
OWA 2013 
 

 

Our mail server has been upgraded to the Exchange 2013 this has created some changes in our webmail 

environment. 

Email 
A new modern style has been applied to web interface to align it with the appearance of Microsoft Office 2013 

programs. Here are some notable changes to the new OWA. 

You can Compose emails Inline without popping out a new window.   Press the   +   button 

 

 

 

You can now Drag-and-Drop Attachments – drag a file into your email to send it as an attachment 

 

You can see a Thumbnail View of Attached Images 

 Formatted Text - When composing or replying in HTML mode, basic formatting tools are available. To add 

more tools, click the double-down arrow icon next to the tools.  

 

 

 

 

 

 

 

 

 

 



 

 Draft Storage - Drafts of replies are now stored with the original message to make it easier to go back and  

 revisit them (Drafts of new messages are still stored in the Drafts folder).  

 

 

 Quick Filters - one-click is all it takes to allow you to filter by all, unread, to me, and flagged. 

 

 

 

 

 

People / Calendar / Tasks 
  

 

 

Microsoft Exchange 2013 through the OWA interface lets users create new contacts, appointments, meetings, and 

tasks; manage existing contacts, appointments, meetings, and tasks; and create lists of contacts or tasks. 

  



Account Options in Outlook Web App (OWA) 2013 
 

While in the Webmail interface, navigate to the top right hand corner and select, then Options to see a list of features 

and options available for users:  

 

 

 

Options: Account: My Account 

 Shortcuts - This section allows users to setup your Out of Office notification and also access the auto 

configuration tool to setup your Outlook email client. 

 

  



Options: Organize Email 
 

Organize Email: Inbox Rules 
 Inbox Rules - This section allows you to create inbox rules for incoming mail. You have the ability to send 

email to specific folders in your inbox tree structure. 

 

 

Organize Email: Automatic Replies 
 Automatic Replies - This section allows users to setup their Out of Office notifications for incoming email.  

  



 

Organize Email: Delivery Reports 
 Delivery Reports - Use Delivery Reports to find information about email that you've sent or received. You can 

search messages for keywords in the subject or particular users that you have sent mail to or received mail 

 

 

Settings: Mail 
 Email Signature - the ability to add a new signature and assign it to your outgoing email. 

 

  



 

 Message Options - The ability to change the notifications that appear when a new email has arrived, also 

allowing you to empty the Deleted Items folder when signed out. 

 

 

 

 Read Receipts - choose how to respond to requests for read receipts.  

 

 

 

 

 

 

 

 Reading Pane - The ability to choose how your email will be displayed and how email should be marked after 

reading. 

 

 

 

 

 

 

 

  



 

 Conversations - choose how to sort messages in your reading pane and conversation lists. 

 

 

 

 

 

 

 

 

 

 

 

 Settings: Calendar 
 

 Appearance - choose how your calendar should be displayed by choosing your work week, setting your work 

hours and first day of the week. 



 

 Text Messaging Notifications – The ability to send text messages to your phone for: Calendar updates, 

Meeting reminders, or Daily calendar agendas.  

 

 

 

 Reminders - the ability to choose how you should be alerted for new calendar events as well as alert times. 

 

 Automatic Processing - Control how meeting requests, responses, and notifications are handled. 



Settings: Password 

 
 

Phone: Mobile Devices  
 Use Mobile Phones to remove a phone from the list below, access your device recovery password, initiate a 

remote device wipe or block your phone if lost. 

 You will see listed all the mobile devices that are synchronizing with your mailbox. 

 

 

  



 

Phone: Text Messaging 
 

 Use Text Messaging to set up text message notifications to be sent to your mobile device. 

 

 

 

 

 

 

 

 

 

 

 

 

block or allow 
 

Junk Email Settings - The ability to automatically filter Junk Email or move to the junk folder monitoring and 

setup safelists and blacklists for incoming email.  

  



 

 Safe Senders – List of email addresses that are never sent to the junk mail folder 

 

 

 Blocked Senders – List of email addresses to always send to the junk mail folder  

   

   


