
 

 

ArchMail (www.archbalt.org/archmail) is a centrally hosted email system for the 

employees of the Archdiocese.  To simplify employee access multiple methods for 

accessing email have been established.  This guide identifies these methods and 

provides instruction on configuring and using them.  

 

The ArchMail system includes a state of the art SPAM filter that is continually updated 

to filter unwanted email.  On occasion the SPAM filter may identify legitimate items as 

SPAM and place them in your quarantined mailbox.  This guide includes instruction on 

how to access your SPAM quarantine mailbox to review and release desired messages.  

Quarantined messages will only be maintained for 14 days so users should establish 

habits that ensure legitimate messages are not lost. 

 

If you encounter difficulty or need further assistance the Archdiocesan help desk can be 

reached at (410) 547-5305, option 1. 

 

Email Access Methods: 

 

Webmail 

Webmail is a web based portal for accessing your email, calendar, and contacts from 

any computer that has an internet connection.  Webmail requires no configuration on 

the local computer and can be used in tandem with any other method for checking your 

ArchMail. 

 

POP3  

POP3 is a popular method for accessing mail that allows you to check your email by 

configuring an email client to retrieve your mail from the ArchMail system.  Popular 

clients include Outlook, Thunderbird, and Entourage.  POP3 allows the user to bring 

multiple email addresses together into one place minimizing the effort required.  POP3 

supports the movement of email only and will not synchronize calendars or contacts 

with the ArchMail system.  
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Outlook (web connected)  

The full version of Microsoft Outlook 2003 and 2007 can be configured to connect 

directly to the ArchMail system.  This method expands on basic email functionality and 

support advanced features such as access to the global address list and calendar 

sharing.  Configuring Outlook to in this manner results in additional internet traffic and 

should only be used by individuals with adequate internet speeds. 
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Introduction 

 

Did you know you can access your Archdiocesan email from any computer with an 

internet connection?  Microsoft Outlook Web Access (OWA) allows you to send and 

receive email, manage your calendar, and look up contacts.  In fact, OWA includes most 

of the same functionality as Microsoft Outlook. 

About this Guide 
 

This guide was developed to help employees of Central Services use available technology 

to assist their work when outside of the Catholic Center.  Specifically, it addresses 

common questions concerning Microsoft Outlook Web Access and the most frequently 

used functions. 

 

Please assist us in keeping this document current and correct.  If you find information that 

needs updating, please contact the Help Desk. 

 

In addition, we invite and encourage your feedback.  Future revisions will incorporate 

your suggestions for improvement. 

 

Microsoft Outlook Web Access (OWA) 

Requirements 

Microsoft Outlook Web Access (OWA) is a web-based application.  Any computer 

equipped with an internet browser (such as Microsoft Internet Explorer) and an active 

internet connection can run OWA.  For full functionality of the premium features in 

Outlook Web Access 2003, Microsoft Internet Explorer (IE) version 6.0 SP 1 or above is 

required. 

 

Note:   OWA will function with other Internet browsers such as Netscape or Firefox, but 

certain features will not necessarily be available.  Also, the appearance may differ 

from the screens shown in this guide. 
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Accessing OWA 
Use the following steps to access Outlook Web Access (OWA). 

1. Open your internet browser (program you use to access the internet – ex.: Internet 

Explorer). 

2. In the Address line of the browser window, type: 

webmail.archbalt.org 
 

 
 

3. Press the [Enter] key.  The browser displays the internet portal for Archdiocese 

of Baltimore hosted email. 
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4. Click the ARCHMAIL button. 

 

 
 

5. The OWA login window displays. 

In the User name field, enter your AOB email address. (ittest@archbalt.org) 

In the Password field, enter the password used to log in to your computer. 

Click OK. 

 

 
 

6. The system displays the Outlook Web Access Interface, discussed in the 

following section. 
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