Initial Outlook Web App (OWA) Setup
Guide
for Waseda Mail (for faculty and staff)

Revision History

. : Reason for - .
Revision Date Version - Revision Location(s)
Revision
Created first
2017/07/10 Ver. 1 . Created first version
version
Add About how to respond when the region and time

2017/09/26 Ver. 1.1 . . . . .
infomation | zone screen setting screen is not displayed




Contents

1 First login settings (display language and time zZone SEttiNGS) .......cviieiiiiiiiiiiiie e
2 MOdifying YOUF INILIAI SETHNGS .....vvieieieeeiiii ettt e et et e e sn e e e s b et e e sne e e e s nnreeesannreeens
3 (07] o] ¢= Tox ST L= T TP PP PP PP PPPPPRTOP



1 First login settings (display language and time zone settings)

1-1 After logging into your MyWaseda account, click [Waseda Mail] under [Email] on the [Home] pane.
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1-2. if you wish to access your email without using MyWaseda, access
https://outlook.office365.com/waseda.jp.
On the authentication page, enter your Waseda ID and MyWaseda login password and then click [Login].
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Entry / selection fields

Field Setting
Login ID Your WasedalD
Password Your MyWaseda login password



https://outlook.office365.com/waseda.jp

1-3 Select your display language and time zone and then click [fR7E].

4 Outlook

| EEETEES) ]

| 512 - msER |

Entry / selection fields

Field Setting
Language language of your choice
(UTC +9:00) KK, LI, JFE or another time zone of your choice
Time zone Unless you have a special reason, please select [(UTC+09:00)k
B, FLIR, TR,

* |f this screen does not appeatr, please refer to the next chapter and correct display
language and time zone settings.



2 Modifying your initial settings
Follow the steps below if you wish to check or modify your initial display language and time zone settings.

2-1 Click the [E%E %] icon at the top right of the top page and then click [* — /L] under {EAR7 71 D%

7] at the bottom of the settings menu.
Note: You may have to scroll to the bottom of the menu depending on your computer.
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2-2 Click [£i&] > [thigi & & 14 LY — ). After checking / modifying the settings, click [{R#7F] .
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3 Contact us

If you experience problems with this setup, please contact us at the following address.
Waseda Mail Contact Office

IT Help Desk
Email: waseda-net@list.waseda.jp
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