen will appear.  Type the email address in the To field.
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3)  Type a subject in the Subject line and type your message in the message box.  Click Send if you don’t need to attach a file.  If you do need to attach a file, continue with the steps below.
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4)  Click the Attachments icon. 
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NOTE:  If the Information Bar dialog box appears, see Step 1 in Section C above for how to proceed. 
5)  After clicking the Attachments icon, a box will appear.  Click the Browse button to locate the file you want to attach to this e-mail message.
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6)  After clicking on the Browse button, the Choose file dialog box will appear.  Click the file you want to attach.  Click the Open button at the bottom.
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7)  In the box that appears, click the Attach button.  
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8)  After clicking the attach button, the file will appear in the Attachment field.  
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       9)  Click the Send button.
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F) Changing Password for Logging into Your E- Mail Account
      
NOTE: Changing your email login password also changes your OIT computer login password.  This means that you will need to use your new password when logging into an OIT computer.
   1)  Click the Options link located in the top right corner of the program. 
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 2)  After clicking the Options link, the options page will appear.  Click the Change Password link.  
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3)  After clicking the Change Password link, this screen will appear. 
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3.1)  type your Old password  (Example: jd8644) 
3.2)  Type New password (Example: 06jdow) 
3.3)  Type Confirm new password (Example: 06jdow)
3.4)  Click the Save icon when finished 
       NOTE:  Your new password must meet a few requirements to be accepted.  

· Passwords have to be at least eight characters long. 

· You can have both upper and lower case characters but NO SPACES. 

· Passwords can’t be reset to the old password or the last two used. 

· Cannot use a password that is too similar to the old one (example - fluffy1 to fluffy2)

· Your password should be CHANGED at least once a year. 

· Option - You can change your password every day (24 hrs if you like). 

G) Logging out
1)  Click the Log Off link, located in the top right corner, when finished. 
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2) Click the Close Window button to close the Internet Explorer browser window.
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**************************************************************************************

See the lab assistant in Boivin Hall 152 or call them at (541) 885-1470 for further assistance.
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8)  Click the Log On button or just press the Enter key. 





      NOTE:  If you are having problems logging in, call the lab assistant at (541) 885-1470. 
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