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Introduction  
If you are a seasoned user of Outlook Web Access (OWA), you will   

notice many improvements and new features in OWA 2007. Indeed, 

OWA now comes much closer to matching the functionality of its  

desktop counterpart, Outlook 2007. In this publication, we will  

outline the changes and new features most likely to enhance your  

productivity and make OWA your preferred tool for accessing e -mail 

and calendar information while away from your desk.   

If your soul yearns for a more comprehensive  listing of features,  

this document will start you down that happy road and, in the final  

section, leave you with excellent references for additional information 

available on the Microsoft website.  

New Mail Features  

 

Checking for New Messages  

Wondering if any new messages have arrived in your Inbox? You no  

longer have to click the Send/Receive  button to find out. Your messages will appear in the Mail 

List Pane  (Fig 1,1) as they arrive, so you and your message counters will always be up - to -date. 

Plus, no matter what module (Mail, Calendar, Tasks, etc.) youôre working in, OWA will display a no-

tice in the upper right corner (Fig 1,2) whenever a new message arrives.  

Moving  

Messages  

When you want  

to move a message 

from one folder to 

another, you can 

now drag it  from  

the Mail List  (Fig 

1,1) onto any folder 

in the Navigation 

Pane  (Fig 1,3) and 

drop it. If you are 

dragging to a sub-

folder not currently visible, just drag onto the parent folder and wait a 

second; OWA 2007 automatically expands collapsed folders.  

More Context Menus and Fewer Dialogs  

Do more with less mousing  around. Right -click a folder (Fig 2,1) to  

create a new folder, rename the folder, mark the folder contents as  

unread, and empty the folder. Dialog boxes are no longer necessary  

for these common tasks.   

 

 

As in days of old, you  

can log on to Outlook Web  

Access 2007 by opening  

outlook.towson.edu ,  

entering your TowsonU  

username and password,  

and clicking Log On .  

However, if your connection 

is slow or particularly strict 

browser security settings  

are in place, you can now 

Use Outlook Web Access 

Light to avoid the crushing 

disappointment of a failed 

OWA session. (See Page 6 

for more information.)  

  Logging On  
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Quota Queries  

How full is your mailbox? Just hover your 

mouse over the mailbox folder bearing your 

name (at the top of the Navigation  Pane )  

(Fig 3,1) and OWA will show you. If your 

mailbox comes close to filling -up, OWA will 

automatically display a warning message at 

the top of the Navigation  Pane .  

Addressing New Messages  

Ever wish that OWA would remember the names of contacts  

with whom you correspond like Outlook does? Poof! Wish granted.  

Now, when you open a new message and start typing a name in 

the To  box (Fig 4,1), OWA will automatically suggest a name (Fig 

4,2) based on a cached list of the names and e -mail addresses  

you use most often.  

A More Functional Address Book Searching  

Forget that clunky, old address book of the past. With OWA  

2007, just enter a name into the Address Book Search box in the 

upper right corner of any OWA module (Fig 5,1) and press Enter.  

You can search both the TU  

Global Address Book and your personal contacts. And, OWA  

returns more useful contact information including office address, 

phone number, job title, department (Fig 5,2) and availability for 

meetings (Fig 5,3).  

Office Style  

Spell Checking  

Now OWA can underline   

potentially misspelled 

words in the messages 

you compose. Click the 

Check Spelling  button 

(Fig 6,1) to start, and 

then right -click each 

wavy red underlined 

word to open and select 

from a menu (Fig 6,2)  

of suggested spellings.  

   

Attachment Viewing  

Checking your attachment - laden e -mail  

on a remote computer without Microsoft  

Office or Adobe Reader? No worries! If 

you receive a Word, Excel, PowerPoint  

or PDF attachment, OWA can display it  

in an ordinary browser window even if 

the associated software is not installed . 

Just click the open as Web page  link 

(Fig 7,1) next to attachment name to  

view and print the file (Fig 8).  
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Reading Pane Enhancements  

With OWA 2007, the Reading  Pane  can be  

repositioned as in Outlook. Further, it now  

includes integrated buttons for responding to 

meeting invitations (Fig 9,1). If you click the  

Accept  or Tentative  buttons, OWA automatically 

places the meeting on your calendar. If your  

calendar contains a conflicting appointment,  

OWA will tell you so (Fig 9,2).   

Flagging for Follow -up  

The little flags that appear with messages in  

the Mail List Pane  (Fig 10,1) are now associated 

with OWAôs task functions. Right-click the flag  

for a particular message to choose a preset date, set your own 

date, or add a reminder (Fig 10,2). But wait! Thatôs not all! 

Flagged messages also appear in the Tasks module folder  

named Flagged Items and Tasks .  

Reminders No Longer Pop  

Reminders no longer open in pop -up windows. Instead, they  

drop -down from the folder title area (Fig 1,2). You can hide  

them by clicking anywhere outside the reminder box; and,  

because the box is not a pop -up window, it wonôt be blocked  

or obscured by other windows.  

ñYouôve Got Mailò 

Like reminders, new mail notification is also integrated into  

the folder name area (Fig 1,2). When a new message arrives  

in your mailbox, OWA displays a notice (for five seconds) in all 

OWA modules: Mail, Calendar, Tasks, etc.  

Get Organized, Be Colorful  

Categorize your messages, appointments, meetings, tasks  

and contacts to identify, find and group them more efficiently.  

To categorize a message , for example, right -click the small  

rectangle (Fig 11,1) associated with the message in the Mail  

List Pane . OWA will display a menu of color categories (Fig  

11,2) from which you may select one or more. By assigning  

a particular color to a particular category, you can easily  

recognize objects, such as calendar events (Fig 11,3)  

without having to read them.  

When you want to collect all objects of a certain category 

within a single view, click the chevron (Fig 12,1) at the top  

of the Mail List Pane  to 

display the Advanced  

Search fields, and then 

search by Category (Fig 12,2).  

The Scope of Your Search  

OWA has always allowed you to search the selected (or open) folder, 

but the OWA 2007 Search Options allow you to search This Folder  
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