Accessing e-mail in the cloud

Webmail can be accessed from anywhere in the world by typing http://www.sun.ac.za/webmail into
your browser, whether you use Internet Explorer, Chrome, Mozilla Firefox, Opera, Safari, etc.

Webmail has more or less the same functions and interface as the Outlook client.

Different links are available for Stellenbosch Campus, Bellville Park Campus, Tygerberg Campus and
Office 365 Cloud users.

Stellenbosch University Back to SU Home page

OUTLOOK WEB E-POS | OUTLOOK WEBMAIL

5 STELLENBOSCH CAMPUS
Stellenbosch staff

“ BELLVILLE PARK CAMPUS
USB staff and students

s TYGERBERG CAMPUS
Tygerberg staff

& OFFICE 365 CLOUD USERS*
Students

Unsure whether your e-mail is hosted on the cloud or locally? Find out here.

* ACCESS OFFICE 365 CLOUD SERVICES FOR STUDENTS (https://portal.office.com)
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http://www.sun.ac.za/webmail

1. Enter yourusername@sun.ac.za

1] Office 365

Work or school account

yourusername@sun.ac.za

Password

[ Keep me signed in

# i -

Can't access your account?

2. The page will change to the Stellenbosch University sign in page once you have filled in your
e-mail address and then you can enter your password.

UNIVERSITEIT
STELLENBOSCH
§ UNIVERSITY

Sign in with your work or school account

yourusername@sun.ac.za

|bassword

[[]Keep me signed in

Can't access your account?
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3. The first time you sign in you will have to save your Language and Time Zone.

4 Outlook

Choose your preferred d SillE:. |E"|;1L-E§1§ ana nome time Zone Delow.

|English_(50ulh Africa)

Time zone
(UTC+02:00) Harare, Pretoria

(® Save

4. Once saved, your mailbox will open.

4 Outlook

Opening your mailbox...
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5. After the details are submitted and the profile has been loaded, your mailbox will display as
follows:

Office 365 Qutlook

Search Mail and People 0O @ New | v

A~ Folders |ﬂbO}( All w

6. Select the More option under the Folders menu to expand your folder structure as it
displays in Outlook.
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Office 365 Outlook

Search Mail and People O @® New | v

(© Folders Inbox All v

Favorites Yesterday .

~ Inbox
Important
test folder
Drafts 4
Sent ltems
Deleted Items 17
AntiVirus Sympa

Conversation History

Junk Email 3
Notes 12
quarantine

v RSS Subscriptions
Trash

7. To access Calendar and People, select the menu at the top left corner.

=== Office 365 Outlook

-'- &
Calendar People OneDrive

8. Your Calendar will display as follows:
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Office 365 Outlook

L Search Calendar (® New | ¥ B Addcalendar v ) Sharev & Print
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Monday Tuesday Wednesda Thursday Friday Saturday  Sunday

Jull 2 3
4 5 6 7 & 9 10
11 12 13 14 15 16 17
18 19 20“22 23 24
4 5 6 7 8 9 0
25 26 27 28 29 30 A
On Leave - generated
A My calendars A ~ ~ o )
1 2 3 14 15 16 7

. Calendar
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