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Welcome to TeachUcomp, Inc.’s Outlook Web App
course. This class introduces the student to the Microsoft
Outlook Web App, one of the most popular scheduling/e-
mail programs available today. This class is designed to
give the student knowledge of the e-mailing and scheduling
capabilities of the Outlook Web App.

The Outlook Web App, a part Office 365, is a terrific
program to learn. The skills that you learn in the Outlook
Web App can save valuable time and money by
automating, organizing and structuring the scheduling and
management capabilities of your company.

With the Outlook Web App you can track appointments,
schedule meetings, organize contacts and send and
receive electronic mail. It is an online information
management system that helps you organize and share
information as well as communicate with others.

Introduction and Overview
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CHAPTER 1-
Getting Acquainted with the Outlook Web App
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Getting Acquainted with
the Outlook Web App

1.1- Introduction to the Outlook Web App:

The Outlook Web App is a part of the Microsoft Office 365 suite of programs. As one of the world’s
premiere email and calendar programs, being able to access the Outlook Web App from almost anywhere
makes it even more powerful than before. The Outlook Web App allows you to send and receive email,
create appointments in the “Calendar,” manage your contacts in “People” and add “Tasks” to make your
day-to-day life run smoothly.

The Outlook Web App works with all the major browsers: Chrome, Internet Explorer, Safari and
Mozilla Firefox. Utilizing the Outlook on the Web (Light) version will allow you to use the application with
older browsers and operating systems. However, much of the functionality of the application will be lost
when used with older browsers or operating systems.

1.2- What is the Outlook Web App?:

The Outlook Web App is Microsoft’s online version of the Outlook program. Office 365 is Microsoft’s
subscription based service that allows its associated Office programs to be run from virtually any device that
can connect to the internet. Some subscriptions to Office 365 also come with the full desktop versions of the
software included. Being able to connect through the internet means you are no longer tied to your desk to
send an email, schedule appointments and keep track of your contacts.

With the advancement in broadband technologies, it is now easier to do more than ever on the
internet. Having a cloud based Outlook Web App increases the convenience of email even more. The
Outlook Web App contains many of the same features of the desktop version that has been in use for years.
Both the Apple iOS and Android operating systems feature an Outlook Web App that allows for even more
freedom.

The Outlook Web App is used to host email on the Microsoft Exchange Servers. You can move an
email address hosted on your personal website into the Outlook Web App. However, if you have an email
address that ends with @outlook.com, @hotmail.com, @live.com, or @msn.com, you are using the free
Outlook email service. You should login at www.outlook.com to access your email. You will not be able to
use the Outlook Web App with email addresses ending in the formats listed above without creating a new
email address.

1.3- Starting the Outlook Web App:

The first step to using the Outlook Web App is to choose a version of Office 365. Navigate your
browser to products.office.com to choose a version of Office 365. Note that there is NO “www.” in front
of the URL. The site will NOT open if you include “www.” before the URL. Click “For Business” and
then click “See plans a& pricing” to see the available options for Office 365. When you have signed up for
the option that best suits your needs you should be taken to the Office 365 page.

After you have created an account, the next time you want to access the Outlook Web App, direct
your browser to login.microsoftonline.com to login and open the Office 365 main page. Note that there
is NO “www.” in front of the login page address. The site will NOT open if you include “www.”
before the URL. When you have logged in, click the “Mail” icon to open the Outlook Web App.
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Getting Acquainted with
the Outlook Web App

1.4- The Outlook Web App Environment:

The Outlook Web App environment has been designed to be easily accessible to everyone who
uses it. The “Nav Bar” across the top of the page, contains icons to access some of the features available in
the Outlook Web App. The “App Launcher,” the nine dot grid at the top left of the screen, will contain icons
for all of the available Office 365 applications. The Settings icon, displayed as a gear, will open up a list of
options for you to control the settings of the Outlook Web App and other Office 365 settings. The “Help”
icon, displayed as a question mark (?), allows you to access the “Help” menu, view the “Privacy” and
“Legal” terms for Office 365 and the Outlook Web App, and also access the Microsoft Support “Community.”
Clicking on your Avatar or profile picture, will allow you to “Sign out” of the Outlook Web App, “Sign in to
IM,” “Sign out of IM,” “Open another mailbox…” and also contains an “About Me” link. This section will also
display your availability when signed into IM (instant messaging). The color displayed on the left-side of the
Avatar will reflect your availability. You can also pin up to three App “shortcuts” on the Nav Bar. Pin a
shortcut by clicking the “App launcher” and clicking the “More” dots in the right-corner of an icon. Select “Pin
to nav bar.” They will be displayed to the left of the Settings gear icon. Any new “notifications” will display a
number on the bell icon to the left of the Settings icon. When new mail is received an alert tone will sound
and a small popup box will momentarily appear below the Avatar.

