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1. Instructions

The new Outlook Web App is intimidating to a lot of people so here are some tips and tricks that

will hopefully ease the transition.

1. Always login at this URL, http://myemail.ucdenver.edu. Use the same URL whenever

creating a bookmark to the page.
2. The recommended way to login is using your full email address and University password

Q! University of Colorado
| Denver | Anschutz M Campus

Secure Authentication

ETT T -H firstname lastname@ucdenver.edu

Password: [sesesssessss

Problems logging in? Contact OIT Helpdesk at (303) 724-

Troubleshooting info

3. If you have access to a shared mailbox you can access it by clicking on your picture in

the top right corner and choosing Open another mailbox...

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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QOutlook Calendar People Tasks OneDrive

Villani, Samson

SamsonNillani@ucdenver.edu =1

Lvailable
B Busy
(D-OT-Infrat - = 1o ot disturb
vulnerable t

Be right back
Appear away

Sign out of IM

About me

Open another mailbox...

Sign out

4. Type in the name of the mailbox in the window that pops-up, you can do a search for it
by display name if you don’t know the full name. Once you find it click on the Open

button and a new tab will open with the content of the mailbox.

Open another mailbox

firstname.lastname@ucdenver.edu|

P Search contacts and directary

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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5. Internet Explorer bookmark creation

- Navigate to http://myemail.ucdenver.edu, click on the star icon in the top right corner.

[E Add to favorites
Favorites | Feeds History |
o Citrix
L Dell

| Favorites Bar

. Microsoft Websites

o M3MN Websites

—— | | Recipes

. Windows Live

L ¥BMC

# Apple - Support

¥ Apple Service and Repair
Ehppwebz

E Bing

- Click the ‘Add to favorites’ button

- Type in a name to distinguish the shortcut and click the Add button

Add a Favorite
Add this webpage as a favorte. To access your favarites, visit the
Favortes Center.

UCDenver OWA |

|{i‘ Favartes V|| Mew folder |

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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- Click on the Star icon again and right-click on the shortcut you just created and click

on Properties.

7] IT Services Microsoft Portal

'::.3 IT Services Web Home

'::.3 Reflection for the Web - Cerner

a UCDAccess

2 UCH Home - UCH Intranet

a University of Colorade Denver - Directory
a University of Colorade Denver - E-Directory

/3 Ucbemrgua—— "

Open

Open in new tab
Add to Favorites bar
Create new folder

Sort by name
Print

Cut

Copy

Delete

Rename

Properties

- Change the URL line to http://myemail.ucdenver.edu

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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General | Web Document | Security | Details

E—Q LCDenver OWA

URL: http://myemail.ucdenver.edu|

Shortcut key:  |Mone

isits: Unknown

Change lcon..

6. Google Chrome bookmark creation
- Navigate to http://myemail.ucdenver.edu and click the Star icon in the address

bar, provide a Name and Folder location for the bookmark

Bookmark added!

Name: | UCDenver OWA|

Folder:  Bookmarks bar -

Remove Edit... Daone

- Click the settings menu in the top right corner and navigate to the Bookmark

manager

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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GHEGERAIR] o qu ) -

Mew tab Ctrl+T

MNew window Ctrl+N

Mew incognite window

Bookmarks

Ctrl+5Shift+B

Show bookmarks bar

Bookmark manager Ctrl+Shift+0 Recent Tabs 3
Import bookmarks and settings...
Relaunch Chreme in Windows & mode
Bookmark this page... Ctrl+D _
Edit Cut  Copy Paste
Bookmark cpen pages.. Ctrl+Shift+D
Zoom - 100% o+ DD
@ Citrix UCD Access Gateway
[ UCDAccess Save page as... Ctrl+5
- [ UC Denver IT Services Find... Ctrl+F

- Find the bookmark you just created, right-click on it and click on Edit
@ vSphere Web Client

| [ UCDenver g+
[ Prometric - Open in new tab
Dashboard Cpen in new window .
Al Pasiboancs Open in incognito window SoTt Lynam
[@)] SecurityCen
[) SSL VPN Ser
dsl Phone Selec ATt
(& BIG-IP® - A 150
Cut
Copy
Delete
Add page..
Add folder...

