
•The default selection is Right for the Reading Pane.

•If you click Bottom it will put the list of emails above 
with the Reading Pane below.

•If you click Off then Reading Pane closes.

Click to Hide Folders

Click to 
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the button bar

Reading 
Pane

•Click the Options button to set configurations 
within Outlook Web Access (OWA).

•An example of one of the options available is 
changing the Appearance (color scheme).

•Whichever options you choose, be sure to click 
the Save and Close button listed at the top.

Each View will list the emails 
differently.  The name of the 
View chosen is displayed for 
whichever View you select.

Click to Show Folders

Configuration Options for Outlook Web Access (OWA)