The “Folders” section will contain the default folders and any folders you set as “favorite.” The
“Groups” section will display any groups you have created, are a member of or have “favorited.” The “Inbox”
pane is the contents of the selected folder is displayed. Clicking any of the folders will display their contents
in the “Inbox.” The “Reading Pane” will display the body of an email that is selected in the “Inbox” area. The
“New” link starts a new outgoing email message. You can search your emails and contacts by entering your
search term in the “Search Mail and People” search box, directly below the “New” link. Press the “Enter” key
on your keyboard or click the magnifying glass to perform the search.

Folders

App Launcher

Reading Pane

Selected 
Folder View

(Inbox)

Groups

Settings

Help

Avatar
(profile picture)

Nav Bar

Search Mail and 
contacts

New 
Email

Pinned App 
Shortcuts

Notifications
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Getting Acquainted with
the Outlook Web App

1.5- System Requirements for the Outlook Web App:

The Outlook Web App is designed to run best in the most up to date web browsers: Internet
Explorer, Safari, Chrome and Firefox. You should always keep your web browsers current with updates to
ensure a smooth and secure web browsing experience. There are minimum system requirements that
should be met to allow the program to run properly.

While the Outlook Web App and Office 365 may run on older browsers than listed, the older the
browser the less functionality the App will have. It is not recommended to attempt to run the Outlook Web
App with browsers older than listed in the following table, you may run into problems sending and receiving
email.

You should always strive to keep your operating system and web browsers updated to the latest
available software.

Minimum System Requirements for the Outlook Web App and Office 365

Component Requirement

Computer and processor

PC: 1 gigahertz or faster x86-bit or x64-bit processor with SSE2
Mac: Intel processor

Memory
PC: 1GB RAM (32-bit); 2GB RAM (64-bit)
Mac: 1GB RAM

Hard disk
PC: 3.0GB of available space
Mac: 2.5GB HRS+ hard disk format

Display
PC: 1024 x 768 screen resolution
Mac: 1280 x 800 screen resolution

Graphics Graphics hardware acceleration requires a DirectX10 graphics card

Operating System

PC: Windows 7, Windows 8, Windows Server 2008 R2 or Windows Server 
2012
Mac: Mac OS X 10.6 or later

Web Browsers

The current or immediately previous version of Internet Explorer, at least 
Internet Explorer 9.
The current or immediately previous version of Firefox, at least Firefox 12.
The latest version of Safari, at least Safari 5.
The latest version of Chrome, at least Chrome 18.

Mobile Devices

Office for iPad requires iOS 7.0 or higher.
Office for iPhone require iOS 6.0 or higher.
Office for Android tablet requires Android KitKat 4.4 with a minimum 7 inch 
screen and an ARM-based processor.
Office for Android phones requires an Android OS 4.0 or higher.

The information contained in this table was taken from www.support.office.com.
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1.6- Using the Outlook on the Web (Light) Version:

The “Light” version of the Outlook Web App is designed to be used with older web browsers that are
no longer supported in the “Full” version of the App, used over slow internet connections, and for users that
may have accessibility needs that can be met with a simpler interface.

To activate the “Light” version of the Outlook Web App, click the Settings icon. The Settings icon is
displayed as a gear on the upper-right side of the Outlook Web App page in the “Nav Bar.” Click the
“Options” link to open the “Options” page. Click the arrow next to the “General” title in the list on the left-side
of the screen. Under “General,” click the “Light version” link.

The options will be displayed in the main pane of the page. Check the “Use the light version of
Outlook on the web” checkbox to enable the “Light” version. Click “Save” to save the changes you made.

Note that you must sign out and sign back in to have the changes take effect.

