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Outlook Web Application (OWA)  

Overview 
 

 

 
New to Office 365? Use this guide to learn the basics about mailbox access, navigation, and features.  



 
 
 

2 |Outlook Web Application ( O W A )  
 

Outlook Web Application (OWA)  

There are two common ways to access your mail: via the Outlook Desktop Application and the Outlook Web Application.  

This document focuses on how to use the Outlook Web Application.  

Please refer to Microsoft Support for details on the differences in features and find out which is right for you.   

 

  
Access Your Email 

1. Visit https://office365.austin.utexas.edu/ and click 'Outlook Web App' 

 

 

2. Enter your UT EID and password 

 

https://support.office.com/en-us/article/How-to-decide-whether-to-use-Outlook-or-Outlook-Web-App-b20e6d7e-00ff-4e55-88a1-d3fc44584ec6?ui=en-US&rs=en-US&ad=US
https://office365.austin.utexas.edu/
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Outlook Web Application (OWA)  

Features Menu 

   Click the Office 365 Menu button to access your Mail, Calendar, People, or Tasks.  

 

 

 

 

 

 



 
 
 

4 |Outlook Web Application ( O W A )  
 

Outlook Web Application (OWA)  

Granting Access to your Mailbox, Calendar, or Folders  

 

 

 

 

   

Delegation Sharing   

Sharing access allows an individual to access specific folders 

or calendars.  

Individuals with sharing permissions can: 

 Grant access to individuals or a group of people to 

view the calendar  

 Grant individuals access to specific mailbox items 

 Customize permissions for each folder or calendar 

individually 

Sharing access can also be managed in the Outlook Web 

Application. 

 

 

Delegate access allows an individual to access the 

entire account on behalf of the mailbox owner. 

Delegates can:  

 View or make appointments on your calendar 

 Move/view/delete mail 

 Send email from your account on your behalf 

 

Delegate access can also be managed in the Outlook 

Web Application.   

 

Two types of access are available.   

Delegation grants an individual access to your entire account.  Sharing limits an individual’s view to a certain number of folders.   

It is recommended to grant as little access to as few people as possible.  Consider what permissions are needed to accomplish the individual’s tasks. 
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Outlook Web Application (OWA)  

 Mailbox Sharing 

  Sharing Your Mailbox or Folders 

1. Right click your primary mailbox and 

select Permissions. 

 

 
 

2. Click the ‘+’ icon to share your selected 

folder.  

 

3. Enter the name or email address of the 

person with whom you wish to share your 

mailbox. 

 

 

A user with full access to a shared mailbox or folder can open the item using either the Outlook Web App or Outlook’s desktop client.  

Follow these steps to share your mailbox and folders with other users.  

4. Select desired permissions levels 

  



 
 
 

6 |Outlook Web Application ( O W A )  
 

Outlook Web Application (OWA)  

  Calendar 
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Outlook Web Application (OWA)  

  

 

 

Sharing Your Calendar  
Mailbox Owner steps 

 
1. Navigate to the Calendar tab 

 

 

2. Click Share  

 

3. Type the name of the person with whom you want to share your calendar 

 

Opening a Shared Calendar 
Recipient steps 

  
1. Right click Other Calendars and then click Open Calendar  

 

 

2. Search for the calendar you wish to open in the ‘From Directory’ 

option by typing a shared calendar name 


