Outlook Web App (OWA)

Accessing Microsoft Exchange 2010 via the Web
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Outlook Web App (OWA)

The Basics
OWA is a webmail service that allows you to access your e
other mailpbox content through the web.

il, calendars, tasks, contacts, and

Tracy Crowley -
Outlook Web App
nbos Options (E¥ ] o -
_JJ Favorites 3 tie p Expand All  Newest on Top
- -
4 Tracy Cr ¥
] Inbox Arrange by .
/| Drafts (149 n,, Directions for Entering ESL Language Components
= ; The Principal and Interest
= Sent items Fi= i )
.| Notes & | Actions =
@ Junk E-Mail COSD Y MacBook Jrages 10, 20
5 Deleted Ttems Jason Ko e ) ‘
Traralation-Bttir, it wet the Attachments: | try_elemcore0910.pdf (1 MB) |0
Categories: oSl Tech
3 Photos from ICE 2010
Ilingis Computing Educatons Just in case..., fun talking with you today :)
Mail
- Mac Mirs Lat Counts r
. - 2 o Jason Kein Jein, PhD. Director of Technology-Community Consolidated Sct 1]
1| Calendar b bedi; Ly Swanson
- _ Directions for Entering ESL Language Comp... w
By Cumitincts Jason Klein
o | Tasks
"
§ Public Folders | MacBook Care and Handling Guide U]
Jodi

Getting Started
First, go to https://webmail.ww-p.org/owa/

Then, enter your Domain/username and password, lastname first initial (no space) -> Sign in
Example: ww-p/tcrowley

Connected to Microsoft E:
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Email

On the left-hand side of the screen, you will see different choices of what to do once you are inside

OWA. To use email, click ‘pMail’.
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Next to the menu on the left-hand side is the list of emails in the Inbox. Messages are in order by
date with the most recent messages on top. When you click on a message in the list (it will be

highlighted), you will see the entire message on the right.

Creating a Mail Message

Make sure ‘Mail’ is highlighted in the left-hand column. Then, hit ‘New’.
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Next, a blank email box will appear for you to enter information.
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P L oy . In the ‘To’ field type the person’s email address. Names
a that are recognized may appear in the field.

you would like to copy anyone on the email, use the
‘CC’ fiefd.

Tell the receiver what the message is about in the
‘Subject Field'.

Above these fields are icons to do things such as
saving, attaching items, checking names, and marking
the message as high importance.

If you hover over the icons with your cursor, a message will appear telling you what the icon will
do. When\you are finished typing your message, hit the ‘Send’ button.

amN o

Deleting, Moving, and Copying Messages

To delete a message, make sure the message is highlighted by clicking on it (the message will turn
grey), and hit the ‘X’ icon.
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To move or copy a message, click the ‘Move’ button.

Inbox
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You will have two choices, to move the item or copy the item to a new folder. If you choose to
mowe_ the item, the item will be moved out of your inbox and into the folder you designate. If you
choose the item, the item will remain in your inbox, and a copy will be placed in the folder

Inbox

Filt

Copv to Foldet

Arrange by: Date - 1 N

If you choose ‘Move to Folder’, you will be prompted to pick a location to move the item into. Click
on the folder you want so it is highlighted. Then hit ‘Move’.
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These items are still in your Inbox, they are just filed by topic and out of the “current view’list.
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If you choose to ‘Copy to Folder’, you will be prompted to pick a location to copy the item into. The
process is the same, but this time the item will remain in your current list an also be copied to your
folder.

You can also move or copy an item a new folder. In both cases, you would follow the same
procedure as above, but instead of choosing a folder, you would click on the “cregte new folder”
button at the bottom of the window.
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Arranging emails

You can arrange your list of emails in many different ways. Messages will be arranged by date as
a default, but you can change that with a click of button. To change the arrangement, click on
‘Date’ and you will see a menu. Click on your choice from the list and your emails will appear in
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Searching Emails

It is often helpful to search for items using a filter. To do this, s ‘Filter’ and click on the filter
you would like to use. A green arrow will a e filter you have selected. Then, hit
‘Apply’.

