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Outlook Web App 

This help sheet will guide you through the steps on accessing your mail remotely via a web browser. 

 

Getting Started 

 Connect to the Internet and launch a web browser (i.e…Internet Explorer, Mozilla, Safari, etc…) 

 In the Address Bar, type 

o http://www.pitzer.edu/email  

o Hit the enter key 

 A login screen will be displayed.  See below 

 

 

 On your initial log on you will be asked to designate your time zone and preferred language. 

 

 

 

 

http://www.pitzer.edu/email
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Inbox 

 

 Once you are logged on the following screen will be displayed.   

 

 

 

 The navigation bar is similar to the one in Outlook on your desktop.  You can move items to subfolders, setup 

filters, view email conversations (see below) and much more.   
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 Emptied your deleted items by mistake?  Within the main Inbox screen, in the navigation pane to the left, right 

click on the word deleted items.  Select Recover Deleted Items. 

 

 

 Creating a new message is easy.  Just click the New button located near the top of the inbox page.  The 

following screen will be displayed. 
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Calendar View 

 

 To view your calendar, in the lower left corner of your page, click Calendar.  The following screen will be 

displayed. 

 

 

 

 Have department calendars?  Now you have the ability to view multiple calendars via the web!   
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Contact View 

 To view the global address book and/or personal contacts, in the lower left corner of your screen, click 

Contacts.  The following screen will appear 

 

 

 

 Here you can view, add, or delete contacts as well as search the Pitzer global address book. 
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Options 

 

 You can customize your view just like on your office machine by clicking on drop down arrow next to 

options in the upper right section of your main inbox screen.  Then choose See All Options.  The following 

screen appears. 

 

 

 Here you can set your out of office reply, block or allow senders, adjust fonts and views. 

 

 

 

 

Still have questions?  Contact the help desk at x73065 for assistance and/or training. 


