'—_ﬂ E-mail Quick Start using Outlook Web Application (OWA)

Signing In
e Point your browser to: mail.glendale.edu Microsoft- 1
e Select either private or public computer. If you are the only person who has access Outlook'Web App

to the computer it is private. With the private version, the system will allow a
longer period of inactivity before signing you out.

e Leave the box next to “Use the light version...” unchecked unless you are visually Security (show explanation )
impaired or are using a very old version of your browser. () This is a public or shared computer
e User name: Enter your email address. ©®  This is a private computer

e Password: Enter your password. I o

[0 use the light version of Outlook Web App

Some basics: User name: |jsmith

1. E-mail and calendar are completely integrated. A meeting invitation will generate Password: |[esmsseses
an e-mail that appears in your inbox and displays on your calendar.

2. Right clicking (Control click on a Mac) will often display a menu that contains the

action you are looking for. Connected to Microsoft Exchange
3. Moving your mouse over an icon will display the icon’s function. @ 2010 Microsoft Corporation. Al rights reserved.
4. Icons without a down-arrow next to them do only one thing. There is no drop-down

menu.

5. Clicking on an icon or title can produce something different than when you click on the down arrow next to it. For example clicking on New in the
menu bar will bring up the form to create a new e-mail. However clicking on the down arrow to its right will display a list of options.

6. Arrows pointing to the right are used to expand and collapse lists. In the example to the right, the solid arrow
shows that Ann Beebe’s list of files is expanded, but the Inbox folder is collapsed. 4 Ann EEE':IE

7. Always click the Save button, when you have entered some text in an e-mail, contact or appointment.

8. Don’t be afraid to try something, you can’t break it. Try opening one of the Help videos in a separate browser [ E Inbox IIEIII
window and follow along. The User Guides and videos can be found at: GCC Exchange Project Training Site or

. “ulxn . .
clickonthe ¢ toview the online help.

9. Clicking on the Address Book will display the district address book with all contact information. Entering a name in “Find Someone” next to it, will
allow you search for a specific person.
10. Use the following key combinations to Copy — Ctrl C, to Cut — Ctrl X, and to Paste — Ctrl V. They can be used with Text or e-mail addresses.
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The e-mail screen:

-2 Eﬂ Search Folders

Reminders View original message
23 meeting 3:30pm test 44
Friday, May 18, 2012 400 PM of IR Cldest on Top
conference room ¢ overdue
3 testing OWA Meeting 3 Expand Al
Tuesday, May 15, 2012 4:00 PM Pt coll I
LC-104 overdue ollapsze A
#8 we're having a meeting! ':{
Dismiss all Cpen itern | Dismiss
= Ed Reply Al
5 minutes v Snooze
# of Reminders B Forward
Outlook Web App signout Ann Beebe = - Lﬂa Forward as Attachment
Mail > Inbox 23 Items m B8 Find someone Options @ - arég;:ges B4 mark as Unread
Folders 4 Favorites Mew -~ Delete - Move ~  Filter ~  View -
3 Inbox (9 . Saarch Entra Mailbox T Options @_ |
E l;:nrfi::::“l = “ B o Comarmtions by Date = Newast on To; setfutomatic Repliss. Create Ru 2
Wednesday lunk E-Mail *
2 Ann Beebe P14 testing scheduling Ereate an Inbox Rule. @
an Microsoft Outlook W See All Options..,
4 [ Inbox (9) &
Personal 2 Play _ X Delete
folders — | 03 Work hianday _ Select a Theme _
I #) I'd like to share my calendar -- group calendar with you Dy < ﬁ Igrmre Conversation
(1A Drafts 2] Ann Beebe Md l:l e £
E SentItems 2 2
J Deleted Items (2) = ie::ion: . s g . - EEi Maove to Folder..,
; o 4 . X!
o Jurk E-had I'd like to share my calendar -- group calendar with you 5 Copy to Folder..
lad Motes Reply to Reply

Sender to All Forward
« = Ann Beebe B Actions -

COpen Delivery Report
Attachments p I"_'," F'

4 Contact List To: @ &nn Beebe; (7 Adam Barr Erian Johnson
» Other Contacts

Add contact...

£ Mail

Actions Menu

Inbow, Sent fhems Monday, May 14, 2002 4.51 P

- &nn Beebe has invited you to view his or her calendar. Click Add to add the calendar.

Navigation buttons: Preview of slected e-mail.

ﬁ Calendar Ann Beebe - group calendar
: Microsoft Exchange Calendar
l;l Contacts Add This Calendar

z Tasks

Ann has 29 items in her inbox, 9 of which are unread.
She has saved 2 drafis and deleted 2 items that are still available for retrieval.
She has created 2 private folder, Work and Play
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OWA - E-Mail Menus 3

ew~ Delete~ Move~ Filter~ View

C View -

-

EE Message

Group by Conversations

This view groups all messages with the same
subject together into one item and helps you
keep track of eweryone’s replies,

B Meeting Request « Use Conversations

See more Conversation options..,

Reading Pane

] I Blue Category ¥ Right
Bottom
/ Show items in this folder that are: [l I Eredy Latenany Off
T - [0 | orange category
elete g
ccd to me 0 | purple Category Clicking on M
B Ignore Conversation Unread O | red Category displays a New Message form
Yellow Catego 5t

O ﬂ L Clicking on

/ Categony
= From: ¢

deletes the highlighted e-mail

'Ml:ive:q Enter an e-mail address or,
e to find a name, enter the Clicking on Move, Filter or
' Flagged : '
& Move to Folder... mi name and press ENTER. | View displays the drop-dowm
& copyto Folder... High Importance menus
: Attachments

All Users

Apply Cancel

Adam Barr
; Conference Room - SE

Click nnE{ to display drop-down menu

Claire O'Donnell

Evgeny Kulilkow

chedidkam@fhda.edu
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New Message Forms

E-mail Quick Start using Outlook Web Application (OWA)

Button

Description

Icons at the top of the form are explained in the table to the right.
Type in part of the name and click the “Check Names” icon at the top of

Send

Sends the message to the recipients.

the screen. A list of matches will display for you to select from.
Another option is to click on To... or Cc... to open the address books.

