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Introduction  
Outlook Web Access, or OWA (pronounced ñoh-wuhò by the syllabically 

frugal), is a web -based version of Microsoftôs popular personal informa-

tion manager, Outlook. Using OWA, you can work with your e -mail,  

calendar, tasks and other Outlook content while away from your desk,  

away from campus or away from home. Because OWA runs within  your 

web browser, all youôll need is a computer and Internet access.  

As you might expect, OWA works best within Microsoftôs web browser, 

Internet Explorer (IE), but even Mac and Linux users or those limited  

by slower connections can enjoy partial access via OWA Light  (Fig 1,4).  

In this publication, we will describe how to log on and off and we will 

overview the OWA desktop, modules and panes, and key navigation 

controls. Then, with the next publication in this series, we will start a 

detailed exploration of each module: Mail, Calendar, Contacts, Tasks, 

Documents and Public Folders. So, letôs get started!  

Accessing OWA  

 

To Log On   

1.  Open outlook.towson.edu in Internet 

Explorer 6 or later. If IE is not available, 

use OWA Light as described below.  

2.  At the Log On page (Fig 1), enter your 

Towson username and password.  

3.  Click the Log On button or press the  

Enter key to continue.  

 

To Log On Using OWA Light  

1.  Open outlook.towson.edu in your web 

browser (Firefox, Opera, Safari, etc.)  

2.  At the Log On page (Fig 1), enter your 

Towson username and password.  

3.  Select the Use Outlook Web Access 

Light  checkbox (Fig 1,4).   

4.  Click the Log On button or press the  

Enter key to continue.  

 

To Log Off   

1.  Click Log Off  (Fig 2,2) in the upper right corner of the OWA desktop.  

2.  Click the Close Window button on the confirmation page.  

 

 

With half the calories  

and fat of regular OWA, 

Outlook Web Access Light  

can be invaluable if you 

find yourself working  

under less than ideal  

computing conditions.  

When slow connections, 

seemingly incompatible 

browsers and unusually 

strict security settings 

threaten to thwart, OWA 

Light may save the day  

by providing limited  

access to your mail,  

calendar and contacts.  

  OWA LightOWA Light  
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Regarding OWA  

 

OWA Desktop  

The OWA desktop is a collection of rectangular areas,  

referred to as bars and panes. Each area displays tools  

and/or information. As you switch between different  

functional areas (modules) in OWA, the location of the  

bars and panes remains constant so that you can find  

what you need fast.  

The default color scheme is Seattle Sky . Three additional 

schemes ðCarbon Black , Xbox and Zuneðare also available 

(Fig 3), and there's a good chance that at least one will suit 

your taste. You can change your color scheme as follows:  

1.  Click Options in the upper right corner of the OWA desktop.  

2.  Click General Settings in the Option menu.  

3.  Choose a color scheme under the Appearance options.  

4.  Click Save in the toolbar at the top of the page. To see the effect of your change, you have to 

click on one of the module buttons (e.g., Mail) in the lower left corner of the desktop.  

 

OWA Controls  

You control OWA using buttons, links, menus and text boxes. Some of these controls are available 

throughout all of the modules, others appear only where they are contextually appropriate. Figure 4 

identifies controls described on the next page.  

 

Figure 3  

Figure 4  
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