- Change the URL to http://myemail.ucdenver.edu

D UCDenver OWA | http://myemail.ucdenver.edu |

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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7. Mozilla Firefox bookmark creation

- Navigate to http://myemail.ucdenver.edu and click the Star icon in the top right

corner to create the bookmark.

E— Google P B8 ¥ #

- Click on the Clipboard icon next to the Star icon and click on Show All

Bookmarks
P+ B8 A
View Bookmarks Sidebar
Show All Bookmarks  Ctrl+5hift+EB
Subscribe to This Page...
E Bookmarks Toolbar b
' Unsorted Bookmarks b
|20 Recently Bockrmarked b
|#) Recent Tags k
Mozilla Firefox b

Show All Bookmarks Ctrl+5hift+B

- You will find the new bookmark under the Recently Bookmarked category,
highlight it (name is Sign In) and then edit the Name field to whatever you prefer

and change the Location to http://myemail.ucdenver.edu.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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*= Iy Qrganize - (= Views~ ‘g Import and Backup ~ rark; P|

b (1) History Mame Location
4 Downloads i isignlin http://myemail.ucdenver.edu/
> Tags # About Us https:/ fwww.mozilla.org/en-Us/ak,.,
4 |l Al Bookmarks #® Get Involved https://www.mozilla.org/en-US/co...
F EH Bookmarks Toolbar # Customize Firefox https:/fwww.mozilla.org/en-Usffire..,
4 ] Bookmarks Menu # Help and Tutorials https://www.mozilla.org/en-Us/fire...
12 Recently Bookmarked [ Getting Started https://www.mozilla.org/en-US/ffire...
[#) Recent Tags
|1 Moazilla Firefox

%4, Unsorted Bookmarks

MName: | UCDenver OWA

Location: | http://myemail.ucdenver.edu/

Tags: ‘ Separate tags with commas

IE‘ Mare

- Sometimes when attempting to login you will be greeted by a grey screen with a

long reference number error on it, this can mean you have bad information
cached in your internet browser and it requires being reset. Below is how to do
this in IE, Chrome and Firefox.

There was a problem accessing the site. Try to browse to the site again.

If the problem persists, contact the administrator of this site and provide the reference number to
identify the problem.

Reference number: ball1596f-cfd§-4944-91b7-1326a35170de

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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8. Internet Explorer browser reset
- Click on the gear icon in the top right corner of the screen, and click on Internet

Options

Print

File 3
Foom (100%]) 3
Safety 3

Add site to Apps

View downloads Ctrl+)
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View settings

Report website problems

Internet options

About Internet Explorer

- Click on the Advanced tab and click the Reset button at the bottom of the screen.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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| General | Security I Privacy I Content | Connections | Programs Advanced l

Settings

=
[ ] Use software rendering instead of GPU rendering*
@ Accessibility
[] always expand ALT text for images
[] Enable Caret Browsing for new windows and tabs
[] Move system caret with focus/selection changes
[] Play system sounds
[] reset text size to medium for new windows and tabs
[] reset zoom level for new windows and tabs
E Browsing
[] always record developer console messages
[] Close unused folders in History and Favorites™
Disable script debugging (Internet Explorer)
[+] Disable script debugging (Other)

<
*Takes effect after you restart your computer

| Restore advanced settings

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default Reset
condition.

You should only use this if your browser is in an unusable state.

- Click the Reset button on the window that will come up to finish the reset

process, click Close once the process is complete.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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& Are you sure you want to reset all Internet Explorer
settings?
Resetting indudes:
Disable toolbars and add-ons *  Advanced options
Default web browser settings + Tabbed browsing settings
Privacy settings + Pop-up settings
Security settings

[ | Delete personal settings
Resets home pages, search providers and Accelerators to default
settings. Deletes temporary Internet files, history, cookies, web form
information, ActiveX Filtering data, Tracking Protection data, Do Mot
Track data, and passwords,

You must restart your computer for these changes to take effect.

How does resetting affect my computer?

Resetting Internet Explorer settings

+ Resetting user customizations

+ Disabling browser add-ons

- Applying default settings

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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9. Google Chrome browser reset

- Click on the Settings menu in the top right corner (3 horizontal lines) and click on

7 @ G

Settings

Mew tab
I Mew window
Mew incognite window
Bookmarks »

Recent Tabs r
Relaunch Chrome in Windows 8 mode

Edit Cut  Copy Paste

. [ |
Foom - 100% + -

Save page as...
Find...
Print...