1.7- Applying a Theme:

You can change the look of the Outlook Web App by applying or changing a theme. This will change
the colors displayed on the page. Click the Settings icon and click the “Change theme” link. A small pane
will open that contains all the color and pattern choices available for the Outlook Web App. You can also
change the theme by clicking “Options” in the Settings icon and under “General” clicking “Change theme.”

Choose a theme by clicking on the swatch that contains the color or pattern you want to apply.
When you click on a color or pattern swatch, the changes will be applied without closing the selection pane.
This allows you to see the changes before you commit to them. When you have completed your selection,
click “OK” to save the changes. You can also change the theme using the “Office 365 settings” link in the
Settings icon. Any changes made to the theme through the “Office 365 settings” will override the theme set
within the Outlook Web App.

Getting Acquainted with
the Outlook Web App
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ACTIONS-
Getting Acquainted with the Outlook Web App

STARTING THE OUTLOOK WEB APP:

1. To choose a version of Office 365,open your browser and navigate to products.office.com.
2. Click “For business.”
3. Click “See plans & Pricing.”
4. Choose a version of Office 365 and follow the on-screen instructions to create your account.
5. To login to Office 365, navigate to login.microsoftonline.com.
6. Sign in to Office 365.
7. To Open the Outlook Web App, click the “Mail” icon.

THE OUTLOOK WEB APP ENVIRONMENT:

1. The Nav Bar spans the top of the screen and contains, from left to right, the “App Launcher,” new mail 
notification, any pinned Apps, notifications, the Settings icon, the “Help” icon and your “Avatar.”

2. To switch between Apps, click the “App Launcher,” the nine dot grid in the top left corner of the 
screen.

3. Click the new mail notification to display new emails in a small pane.
4. Access any pinned Apps by clicking their icons.
5. To open the settings for the Outlook Web App and Office 365, click the Settings icon.
6. To access the Help menu and Help search function, click the “Help” icon.
7. To “Sign out” of the Outlook Web App, “Sign in to IM,” “Sign out of IM,” “Open another Mailbox” 

and view your “About Me” page, click your “Avatar”.
8. To create a new email message, click “New.”
9. To search your email and contacts, enter a search term into the “Search Mail and People.”
10. The “Folders” section contains folders for storing email messages.
11. The “Groups” section contains any groups you are a member of.
12. The “Inbox” pane displays the contents of the selected folder.
13. The “Reading” pane displays the full email message selected in the “Inbox” pane.

USING THE OUTLOOK ON THE WEB (LIGHT) VERSION:

1. To enable the Outlook on the Web (Light) Version, click the Settings icon and choose “Options.”
2. Under “General,” choose “Light version.”
3. Check the “Use the light version of Outlook on the web” checkbox.
4. Click “Save.”
5. Sign out of Office 365 and then sign back in.
6. The Outlook Web App will now function with slow internet connections and for users with accessibility 

needs. This version also supports older browsers that the full version of the App no longer supports.
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ACTIONS-
Getting Acquainted with the Outlook Web App

APPLYING A THEME:

1. To change the theme of the Outlook Web App, click the Settings icon.
2. Click “Change theme” to open a small pane and select a swatch.
3. Click “OK” after you have chosen a new theme to apply it to the App.
4. You can also choose “Options” from the Settings icon.
5. Under “General,” click “Change theme.”
6. Choose a swatch and click “OK” to apply the changes to the App.
7. You can also choose the “Office 365 settings” in the Settings icon to change the theme.
8. Under “Office 365 settings,” click “Theme” and choose a swatch.
9. Click “Save” at the bottom  of the pane to apply the new theme.
10. NOTE that any changes to the theme under “Office 365 settings” will override any settings 

applied to a single App. 
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EXERCISES-
Getting Acquainted with the Outlook Web App

Purpose:

1. To be able to find and use the basic objects in the Outlook Web App.

Exercises:

1. Direct you web browser to login.microsoftonline.com.
2. Enter your login and password.
3. Click “Sign in.”
4. Click the “Mail” icon.
5. Click the Settings icon to view the settings menu.
6. Click the “Help” icon to view the help menu.
7. Click the “App Launcher” to view the available Apps.
8. Click your “Avatar” and click “Sign Out.”
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