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SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS 

 

MS OUTLOOK WEB ACCESS 
 

Purpose 
This handout goes over the basics with SASD’s MS Outlook from the web.   

 

Please note that this procedure has been updated for Outlook Web 2010. 

 

When to Use Web Access? 
 

 All SASD students will access their email using MS Outlook from the web.   

 Teachers and staff will use this procedure when they are not using a teacher or staff PC or 

at home (outside of SASD). 

 

How do I log into MS Outlook from the Web? 
 

Please go to the SASD Home Page (www.sayresd.org)  

 

  
 

http://www.sayresd.org/
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Click on E-Mail link under Quick Links 

 

After clicking on this link you will be taken to the following page. 

 
 

 

 

Click on the SASD Email link for Experienced Users – the following screen will appear: 
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Select “This is a public or shared computer” 

 

Enter your User name and your Password  
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Click “Sign in” 

 

 

You will now be in Outlook (see the following sample screen) 

 
 

Sample 

Student 

Username 
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How do I reply to an existing email? 
 

It’s pretty simple: 

 

 
 
Select the email you wish to reply to  

 
 
In the right hand column notice the message 
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Now if you wish to just reply to the original sender, just click on the  icon.  If you wish to 

reply to everyone that this email was sent to, just click on the  icon.  See the following 

example: 
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Please note that I clicked once in the beginning of the email and then pressed enter.  I then began 

typing in my reply. 

 

Lastly, just click on the  button 
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How do I compose a new email? 
 

Just follow these steps: 

 
 
Click on “New” 

 
 
Begin typing part of the persons name in the To address field 

 
 
You may have multiple names listed after clicking on the Check Names button – just select the 

desired name. 
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Now you can enter your Subject and your message – when complete – click on send 
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How do I log off from Outlook? 
 

Just click on the “sign out” button 

 

 
 

 

 

 

 

Select Close Window 

 