Tools r

History

Downloads

Signed in as svillani81@gmail.com...

About Google Chrome
Help 3

Exit

- Half way down the window click on Show advanced settings... and scroll down to

the bottom of the options.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014

13


http://4help.oit.ucdenver.edu/

Outlook Web App (OWA) tips and tricks

Appearance
et themes
Show Home button

Always show the bookmarks bar

Search
Set which search engine is used when searching from the on

Bing b Manage search engines...

Users
You are currently the only Google Chrome user,

Add new user... Delete this user Impaort bookmark

Default browser

The default browser is currently Google Chrome

Show advanced settings...

At the bottom of the screen click on the button Reset browser settings button to

restore the default settings to Google Chrome

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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HTTPS/55L

Manage certificates...

Google Cloud Print

Set up or manage printers in Google Cloud Print. Learn more
Manage

Show notifications when new printers are detected on the network

System
| Continue running background apps when Google Chrome is closed

o Use hardware acceleration when available
Reset browser settings

Restore browser settings to their original defaults.

Reset browser settings

Hide advanced settings..

Reset browser settings

Your browser settings will be restored to their criginal defaults, This will reset your
homepage, new tab page and search engine, disable your extensions and unpin all tabs.
It will also clear other temporary and cached data, such as cookies, content and site
data.

Learn more Resst Cancel

of| Help make Google Chrome better by reporting the cumrent settings

™

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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10. Firefox browser reset
- Click the Open menu button in the top-right corner of the screen (3 horizontal

lines) and click the question mark icon.

P B ¥+ #

Cut Copy Paste
- 100% +
Mew Window  Mew Private Save Page
Window
il
& 0 &
-
Print History Full Screen
Find Options Add-ons
Developer
.
I ) Signinto Sync
Customize (7] (V)

- Next click on Troubleshooting Information

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014

16


http://4help.oit.ucdenver.edu/

Outlook Web App (OWA) tips and tricks

» B ¥+ #
Help

Firefox Help

Firefox Tour

Keyboard Shortcuts
re Page Firefox Health Report

Troubleshooting Information

Submit Feedback...

| Screed Restart with Add-ons Disabled...
Report Web Forgery...
About Firefox

1d-ons

i
=

¢
"

- Click on the Reset Firefox... button in the top right of the screen.

Reset Firefox to its default state

If you're having major problems which you can't resclve, start fresh with only your
essential information.

Reset Firefox_

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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- Click on Reset Firefox on the window that will pop-up, Firefox will restart after the

process completes.

Reset Firefox H

Are you sure you want to reset Firefox to its initial state?
Firefox will try to preserve your:

Windows and Tabs

Browsing History and Bookmarks

Saved Passwords

Saved Form History

Cookies

Firefox will restart and everything else will be removed.

Reset Firefox Cancel

11. Navigation tips once you're logged in.

- The top bar shows the different areas you can explore

Outlook Calendar People Tasks OneDnive : 0 ?

12. The Outlook tab is for your email.

- Create a new mail by clicking on the New mail button in the top left corner
® New mail

- Torespond to an email, highlight the email and choose your reply option in the
top right corner

Study Guide: MS Certification 74-409: Server Virtualization with Hyper-V & System Center

Study Guide from Redmond Magazine <RED@ 1105Info.com> Mark as unread
Sun 9/21/2014 9:03 AM
- Manage your folders, empty recycle bin from navigation pane on left-hand side of
screen. A great feature of the new OWA is that all items have a right-click

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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context menu available to them. For example you can right-click on your folders
on the left-hand side navigation pane (just like Outlook client) and choose from

one of the options

4 Villani, 5amson AS!HE
Flewible &
4 Inbox IRS regu
4 Infrastructure i
Work(
p Cherwell 5 Scan fror
- Flease o
b Citrix
Compromised Accounts Work(
- Scan fror
Customel —
Create new folder
Ironpaort
] Rename ol
Lirune Lac
Delete
b Listsery =
Empty folder [
Lync ) _ illz
Add to Favorites .
Mailsnitc
P-.-"Ic'-..--.-:-... "
Mobile otk 4
ark all as rea
- m
4 0365/Ext o Lt
Permissions.. JCEE

Cloud hove Fropece - —dmsc

- The People menu shows you contacts who you have been in touch with recently
but can also be used to send a quick email or Lync IM too by right-clicking and

choosing View details.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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4 People Mew

Daniel.Haggar@ucd...

