OUTLOOK CLIENT vs. WEBMAIL
What is the difference between the ‘Outlook Client’ and ‘Webmail’?

When you are logged onto your computer at work with your personal login, you can use the Outlook client. In order to access YOUR email, you need to log onto the computer with your personal login.  When you are logged on as you, you are able to use the Outlook client.  You can view/send email, view your calendar, create appointments, view your folders and create tasks.  By using the client, you are also able to view other people’s calendars and mailboxes (if you have been granted permission), and use the Scheduling Assistant/Plan a Meeting (busy search) to schedule meetings.

If you are off-campus or want to view your email from someone else’s computer, you need to use Outlook Web Access aka webmail or also called OWA.  When using webmail, you can view/send email, view your calendar, create appointments, view your folders and create tasks.  However, with webmail you do not have access to view other people’s calendars or mailboxes.  You can NOT set up permission levels or delegates via webmail.

Signatures that you create in the Outlook client are stored on the computer where you create them.  For example, if you are in the KCELT lab and login onto the computer as yourself and create a signature, that signature will not appear in your Outlook client when you return to your office computer.  In addition, the signature in the client does not appear in webmail.  You will need to recreate a signature in webmail.  Click on Options.  Then click on Message Options.

The chart below compares the features of Outlook client vs. webmail.

	
	Client
	Webmail

	View/create email
	X
	X

	View your calendar
	X
	X

	Create appointments or tasks
	X
	X

	View folders and content
	X
	X

	View other people’s calendars
	X
	

	Use Scheduling Assistant/Plan a Meeting
	X
	

	Grant permissions or delegate access
	X
	

	Can only be accessed from the Kirkwood network with your personal login
	X
	X

	Can access from any computer with Internet access
	
	X


