Outlook Web Access Tutorial

How to read and send NHU emails from anywhere
Note: You will need access to a computer with Internet Access

1. Open Internet Explorer and in the Web Address box, type in http://www.nhu.edu. Internet
Explorer will take you to the NHU public website. If you cannot access the NHU
website, type in http://ns03.nhu.edu/exchange in the Web Address box and skip to step 3.

2. Onthe NHU website, click on the link labeled “Faculty and Staff” on the Navigation bar
(at top of web page). To the left of the NHU web page, click on the “Web mail” link.

3. A login box will appear requesting for your login information. Note: For Windows 98,
Windows ME, or Windows 2000 see Figure 3.1. For Windows XP Home and Windows
XP Professional, see Figure 3.2.
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Figure 3.1 (Windows 98, ME, 2000 users)
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Figure 3.2 (Windows XP Home and X P Professional)



4. You will need the login information that was provided to you by NHU IT Department.
For Windows 98, Windows ME, or Windows 2000, go to 4a. For Windows XP Home
and Windows XP Professional, go to 4b.
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Note: Make sure “ Save this password in your password list” is unchecked

b. After al information has been filled out it should look like below:
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Note: Make sure “Remember my password” is unchecked



5. Click OK. If you have entered your login information correctly, you have successfully access
NHU OWA (SeeFigure5.1).

6. When you have completed reading and sending your emails, click on to exit.