Showi

inbox

AdNew -

Results in: Subject and message body v

From v

Category: [| Ad Building Items "
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Calendar

Viewing the Calendar:

On the left-hand side of the page, click on ‘Calendar’. This will bring up the calendar view.
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Now, you can choose what kind of view you would prefer by clicking on a specific icon. For
example, you can view your calendar by today, day, workweek, week, or month.
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On the top, left-hand side of the calendar you will see a month view. You can change months by
clicking on the arraws to the left or to the right. You can also see which days you have events
added becauseAhe\date will be in bold. Clicking on a day or week will bring you to that selection,

June 2010 -
S M TWTF

0311 2 3 4
6 7 8 9 10 11
13 14 15 16 17 18 15
20 21 22 23 24 25 26
27 28 29 30 1 2 3
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Adding an Event
There are two ways to add events on to your calendar.

The first way is to click on the ‘New’ button with the calendar icon. Then, choose a new
appointment, or message.

] New .t

75 Appointment
j Meeting Request

3 Message

The second way is to click on the time and date in the actual calendar, and the set up box will
appear.
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2 Click here for an appointment on Monday at 1:30.
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Either way you choose, the next step is a box will pop up for you to enter information into.

Here, you can add the subject, location, and start and end times. You can also add a message,
add attachments, categorize the/&vent, and set refminders for the event. When you are done, click
on ‘Save and Close’. Now youf event is added ihto your calendar.

MaTYTH

il Save ol o

Appointment Scheduling Assistant

[ Untitled Appointment

Subject:

Location:

Start time: Sun 3/14/2010 ¥

End time Sun 371472010 v

(W Remindde__1S mintes w v 1 Private
Tahoma vi1t « B I U == iE if . A~

Modifying and Deleting Events

To modify an event currently in your calendar, go to your calendar and click on that event.

Calendar

ﬂr.‘cw X 3 -..:’] Share View Today _jD;w ;3'.\‘@ b Wt
< >i14 Sunday 15 Monday 16 Tuesday
8
9

-
Parent Blogs
Longfellow

{3

A box with the event information will open up. Simply select the information you would like to
change and enter in the new information. Click ‘Save and Close’, and you will be prompted to
save. Now, all of the changes are reflected in your calendar.

ANA Parent Blogs
[dseweandCiose | ) <& B ! $ § K 4 Paintet «
Appointment | Scheduling Assistant
Subject Parent Blogs
Location Longfellow
Start time Tue 3/16/2010 v g1samM v | 71 All day event
End time: Tue 3/16/2010 ¥ 1000AM ¥

9:15 AM (0 hrs)
| Reminder: 5;45 AM (0.5 hrs) —

10:15 AM (1 hrs)

10:45 AM (1.5 hrs)

11:15 AM (2 hrs)

11:45 AM (25 hrs)

12:15 PM (3 hrs)

12:45 PM (3.5 hrs)

1:15PM (4 hrs)

1:45 PM (4.5 hrs)
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To delete an event already in your calendar, click on the event.

Student ﬁkis
London

10

In the top bar there is a ‘delete’ icon (a black X). Hit the plack X.

" Yalka!
-
HSaveandCiose | & B Y 8- e
Appointment ~ Scheduling Assistant
Subject: Student Wikis
Location: London
Start time: Mon 3/15/2010 Y| 5.00AM v | 71 All day event
End time: Mon 3/15/2010 ¥ 10:00AM v
E Reminder: 15 minutes v Show time as: I Busy v | Priva

Tahoma v|(10 /B I U = i= s&EF ¥, A,
2= s Y

11
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Sending Event Invitations

To invite people to an event, first click on the evenj in the calendar.

