Outlook Web Access Instructions


Follow the instructions below to log into your e-mail using Outlook Web Access (over the Internet).

1.
In Microsoft Internet Explorer, type the URL of the Microsoft Exchange server, https://eis.army.mil/exchange, and click Go.  Notice, we did not use “www”.

2.
You will be prompted for a logon.  Enter your username as you would while at EIS and press enter.

3.
A new window will appear with two lines asking you once again for your username and password.  This time put in “eis\username”.  Type your password into the password box.  Please use proper case, as passwords are case-sensitive.  Click OK. You should now be looking at your e-mail.

** If the window that pops up has three lines instead of two, with a separate entry for Domain, then do NOT include the “eis\” before your username.  Instead type EIS on the line for domain.

4.
If at this point, you aren’t looking at your new mail, but instead get an error to the effect of “OWA was unable to get to your inbox”, you will need to call the Helpdesk (806-4610) and have them assist you with the problem.      

Changing EIS password through Outlook Web


Also, for those of you off-site when your password expires, you can now change your EIS domain password through Outlook Web Access without a call to the Helpdesk.  Follow the instructions below in order to change your password remotely.

1.
Log into Outlook Web Access as normal (see above).

2.
On the left portion of your screen, click “Options”.  Another window will open up.

3.
In the new window, find and click the “Change Password” button.  Yet another window will pop up.

4.
In the newest window, change the domain from “EIS-MAIL” to “EIS”
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5.
Enter your current password on the line that says “Old Password”.

6.
Enter your new password on the line which says “New Password” (you will have to type it twice).  Click OK and you are done. 

