
Introducing Outlook Web App 2010! 

Information Services is upgrading the MCCG web-based e-mail known today as Outlook Web Access. 

While most of the changes will take place in the background, there will be some visible changes that we 
want to make you aware of.  This upgrade is for all users who access Outlook Web Access through the 

MCCG Applications icon, as shown in the example below. 

 

 

What Does This Mean For Me? 

Currently, we have one icon for Outlook Web Access as shown above.  As the migration of all personal e-
mail accounts takes place, and keep in mind that this means thousands of e-mail accounts that will take 
approximately 9-12 months to complete, your personal e-mail account will eventually move from the 
current system, known as Outlook Web Access 2003 to the new system, Outlook Web App 2010.  
Please keep in mind that these are background changes that require no action on your part. 

How Will I Know When My Account Has Been Moved? 

Mailboxes are being moved everyday, and it’s a gradual, time-consuming process to move them.  
There’s no set-in-stone method for selecting the number of accounts to be moved on any given day.  
Sometimes they can be departmental, sometimes they’re selected based on size, (some people have 
more e-mail than others!) and that means there won’t be notifications sent out that your personal e-
mail account will be moved that day.  So, the best way to know is to simply login to your e-mail.  Right 
now, you’re using the Outlook Web Access 2003 icon, and for now, continue to do so.   

 

 



Your e-mail will open, and off you go!  Once your personal e-mail account has been moved to the new 
system, the Outlook Web Access 2003 icon will not work, and you will encounter a screen like this: 

 

This is how you know that your e-mail has been moved to the new system, and that means it’s time to 
start using the new icon, Outlook Web App 2010, as shown in the example below. 

 

  



When you open Outlook Web App 2010, you will notice an updated look and feel to your mailbox.  
Outlook Web App 2010 delivers a rich, familiar web-based e-mail experience that will enable you to 
work efficiently and effectively without the need for re-training yourself.  Your folders, contacts, and 
calendar events will move along with your Inbox, so everything will be there, ready to use. 

 

 

What Happens After All e-Mail Accounts Have Been Moved to the New System? 

For the next 9-12 months, both the Outlook Web Access 2003 and Outlook Web App 2010 icons will 
appear when you login to MCCG Applications.  Simply use the one that works for you.  After all e-mail 
accounts have been moved to Outlook Web App 2010, the Outlook Web Access 2003 icon will no 
longer appear.  We appreciate your patience as this important system migration takes place, and as 
always, if you have any questions, call the Information Services Help Desk at extension 37272. 

 

We hope you enjoy Outlook Web App 2010!  



 

Introducing Microsoft Office 2007! 
 

Beginning this week, Information Services will be upgrading Microsoft Office from 2003 to 2007, and we 
want to inform you of what to expect once the upgrade is complete.  The upgrade is ONLY for users who 

access Microsoft Office through the MCCG Applications icon, as shown in the example below. 

 

Microsoft Office 2007 gives you updated versions of the office productivity software you use every day, 
featuring applications like Word, Excel, PowerPoint, and Access.   With this update, we wanted to 
highlight a couple of changes that you will see: 

 

1. Creating and Saving files in Office 2007 
 

In previous versions of Microsoft Office (97-2003), Word documents were saved with a filename such as: 
“document.doc”, where the “.doc” is the filename extension.  Filename extensions identify certain 
types of files so that your computer knows what to do with them.  Another example is Excel 
spreadsheets.  In previous versions of Excel, spreadsheets were saved with a filename such as 
“sheet1.xls”, where the “.xls”. is the filename extension.  Microsoft Office 2007 creates and saves files 
with new filename extensions.  For example, Word documents are saved as a “.docx”, rather than a 
“.doc”, and Excel spreadsheets are saved as a “.xlsx”, rather than a “.xls”.  This change means that new 
documents will be saved with the new filename format, as shown in the example below. 
 

 



 
 
 

If you need to save your document to be compatible with the previous versions of Word, Excel, etc., you 
can do so by clicking on the “Save as type” dropdown list and selecting the type of file you want to save.  
For example, in Word, select “Word 97-2003 Document (.doc)”, as shown in the example below. 
In Excel, select “Excel 97-2003 Workbook (.xls)”. 
 

 
 



 
2. Saving and Storing Your Documents on the MCCG Network 

After you create a document, it’s important to save it, and saving your documents on the MCCG network 
ensures that they’re readily available anytime you need them.  When you save your documents to the 
MCCG network, they are backed up and protected, which is good insurance in case your computer ever 
crashes!  Virtually everyone who accesses the MCCG network has a personal directory, known as your 
“H” drive (“H” stands for home).  Your “H” drive is where all documents and files should be saved, and is 
a place on the network where only you have access.  To find out if you have an ”H” drive, open a Word 
document, click the dropdown and look for your “H” drive, as shown in the example below. 

 

 

If you find that you do not have an “H” drive, call the Information Services Help Desk at extension 37272 
and one will be created one for you.  Take this opportunity to move any previously saved files that are 
on your computers local drive, known as the “C” drive to your “H” drive. 

 

We hope you enjoy Microsoft Office 2007! 

 


