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4“1 Calendar Quick Start using Outlook Web Application (OWA)

g N i N g I N Microsoft*

Point your browser to: mail.glendale.edu OUtIDOk.WEb App 1

Select either private or public computer. If you are the only person who has access
to the computer it is private. With the private version, the system will allow a longer
period of inactivity before signing you out.

Leave the box next to “User light version...” unchecked unless you are visually O Thisis a public or shared computer

impaired or are using a very old version of your browser. |~ — 7" O
User name: Enter your email name (e.g. jsmith, not jsmith@glendale.edu ). this computer complies with your organization's
Password: Enter your password. security polig

[0 Use the light version of Outlook Web App

Security { show explanation )

User name: |jsmith
E-mail and calendar are completely integrated. A meeting invitation will generate

an e-mail that appears in your inbox and displays on your calendar. Password: |eesssssss
Right clicking (Control click on a Mac) will often display a menu that contains the
action you are looking for.

Moving your mouse over an icon will display the icon’s function. Connected to Microsoft Exchange

. . . © 2010 Micrasoft Corporation. All ights reserved.
Icons without a down-arrow next to them do only one thing. There is no drop-down e e
menu.

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.

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.

IH 4 pnn Beebe

Always click the Save button, when you have entered some text in an e-mail, contact or appointment. [+ E Inbox (9}
Don't be afraid to try something, you can’t break it. Try opening one of the Help videos in a separate browser window

wu=7
and follow along. The User Guides and videos can be found at: GCC Exchange Project Training Site or click on the ? to view the online help.

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.

Appointments are meetings only involving the user (i.e. Dentist appointment) and become a Meeting when people are invited. Any appointment can
be modified to invite attendees. Events are “All day events” and create banners at the top of the day(s) selected.

Use the following key combinations to Copy — Ctrl C, Cut — Ctrl X, and Paste — Ctrl V. They can be used with Text or e-mail addresses.

Glendale Community College May 28, 2013


http://mail.glendale.edu/
http://www.glendale.edu/index.aspx?page=5953

=
4‘ Calendar Quick Start using Outlook Web Application (OWA)

The Calendar Screen:to display click Calendar navigation button in the lower left corner of the screen.
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e My Calendars and People’s Calendars that are checked will display side by side using the selected view. Above we are displaying one calendar
using the monthly view.

Moving your mouse over a calendar entry will display the details of the item and double clicking it will open the appointment.

Right-clicking (control click on a Mac) will display a menu of options for selected event such as print, reply, etc.

You can view your calendar(s) one day, one work week, one full week or one month at a time.

You can move items on your calendar from one day to another or change the time on a day. The system will ask if you want to send an e-mail to
notify everyone involved and do it for you.
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Calendar Menus:
e C(Clicking on New will display

Share =

Calendar Quick Start using Outlook Web Application (OWA)

Right-click 3

. | Mew+ View -
the New Appointment form. - Open
L. . ) ﬁ Add Calendar.., Read p
e Clicking on Share and View B8 Appointment eading Fane | @ Print
will display the drop-down 24 share This Calendar. . + Right
menu ¥ Meeting Request . o & Forward .
: a3 Change Sharing Permissions.., Off
e  Sharing your calendar is the Ilﬁ Message 4 Private
same as “proxy” in Meeting @ Publish This Calendar to Internet... o e P
Maker. 43 Change Publishing Settings.. = e
e Share/Add Calendar to view & Move To.. g
another calendar. show Calendar URL.., % Delete ¥ Busy
e Note the Delete button does — T Away
not have a down arrow.
Clicking it will delete the item you have high-lighted.
e The Print button is used to print your calendar by the month, week, day -5
or appointment. It also allows you to print the complete agenda and in — € -
the case of the appointment and day versions, a place on the page for send @i B OO L B4 B.&mwm ¥ (7]
notes. Appomtment | Scheduling Assistant
To.. Coriference B m - Sk & m Harr;
Creating a Meeting/Appointment: Optional. | ANl Project Managers;
You have several options: RESOUrCES..
e Click New to display the blank Appointment form and then Add Subject: TR R———
Invitees at top of form ; 2
Location: Confarenca Room - BE [ Request a response to this myitabion
e Select Appointment or Meeting Request from the drop-down menu _
e Double-click on the calendar when you want the meeting to take merioer (/A0 S LU00M S LTy mient
place End time: Fri 525 2012 ™| [12:00 P b
° Right—click F Remirder: |15 minutes X Shaw tirme as: .-;iu-;_-f b [C] Privide
Icons at the top of the forms are explained in the table on the next page on Tahoma Mo BE ID SE®dE ¥4 v
the right. Move your mouse over the icon to display its’ name. In some This I the final mesting before the schackls i cast In sione =
cases such as the recurring meeting circular arrows, clicking an icon results e
H _ L Listof o b ided by Ada
ina pop Up form' . !::I nff{i:'ﬁﬂfﬁ.mn: E:I:fh‘c rri.'.r.--lrllj-cd h;:n.ﬁ.rm
3. Assign n_eepmsba person for each home game for:
Checking the “All day event” box creates an Event. It adds a Banner to the ; g’ﬂsﬁem stared
day or days requested. You can then select how to show the time for all S
day event: Free, Tentative, Busy or Away. _ 5 Halftame show
4. Schedue next meeting .ﬂ
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New Meeting Form

Untitled Meeting - Mozilla Firefox

;_-[[] 1_&’?1_’@?“

Calendar Quick Start using Outlook Web Application (OWA)

Button

Description

Send

Sends the message to the recipients.

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

=
1l

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

(5

Used to insert a picture in to the text area.

