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How to Check Email from Home or Off-Campus 
 

1.   Connect to the internet. 

2. In the address line type email.okcu.edu (note: without www) 

You will be taken to the screen below: 

 

3. Click on the words that say Employee Web access. (See blue arrow above).  You will be 
taken to the screen below. 
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4. Your domain is ocu and your OCU username is your first initial and your last name you 
MUST include the backslash (the backslash is located above the ENTER key on the 
keyboard).  Help: For instance, Sally Brown would log in as:  ocu\sbrown.  Faculty and staff 

usernames may also have a middle initial and/or a number in their username: ocu\sjbrown1.  For 

students, your username is typically everything before the @ in your my.okcu.edu email address: 
sjbrown3.stu@my.okcu.edu = username ocu\sjbrown3.stu. 

 

5. In the password box, type in the OCU password that is used to log into your desktop each 
day.  Help: You can change your password by logging into any on campus Windows computer, press 

CTRL+ALT+DELETE, and choose change password. 

 

6. Hit enter or click on the Log On button. 

 

7. You will be taken to your Inbox.  You may send and reply to messages as normal.  You can 
also access your calendar and email folders. 

 

8. Note in the lower right corner beneath your emails, the number of email items in your 
inbox.  To navigate to other pages of email you may have (old messages as well as new 
messages), simply click on the arrows. 

 

9. When you are finished, click on Log Off in the upper right hand corner. 
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