Saves the message in the Drafts folder but doesn't send the
message.

To add a signature, go to the main screen, click on Options/See All

d
0

Attaches a file to the message. For more information about how
to attach files, see Working with Attachments.

Options/Settings/Mail.
To get to Bcg, click on To or Cc and you will see the field at the bottom of
the screen. Use Options to determine if you want Bcc displayed.

&

Insert a picture into the message

When entering several e-mail addresses, they are separated by a “;”

Opens the Address Book to look up recipient names.

(semicolon).

¥2) Untitled Message - Mozilla Firefox ;lglll

(3 13, ———

Checks the names of the message recipients in the Address Book
or in your Contacts folder. This can be used in place of opening
the district address book.

3 ¥ 3 & B- oOptons.

Send [ 8,

Subject:

Tahoma

Sets the importance of the message to High.

Used to print message. Appears on received and sent messages
only.

Replying & Forwarding Messages

Right-click on the item in the inbox or

Use purple and blue arrows at top of preview reading panel or message or
Select from Action Menu in reading panel.

T [ll @« @O A& rdions-
Reply t& sender Forward
Repiy to all

* Firefox browsers have a built in Spell-checker. It must be turned on to function.
If as you type. If misspelled words are not underlined in red and a right click does
not provide a list of correctly spelled words, do the following: Go to the browser

menu Tools/Options/Advanced and select the General tab. Under Browsing, check the last box — “Check my spelling as | type”.

Sets the importance of the message to Low.

Adds a signature at the end of the message. For more
information about signatures, see Add a Signature. You have to
create a signature before this button will do anything.

¢ e d-<-FE

Checks spelling in the text of the message. For more information
about how to check spelling, see Learn About Spelling. Firefox
uses context Spell Checking*

Options Displays the Message Options dialog box. For more information
about message options, see Set Message Options.
Message Sets the format of the message to HTML or Plain text. For more
Format list information about how to set format, see Format Messages.
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http://help.outlook.com/en-US/140/bb899471.aspx
http://help.outlook.com/en-US/140/bb899516.aspx
http://help.outlook.com/en-US/140/bb899510.aspx
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Folders
e Folders are always displayed on left side of the screen. B 5
e The content of a folder is listed to the right when the folder is highlighted. QOutlook Web App
e You can set the Reading Panel for each folder using the drop-down View menu.
e Use Collapse/Expand buttons to the left of any item with sub-items or sub-folders Mail > Inbox 26 Items

To add a sub-folder, highlight the main folder and Right-click (Control-click on a Mac).

Select Create New Folder. You will then see the folder and able to name it. 4 Favorites Mew - Delete -
e The right-click pop-up menu allows you to do all sorts of things with your folders. =] Inbox (7) SEEBIEE
Folder Right-click Menu LG Unread Mail (73 : :
B3 SentIems Sl' List of items
B Reply B o Last Week
= Reply All G 4 Ann Beebe * L+ testing scheduli
k% Forward Cpen in Mew Window 4 [ Inbox (T} Micrasoft Outlool
s [d Budget _
@ chat ‘&3 Move Folder.. B3 Play © /| I'd like to share
Ann Beehe
Lﬁ Forward as Attachment = Copy Folder.. 3 WWork
£ = test 10.7
B Mark as Unread X Delete L2 Drafts [4] Adam Barr
ﬁ G Renarme (= SentIterns
reate Rule.., 3 .
o e — & Deleted Items (2) o) r;;:;%jgwa B
Junk E-Mail r o Favarites
d |
i L@ Junk E-Mail Ann Beebe
X Delete [ Create Mew Folder.. I ] Notes To: [# &nn Eeebe;
E Ignore Conversation Mark All as Read A L:j] Search Folders Inboe, Sent fhams
(&3 Move to Folder... & Empty Folder LG Unread Mail (7} - &nn Beebe has invi
[ Copy to Folder.. _
» Contact List
935 Open Delivery Report Hh A'f"" Beehe
Microsoft £

Add This Calendar

Right-click menu when item in folder is highlighted.
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Lessons Learned
Now that we have been working with OWA, we have discovered several things that will make your move to OWA a little easier: 6

e The four most powerful tips:
1. Right-click to display contextual menus (read page 1 of this document).

2. Mouse Over to display icon description (again page 1 of this document).
F|
3. Expanded and Collapsed s folders indicated by black and clear arrows (again page 1 of this document).

4. Check Names 9‘--/'to find an address in both district directory and your personal contacts (page 4 of this document).
e Rather than pasting e-mail addresses from Eudora/Thunderbird, etc. directly into a message, create a group and paste them into the Members
box and click on Add to Group button. See page 5 of the Contacts Quick Start Guide, found at GCC Exchange Project Training Site, for information

on creating groups. Pasting directly into a message can lead to unpredictable results.

® When entering several e-mail addresses, they are separated by a ”;" (semicolon). The backspace key on the keyboard can also be used to enter a

“.,n
' L]
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