Retrieving Documents from Network
Shares using Outlook Web Access

Connect to Microsoft Outlook Web Access using the following link http://mail.stir.ac.uk and log on
using your normal network username and password.
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Select Documents at the bottom left of the navigation pane and then click Open Location toward
the top left of the pane.
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Click Open Location to start.

Type the address of the Windows SharePoint Services server or
Windows file share to open:
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In the Open Location dialogue box type in the location of the network share where the files reside. In
the example the share WINAPPS is located on server NESS, therefor type in the location
\\NESS\WINAPPS, and then select Open.
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The list of folders in this location will then be displayed in the main window and you can navigate to
the folder then the files you wish to retrieve. You can add the location to your favorites list for future
use by selecting Add to Favorites. This can be done while at your office PC and they will be available
when you use Outlook Web Access from home.
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To establish which network shares you normally have access to you can open My Computer on your
office PC and the location will be detailed alongside the drive letter of the share. In the following
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To open this location you would type \\ness\is\faults in the Open Location dialogue box.
You can only open network shares that you have permissions for.