Today i Day 533 Work Weel

fonday 16 Tuesday

1; London '}
Parent Blogs
Longfellow

When the event box opens, press the caleggar icon to send an invite

Parent Blogs

X 4 Pentet

Appointment Scheduling

Subject: Parent Blogs
Location: Longfellow
Start time: Tue 3/16/2010 ¥ | 5:15AM ¥ [ All day event
End time: Tue 3/16/2010 ¥ 10:00AM v
—| Reminder: 5 Show time as; Busy 2 | Private

Then, there will be some blank fields to fill in for invitation. In the ‘To...’ field, enter the names or
email addresses of the people you would like to invite to at e event. In the ‘Optional’ field,
enter the names or email addresses of the people would be considered aptioral for the event.
You can also check the ‘Request a Respo TEew responses to the
invitations. When you are finished hit"Send’.

nt Blogs-Mary and Carol
Scheduling Asmstart

Optic

Subject: Parent Blogs

Location: Longtellow ;\’_/y Reguest a response to this invitation
Start time: Tue 3/16/2010 v 9:15 AM v | All day event

End time: Tue 3/16/2010 v 10:00AM v

| Reminder: Show time as. Busy v ] Private
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If you need to change event information after sending out invitations, follow the instructions above
under ‘Modifying and Deleting Events”. However, this time you would hit ‘Send Update’ and the
changes will be sent out to all invitees.

MMM Parent Blogs
=1 Send Update K LEL N ¥ " 3 - by 3
No responses have been received for this meeting

Appointment Scheduling Assistant Tracking

To Jodi Greenspan

Contacts

To get the ‘Contacts’ section, click on ‘Contacts’ on the left-hand side of the screen. You can
choose to view contacts by all, people, or groups by clicking in the circle next to any of those
groups. A list will appear in the center, and detailed information about the highlighted contact to
the right.

Outlook' Web App
Contacts Options 1) @ -
Show: 8] New X - | View [ 3 Forward
® Al o) v :
# - ¥ Untitled Contact
| People Asisidge by: Fileas Aonton Apple Inc
| ©ar
|
|y Contacts Tliinois Computing Educators
5| Contacts -
nall@myiltce.ning.cor (Maili
| Mail Jason Klein
oy
1] Calendar
8| Contacts ‘—m
:L] Tasks

2§ Public Folders

Remember, any Unionsd staff member is already included in your contacts list. However, you
may want to add other contacts from out of the district.
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Adding a Contact

To add a contact, first click ‘Ngw’.

cts
Show: G New - | X -
® all
Pecple T —
Groups
Apple Inc
I My Contacts

linois Computing Educators

View =

14

l:l"exvt1 enter information into appropriate fields. Then hit ‘Save’ to save the information into contacts.

Untitied Contact

= Save and <“——f§ T -

Prafiie “ontact Addresses Detaiis

Profile
r Jodi
Mid
Greenspan
File as Last, First v
Integrated Technology Specialist
CCsp21
ge
As t
Contact

To delete a contact you have saved, click on the contact to highlight the contact in your list and
click on the ‘Delete’ button (the black X).

Contacts
Show: GdNew - X 23~ View
@® Al
People Arrange by: Fileas « Aon top
") Groups
4 My Contacts ilinois Computing Educators
5| Contacts
mail@myiltce.ning.com
3 Mail Jason Klein
. 021
o| Calendar
4| contacts Tracy Crowley

| Tasks
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Editing Contacts

15

To edit a contact, click on the person or company’s name in the list. -
Show: GNew ~ X A View~ & _'] _;xj ‘® Forward
@ all 0 v

> - ¥ Greenspan, Jodi
People Arrange by: Flleas ~ A on top :

) Groups

4 My Contacts
§i:] Contacts

= Mail

iﬁ Calendar

Then, edit any information you would like and hit ‘Save and Close’

your contacts.

