
Email and calendar in 
Outlook Web Access 

OWA Information Deck 



With Office 365, you still have access to your email and calendar on the web 
using Outlook Web Access (OWA). 

In this information deck, we focus on things you can do in Outlook Web 
Access, with some exciting improvements! 



View your 
email 
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calendar 

Change your 
theme 

Set up 
automatic 
replies 
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Search 



With Outlook Web Access, you can view your email and calendar on any web browser, 
however  

• Our current OWA link will change from https://exchange.geneva.edu/owa to a new 
link since our mail servers are now in the Microsoft Data Center(s). 

• For Students, your link will change from https://webmail.geneva.edu to a new link 
since our mail servers are now in the Microsoft Data Center(s).  No more Squirrel 
Mail!! Yeah! 

https://exchange.geneva.edu/owa
https://webmail.geneva.edu/




OWA provides browser based access to your calendar.  Your calendar will remain up to 
date across all your devices where you’re using Office 365. 





You can easily change the theme you use for Office 365 OWA. Choose from a wide 
variety of colors and patterns to make Office 365 your own. 





You can set up automatic replies to let people know when you’re unavailable (even if you 
are off campus!). You can specify a time range for your automatic replies, and even 
specify different messages for different groups all from your internet browser! 





Use your calendar to stay organized by having your meetings and appointments in one 
place, available across all your devices. In just a few clicks (or taps), you can set up a 
meeting with someone or an appointment for yourself, and get reminders ahead of time 
so you don't miss anything.  





There are multiple ways to search for your email messages, people or calendar items. 
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