ﬁ Klingensmith, Jason

Mascarenas, Gabe

Hill, Kimberly

ﬂ Manly, Fred

13. Calendar tab will display a full view of your calendar appointments.
- You can manage your calendar and any others you have access too from this

view. The right-click context menus are available here as well.
@ New event Monday, September 29, 2014

4 5un28  Mon29  Tue30 Wed1l Thu2 Fri3  Sat4d » Gototoday

«

P Search calendar

9a

1 September 2014 3
S M T W T F s

1 2 3 4 5 6 » 102
T8 3 10 11 12 13

14 15 1 17 18 19 20
21 22 23 24 35 6 27

Ma

23 30
a New
12p
4 MY CALENDARS
P _ e B e
v Calendar HSL Tower Room Williams, Lori
PEQPLE'S CALENDARS 2p FW: Citrix Team Meeting

ITS-AMC-Conf-Rm-West, ITS; IT Services Conference Room LSC 1300S Carson, Ylla

OTHER CALENDARS

- You can view a calendar you have rights to in the top left corner by typing in the
name in the Search calendar box in the upper left corner of the window. From

there you will be able to manage the calendar just like you can in Outlook.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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@ New event Monday, Septer

i SunZ8 Mon29  Tue3(

<«

ucd-oit-exch| P X

EVENT SEARCH
Keyword: ucd-oit-exch
OPEM A CALEMDAR

ExchangeRequests UCD-OIT

Exchange.Requestsi@ucdenver.edu

L Search contacts and directory

o 1

14. The People tab will show you all your personal contacts and contact groups you have

created. You can view all the room, user, distribution lists and contacts directories from

this window.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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(® New

® !
4 My Contacts ‘
Contacts
Lync Contacts
b Other contacts
4 Directory
All Rooms ‘
All Users
All Distribution Lists

All Contacts

Cffline Global Address List

Connect to social networks

15. From the Task tab you can view and create new Tasks that will synchronize across all

your devices.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu

CU Denver | Office of Information Technology Friday, Sep 26, 2014
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(@ New task
All  Active Overdue Completed
« FLAGGED [TEMS AND TASKS ITEMS BY DUE DATE »
4 My tasks
Flagged items and tasks

Tasks

Shared Tasks

16. Ultimately if you do not like the look and feel of the new OWA you can use the light

version of the Outlook Web App, which closely resembles what we used to have with our

on-premises system.

- You can access this from the Outlook tab by clicking on your portrait and

choosing Display settings.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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Office 365 settings

Refresh

Set automatic replies
Display settings
Manage apps
Offline settings
Change theme
Options

Feedback

- Click on the Outlook Web App version option then put a check mark in ‘Use the

light version of Outlook Web App’ and then click OK at the top.

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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' CK K CANCEL

Display settings
Message list Conversations Reading pane Outlook Web App version

Select the check box below if you want to use the light version of Outlook Web App. The light
version of Qutlock Web App provides a simplified experience for users who have:
Older web browsers

Low-bandwidth connections

Accessibility needs

o

+' Use the light version of Outlock Web Ap

Changes to this setting will take effect the next time you sign in.

- You will need to sign-out of your current internet browsing session and close the
program down entirely. Then once you log back in you will be greeted with the

lite version of Outlook Web App.

Related Documents or URL'’s

OneDrive page: http://www.ucdenver.edu/Email/Cloud/Pages/OneDrive.aspx

Microsoft page on what’s new: http://technet.microsoft.com/en-
us/library/jj200767(v=exchg.150).aspx

If you have any questions, please contact the University of Colorado Denver | Anschutz Medical Campus
OIT Help Desk at 303-724-4357 (4-HELP) between the hours of 7:30 a.m. and 5:00 p.m., Monday through
Friday. You can also open a ticket at the self-service portal: http://4help.oit.ucdenver.edu
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