
Page 1 of 6 

See both read 
and unread 

emails 

Access Mail, Calendar, People and Tasks 
from the navigation bar Search for emails 

Mail page 

Flag 
emails 

Delete 
emails 

View drafts, sent items, deleted 
items, junk email and any other 

folders or shared mailboxes 

View 
calendar 
invites 

Create a 
new email 

Respond 
to an email 

Access the settings 
page 

Access 
Outlook 

Web App 
Help 

On this page you can… 

Navigating around OWA 

Read emails in 
the reading 

pane 



View calendars other than your own 

Calendar page 

Choose how to view your calendar 

View meetings in your calendar 

Create a 
new event 

On this page you can… 

Easily access today’s date 
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Navigating around OWA 



View contact names across the health and 
social care sector 

People page 

View your personal contacts 

View the details of your contacts 

Create a 
new 

contact 

Search for contacts 

On this page you can… 
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Navigating around OWA 



View flagged emails and created tasks  

Tasks page 

Create a new task 

View the details of your tasks 

View active, overdue and completed tasks 

On this page you can… 
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Navigating around OWA 

Monitor 
and mark 
tasks as 

complete 



4 

Edit your personal settings which are split into 8 categories; account, 
organize email, groups, site mailboxes, settings, phone, block or allow and 

apps 

Settings page 

Go back to 
the inbox 

page 

On this page you can… 
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Navigating around OWA 



Outlook Web App Help 
On this page you can… 

Search for online solutions by entering key words  
associated with your query into the search box 

Access Outlook Web App Help, after having searched 
the User Guide for additional information 
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Navigating around OWA 

You can also 
press F1 on 

your 
keyboard to 

access 
Outlook Web 

App Help 


