Outlook Web Access (Binar

Outlook Web Access (Binar.mcm.edu)
Internet Explorer

Open Internet Explorer

Type http://binar.mcm.edu/exchange

It will ask you for the following:
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A) Username and Password (supply the username and password you use to get on your office PC) .

Type your username like this username.

B) Username, Password, and Domain (supply the username and password you use to get on your

office PC. The domain is mcmurryadm.)

After a successful login you will get the following screen:
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APO: Faculty and Staff Canned Food Drive
lohberga [lohberga@mail.mem.edu]
To: campus@mcmutryadm, mem.edu

Dear MoMucry Faculty and Staff,

Algha Phi Omega will be holding & Mehurey Faculty and Staff canned food deive
a5 a pat of our participation in the APO "National Service Week?, and we need
your help! On Tuesday, November 4ih, APO members and pledges will be visiting
Your affice to collert danations. We are loking for non-perishable itens

that will be used to fill up the Friends Closst. Any items that you would be

able to bring would be greatly appreciated! Thank you for your helpl
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In the left hand column you get a list of options similar to what you see in Outlook on your PC. You
have access to your Calendar, Tasks, and Notes etc. The middle column lists your email messages. The

window on the right is a preview of the currently highlighted message.

To Open an Email Message:

Double click on an email listed in the middle column.
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To View the Rest of my Email:

There are arrows in the upper right hand corner that will page you through your lists of email.

Items “ o2 of 2 i B I 2

To Send a Message:
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Click the button on the tool bar that says New.
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Fill in the necessary information in the To:, CC:, and/or BCC:; then type your message and hit send.

To find an email address on the Outlook Web Access:
Two ways to do this:

One you can click the Address Book button on the toolbar or open a new mail message and click the
To:, CC:, and/or BCC: buttons to bring up the address book.
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/3 Find Names -- Web Page Dialog |
Find names in: IGIDI::aI &ddress List ;l
Display name |

Lask name: |taru:1iFf First name: |
Title: I Alias: I
Cormpary: | Department: |
Office: | City: |
Einu:ll
Marme Phone  Alias Office Jaob kitle Compansy
Jason Tardiff Lardiffj PC Technician MCMurry University
&dd recipient ta. .. T I e | Ece I Propeties,.. | Close |
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The easiest way to use the address book is to supply a full or partial last name of the person whose email

address you are looking for. Click Find. Your search results will show in the white window.
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/3 Find Names - Web Page Dialog x|
Find names in: IGIol:uaI Address List ;I
Display name I

Last name: |tar|:|iFF First name: |
Title: I Alias: I
Company: I Department: I
Office: | City: |
Eind |
Mame Phone  Alias COffice  Job kitle Caompany

Jason Tardiff tardiffj PC Technician

McMurry University

Add recipient ko, To | CC I Bicc |

Properties. .. I Clasel
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Once you have found your intended address you can highlight their name and click the To, CC, BCC

buttons to add them to a new email.

When you are finished click close.

To Log Off:

Be sure once you are through with reading your email that you click the Log Off button in the upper

right hand corner.

;] Log Off
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