
 

 Outlook Procedures  
 

Accessing Outlook away from your desk  
 
Using Internet Explorer go to www.socc.edu. 
 

  

Click on the 

άFaculty & 

Staffέ link. 

http://www.socc.edu/


 
 
 
User name = ITTD\ followed by your username.  
Password = your network password (when you change your network password this will 
change automatically.)  
 

Click on 

ά²ŜōƳŀƛƭΦέ 

 



 
 
Viewing your Email Online 
  
Pop Up Blocker  
 
You will need to turn your pop up blocker off for this website to view your email. If you see a 
yellow bar across the top of your screen of your email, click on it and Select. ñPermanently Allow 
pop-us from this site.ò  
 

 
 
Once you are logged into Outlook you will see your inbox. Click on ñInboxò if you do not see email 
when you first login.  



 
 
There are five sections of your Inbox.  
1. ToolbarðShows the Icons needed for using email.  

 
 

= Create new emails, contacts, folders, and calendar entries.  

 

= move an email to a folder  

= delete  

= Reply  

= Reply to All  

= Forward  

= Show/Hide Reading Pane  

= Check for new Messages  

= Search (Email, folders, Calendars)  

= Address Book  

= Help  



 
2. Foldersðyou can separate our email into various folders when important.  

 
 
Create a new folder by clicking on ñNewòČòFolder.ò  
 

 
 
3. Your InboxðLists the email you have received. Double Click on a message to view the 

entire email in a separate window.  
 

 
 



4. The navigation toolbarðto move from your inbox to your calendar to your contacts.  
 

 
 
5. The Reading Pane- Displays the text of the email you have selected in your inbox.  
 

 
 

 
 
Personalizing your email account  
 

You can move the reading 

pane by clicking the reading 

pane icon. 



 
 
Creating an Out of the office response  
 

 
 
Messaging Options  
Signature  
 

 

Click on Options to 

personalize your email 

account. 

Click on I am currently 

out of the office 

Enter the automated 

response you would like 

sent when you receive an 

email. 

/ƭƛŎƪ ƻƴ ά!ǳǘƻƳŀǘƛŎŀƭƭȅ 

include my signature on 

outgoing messages.έ 

/ƭƛŎƪ ά9Řƛǘ {ƛƎƴŀǘǳǊŜΦέ 



 
 
Font  
 

 
 

Click Save 

and Close 

Enter your signature 

information 

/ƭƛŎƪ ά/ƘƻƻǎŜ 

CƻƴǘΧέ 


