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Outlook Overview

Office 365 for Business at OSU provides an updated version of the Outlook you've al-
ways used on your computer as well as a simplified version of Outlook you can use in
a web browser on any computer or device with internet access.

One example of a time you might want to access your email in a web browser include
using a family member’s computer to check your OSU while visiting family over the
weekend. Accessing your email in a browser means you do not have to try to install an
application on someone else’'s computer. Closing the browser completely logs you out
of your email to keep your email secure.

Web Access

To access your email from any device with internet access, go to

cowboymail.okstate.edu in a web browser. This is the same portal you use to access
your OneDrive and online versions of Office applications. Login using your Okey cre-
dentials. You should be taken directly to your online OSU email inbox.

If you would like to review how to navigate your online email inbox, visit Welcome to
QOutlook.

Outlook Email Archives

You can set email archive policies for your entire archive or for specific folders within
your archive.

To set archive policies for a specific folder, such as Junk mail, select the folder in your
computer’'s Outlook application. Then, from the menu at the top of Outlook, select As-
sign Policy. You can then customize how long junk mail should be kept in the archive
before being

Send / Receive Folder View ADOBE PDF Q Tell me what you want to do...

lit
te

0 ~ s ~ A~ b7 —
d e I eted If W e < Ignore x < ( ¢ ; Move to: 7 &3 To Manager ¥ =1 b n [
. or= gl gl [ B2 Meeting 4 9 o I = —
N; .r: & CeanLip- Delet: R (I- R (I- F -)d &0 ST b o M RIIjl 0-) Assign Unread/ C tIII’ Foll
ew ew elete eply Reply Forward [5 piore ove Rules ign Unrea ategorize Follow
yo U never Email ltems~ | a5 Junk~ Al ] More €2 Reply & Delete ¥ Create New d 5 ol Read Up
h New Delete Respond Quick Steps [ Archive Policy
Wa nt t e 4 Favorites Search Junk Email (Ctrl<E) O | Current Folder ~ €2 Reply & Reply All (3 Forward 1 week
. . - . TN 31 day
emal IS N a Slutter All Unread ByDate = Newest ¢ |~ Fri 7/22/2016.9:00 Ay s
o i : 90 days
4 Today Tlalnlng madgazine <m P
f0|der to be 4 marisa.dye@okstate.edu " ; . . —
Training magazine Shifting Careers: From Trainer
d I t d Inbox Reversing 200 Years in the ... 3:03 PM T e 1year
- View as a Web page ¥es 2 - &
e e e ! S e Disttl2] 0 Links and other functionality have been disabled in thi FYERI
| ect N eve r Sent Items 1 Andy Kim This message was marked as spam using a junk filter ¢ Never
Hi - Andy from Zoom here... 2:25PM We removed extra line breaks from this message. Use Folder Policy - 90 days
Deleted liems15 Enjoying Zoom? Glad to see We converted this message into plain text format. | UssFolderolicy ;90 days
D e I ete Clutter Retention Policy
. Training magazine
Conversation History e 9 kl)? Onboardi 11:05 AM Never Delete (Never)
Junk Email [59] b page View as a Web page <http://www.des05.com/t/3 Use Folder Policy
Outbox 4 Yesterday <http://www.des05.com/t/32096811/12808187; More Retention Policies...
b RSS Subscriptions Training magazine <http://www.des05.com/t/32096811/12808187: @ Set Folder Policy..
b Search Folders How ACCESS, ASSESSMEN... Tue 3:35 PM UPCOMING TRAINING EVENTS

View as a Web page


http://www.cowboymail.okstate.edu
https://support.office.com/en-us/article/Welcome-to-Outlook-com-28bac523-cc12-4b52-b13c-4436cd181edc?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Welcome-to-Outlook-com-28bac523-cc12-4b52-b13c-4436cd181edc?ui=en-US&rs=en-US&ad=US