Click to set up repeating meetings

On Appointment form — used to add Invitees to
meeting

Checks the names of the message recipients in
the Address Book or in your Contacts folder. For
more information about how to resolve names,
see Add or Remove Recipients.

send @ 0 W O R 't & M- &[hm v [7]
: : HTRAL
Appointment | Scheduling Assistant P
™. T
Ophional..
Resources... canference Room - SE'
Subject:
Location Conference Room - SE [ Reguest a response to this imitation
Strttme:  [Sun5/20/2012 M| [100PM | [T Al Gay event
Endtime;  |Sun 5/20/2012 ¥| | 2:00PM v
¥ Reminder: 15 rrinutes ‘;'._, Shonw time as ..Buf,:,r v| [T Private
Tahama wiow B T U i i w. A F Fre
| “Tentative
Enter Agenda for meeting baing schedulied Wausy
Erway
Adding Invites
o Type first letter of first or last name to see list of people to choose from
e C(Click on the To..., Optional..., or Resources... link to display address book
e You must go to the address book to add a Bcc
L. Address Book
recipient
e The district Address book includes: 1 Defautt Global Addr-
0 E-mails for all district employees @ All Rooms
0 Distribution Lists Hide other address hsts &
. . . |
Y(?ur peréonal list of c9ntacts can be displayed B inan \
e C(Click OK in the lower right hand corner to close the
- @ Al contacts |
address book i =

Contacts

4 Wy Contacts

. B Contacts
Glendale Community College

Cancels the meeting.

Ll
:- o
el B
g Sets the importance of the message to High.
L
‘u Sets the importance of the message to Low.
[ || Applies a category to the meeting. For more
@ ¥ | information about Categories, see Apply a
Category.
@ Sends the item to a printer.
Message Sets the format of the message to HTML or Plain
Format text. For more information about how to set
list format, see Format Messages.
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http://help.outlook.com/en-US/140/bb899522.aspx
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Scheduling Assistant Tab
e This view is similar to the “Guest” tab in Meeting Maker. It will show you when the invitees are Busy, Tentatively book or Away. 5
e The lower right corner contains a series of suggested times based on everyone’s schedule. Note it also shows if the room is available.
o After completing the meeting information, click the Send button to create the meeting and invite the attendees.

Untitled Meeting - Mozilla Firefox

B

send @ o8 B ' 8 R&M w (7]
Appointrment [ Scheduling Assistant |
start; [ Wed 5/23/2012 | [1:00 M w| Enc:|wedszo1z w[200PM |
F¢ Show only working hours
' ' Thursday, May 2
[ Select Attenclees DAM  1100AM  12000M  1O0PM  ZO0PM HOPM  400PM B00AM  500| Suggested Times
| —_——
(=] | Ann Beebe _ _ _ | P Mﬂ}f 2012 ~ 3
nIAdamBarr ] S M TWTF S
& | allison Brown iz | | | _ | mwmiza4s
B | Alan Brewer | | [ 6 7 8 8 101112
| Add a name 13 14 15 16 17 18 19
20 21[22]23 24 25 26
BT 25293031 1 2
[ Select Rooms X 304 567 8.8
= | Conference Room - SE ] | | Duration: | 1 hour b
| Add a room | | 1:00 PMA - 1 room
available paed
E3of 3free Mlofl |
| Free i
| 1:30 PM - 1 room
available i
"“j‘""i.ﬂgﬂfjfrﬂeulﬂfl [i
Mpusy “Tentative Maway - Mo Information | |Good [Mrar [Jroor
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How to Confirm a Meeting
e All meeting invitations show up as an item in your e-mail inbox.

Calendar Quick Start using Outlook Web Application (OWA)

e You have the options to Accept, Tentatively Accept or Decline. (You can also just reply to the e-mail if you have a question.)

o If youreply to the item, it is removed from your inbox folder.
[}

Accepted and Tentatively accepted meeting will display on your calendar (Tentative Acceptances are grayed out and Acceptances are in bold).
You can change your response by locating the meeting on your calendar, opening it with a double click and respond again.

e You can always go back to your sent folder to locate declined invitations and change your response.
e Below an inbox displays an invitation with the reading panel turned on below. To the right, the Actions menu and sub-menus are displayed.

2 Mesting to Wrap up Week
Ann Beebe 11403

Yesterday
EH Plan Summer Event

Ann Beebe Tue 2:52 PMA

L T AL b

Meeting to Wrap up Week

« “ Ann Beebe @ @& &
Ta: B Adam Barr

iz

Canference Raom - MW U0 &nn Beebe
Arlene Huff

Click to view calendar W nesday, May 23 2012 11600 AM

Please respond.

v ?2 X

Accept Tentative Decline

Friclay, May 25, 2012 11:00 AM-12:00 PM.

Wheie:

Conferance Room - MW

WMhen: Friday,
Pacific Time
Where:

May =25, 2012 11:00 AM-12:00 PM.
(g & Canada)
Conference Room = MM

(urc-0a8:00)

Glendale Community College
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Adtions -

P X g DB x~» 480

View original message |

Oldest on Top

Exprand all
Ceollapse all
Re -
Ply Edit the respanse before sending
Reply All
send the response now
Forward
Don't send a respanse
Chat T
Accept ¥ Edit the response befare sending
Tentative 3 Send the respanse now
Dedling -\ Don't send a response
M
Forward as Attachment | | Edit the response before sending
Mark a5 Read Zend the respanse now
Don't send a response
Create Rule.. h
Junk E-Mail ¥ add Sender ta Blocked Senders List
Delete Add Sender to Safe Senders List
lgnore Conversation Add Sender's Domain to Safe Senders List

Move to Falder...

Copy to Folder..

Cpen Delivery Repart
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