- Yala!

d Save and Clon#® L 4

to: Profile Contact Addresses Details

Profile

Greenspan

Last, First

Job title

Contact

Apple Inc
Greenspan, Jodi
jyodi.greenspan@aocsd].org

illinois Computing Educators

mail @yl [toe.ning.com

—

. All changes will be saved in
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Creating Groups

16

Often, you will find yourself writing to the same group of people often. One thing you can do to
make this process simpler is to create a group. To do this, while in the contacts category, click on

‘new” and then “group”

4 My Contacts
5 :| Contacts

You will then see a new “untitled group” appear. First give the group an
in the space labeled members, begin adding contacts that you wougdHf

When you press return, th£se members will appear in the lar

Contacts
.l e %
8. Contact
%1 Group

34 Message

AMNS

A Save and Close __‘|
Group Name Holmes
2l Members Jill bieisk
8= Name
-l Bari Bagby

-z Greg Piecuch

Haas, Rachel

Administrator

Jason Klein

Jodi Greenspan

Kalinoski, Josh

Tracy Crowley

Untitled Group

E-Mail
bbagby@ccsd21.0rg
gpiecuch@ocsd21.0¢

propriate name. Then,
e to include in this group.
ox of group members.
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If you need to add notes about the members, you can highlight their names and add the notes in
the square at the bottom. Also, if the group changes, you can highlight names of groupmembers
and click on “remove from group” to remove them.

83 Name
= Bari Bagby
-~ Greg Piecuch

gby@ccsd21.org
Lch@ocsd21.0rg

Notes

Tasks

Tasks are a great way to keep everything you need to get done organized. To do this, click on
‘Tasks’ on the left-hand side of the page.

You can view tasks by all, active, overdue, and complete by clicking in the circle next to the item.

Flagged Items and Tasks = oOptions [l 7] k
rew ] New X 3 = % View [] 3 Forvard |
& £ . v OWA Directions |
Arrange by: Due Date ~ Dldest on Top Due t
& Due date: Due on 3/14/2010.
Status: In progress
Priority: Normal ‘
e My Tasks C, o1 OWA Directions 3/14/2010  f % complete: 0 ‘
¥ Tisgged ftemsand faske , Owner: Tracy Crowley ‘
Tasas !
- x | Reminder: 9.00 AM |
< Mail
;i Calendar
8-| Contacts
/| Tasks

=3 Public Folders

To add a task, click on ‘Ne
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Flagged Items and Tasks

&

Showi: 2 New - | X 13-
® Al
e Arrange by: Due Date -

Overdue

3 Complete

Type the task in the ‘Subject’ field. Then, use the buttons and fields in this box to set start and

complete dates, the status, priority, category, mark as private, and add any attachments or other
information. Click ‘Sg¥e and Close’ when the information is complete and the information will be
saved to your task

A NA Untitled Task

lgl Save and Close 9 Mu/k Complete ¥ Repeat. X
Subject:

Start date None bod Status ot started ¥
Due date one v Priavity Normal v
Date complited: None w % complete 0 v
1 Remindpr 300 AM Private
Fewer detals -~
Total work: Hours v Actual work Hours ¥,
Mileage: Billing:

Companies:
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Completing Tasks

As you complete the tasks on your list, you can check them off. Once they are marked as

complete, a line will appear through the item. Alternatively, you can select the item to highlight it
and click delete remove the item.
Flag od Tasks 4 7]
Show: o ew = R B msm- 9 View- §
@ ai o . v UpdateModern Pen
A Arrange by Due Date | Oldest on Tog
Overdu Starts on 3/14/2010, due on 3/14/2010.
Complete Completed
\4 High
4 My Tasks ‘ v A OWA Direchions 3142610 100
¥ Flagged ltems and Task: , < MY UpdateModernPen I14/2010 Tracy Crowley
] Tasks 3 Date compreted: 3/19/2010
J‘ Mail : Reminder: None 9:00 AM

Calendar






