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Log into Web Access by going to the site below: 
 

http://commail.ci.menasha.wi.us 
 

 
 

 
 
 

 

Click to enter Web 
Access after entering 
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Note: 
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LOGIN TO MICROSOFT OUTLOOK WEB ACCESS (OWA) 2010       
 

MULTIPLE BROWSER SUPPORT 
• OWA 2010 will run on ALL web browsers EXCEPT, Internet Explorer 6.0. 

 

1. Start any Internet Browser, except Internet Explorer. 
 

2. Login to your email account.  
 

3. The page will refresh to the OUTLOOK SCREEN.  Take a minute to review the screen.  
 

THEMES              
 
 
 

If you don’t like the default Outlook Web App theme, you can choose a different one. 
 

1. At the top left corner of the window, click the OPTIONS button. 
 

2. From the drop down menu select one a THEME.  
 

3. Click the left or right arrow to view Themes. 
 

 
 

 
 
 
RIGHT-CLICK              
 

Right-Clicking almost anywhere in Outlook Web Access will display a 
menu of choices.  
 

The actions available in the right click menus have been expanded and 
made more consistent across your mailbox.  
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ADD A CONTACT FROM EMAIL MESSAGE  
When you receive a message, you can add the user’s e-mail address to your Address Book while the message 
window is still open. You may also select a name from a Sent message.  
 

1. Go to the email message. 
 

2. Right-click on the name. 
 

3. Select ADD TO CONTACTS from the menu.  
 

4. A Contact dialog box opens, scroll down to verify the 
e-mail address and name.  

 

5. Add any additional information for this contact.  
 

6. Click the SAVE AND CLOSE button when all information is entered for this contact. 
 
 

CREATE A GROUP            
        

1. Click the CONTACTS button on the Navigation Menu.  
 

2. In CONTACTS, on the toolbar, click the DOWN TRIANGLE next to the NEW button. 
3. From the menu, click GROUP.  
 
 
 
 
 
 
 
 
 
 
 
 

4. Type a NAME for the Group. 
 

5. Click the MEMBERS button.  
 
 
 
 
 
 
 
 
 
 
 

6. The Outlook Address Book will open. Search the Address Book for 
the group members email addresses. 
 

7. As you locate people double click on their name to add them to the Members field at the bottom of the 
window.  

 

8. When finished click the OK button.  
 
VERY IMPORTANT STEP!!!! 
 

9. Click the ADD TO GROUP 
button. The group 
members will populate on 
the screen. 

 
 
 

10. Click the SAVE AND CLOSE button on the toolbar. 
 

11. The Group is saved in your Contacts. 
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SEND A GROUP TO ANOTHER PERSON VIA EMAIL        
 

1. Go to CONTACTS. 
 

2. Find the GROUP. 
 

3. Right click on the GROUP NAME in your Contacts.  
 

4. From the menu choose FORWARD AS ATTACHMENT. 
 
 
 
5. You will return to the email message window. Enter other information in the 

To:, subject line, message. 
 

6. Click the SEND button. 
 
 
 
SEARCH MAILBOX             
 

There is a search window at the top of the list items in any mail, contacts, or task folder. 
 

1. Click the DROP DOWN ARROW in the search window to specify 
where the search should occur. 

 

 

 

 

 

2. Type the search term in the search field. 
 
 
 

3. Press the Enter key or click the search button. 
 
 

4. Items matching the term will appear on the screen. 
 

5. To clear the search click the RED X. 
 

REPLY TO A MESSAGE            
 
 

1. Select any message in your Inbox.  
 

2. Click the REPLY or REPLY TO ALL button in the toolbar.  
 

3. Type the message.  
 

4. Click the SEND button.  
 

 

FORWARD A MESSAGE            
 

1. Select a message.  
 

2. Click the FORWARD button on the Toolbar.  
 

3. The message opens in a new window. 
 

4. Insert the e-mail address for the recipient(s).  
 

5. Type a message and click the SEND button.  The original message forwards to the new recipient. 
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CREATE AN APPOINTMENT            
 
 

1. Click the CALENDAR button.  
 

2. Click the NEW button.  
 

3. Type a Subject.  
 

4. Type Location (optional). 
 

5. Select a DATE, START, and END 
time. (Use the Start and End lists to 
select the start and end  of the event). 
 

6. Select a Reminder Interval (optional). 
 

7. Type notes for the Appointment 
(optional). 

 

8. Click the SAVE and CLOSE button to add the appointment to your calendar. 
 

DELETE AN EVENT 
 

1. At the Calendar view, navigate to the date. 
 

2. Select the event (use the mouse to select). 
 

3. Click the DELETE button on the toolbar. The event should disappear from the Calendar. 
 

RECURRING EVENT  
A recurring event indicates the event will occur more than once at a specified interval (daily, once a week, once a year, etc).  
 

1. Create a NEW APPOINTMENT. 
 

2. On the toolbar, click RECURRENCE button.  
 

3. In the Recurrence dialog box, under APPOINTMENT TIME, use the Start and End list to select the 
start and end times of the recurring item. 

 

4. Under RECURRENCE PATTERN, select how often the appointment will occur. 
 

5. Under the RANGE OF RECURRENCE, select when you want this recurrence pattern to start and end. 
 

6. Click OK. 
 

7. Click SAVE AND CLOSE button (or press CTRL+S) to save the appointment before closing the browser 
window. 

 

CHANGE A RECURRENCE INTERVAL          
 

You can change the recurrence interval of an item as needed. You can also change a recurring item to a single occurrence 
by deleting its recurrence pattern. 
1. In Calendar, double-click the item to open it. When you are prompted by Outlook Web Access, click The Series.  
2. On the toolbar, click RECURRENCE. 
 
3. In Recurrence, make the appropriate changes to the recurrence pattern.  
 Note: To make the item non-recurring, select None under Recurrence Pattern. 
4. Click OK.  
5. Click SAVE AND CLOSE button to save appointments before closing the browser window.  
 

DELETE A RECURRENCE            
 
 

1. In Calendar, highlight the appointment, and click the DELETE button. 
2. Outlook Web Access prompts you to select one of the following options: DELETE OCCURRENCE OR DELETE 

SERIES. 
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