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Introduction

This course is designed to introduce you to Outlook Web Access (OWA) 2010. The first part of
this course will focus on how to access your account. Then we will take a more detailed look at
some of the features of the application. This course should take approximately 1 hour. There
will be time for Q & A once the course is complete. Please check course offerings on eCampus
as we will be offering advanced training topics in the future.
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What’s New in OWA 2010

e OWA stands for Outlook Web Apps.

e Conversation View: By default, messages are displayed by topic.

e Ignore Option: If you're not interested in a conversation, simply select Ignore
Conversation and any further messages on that topic automatically deleted.

o Delivery Report: Use this new feature to confirm that messages have been sent and
received.

e Multi-Browser Support: Particularly good news for Mac users, who in the past only
could access OWA Light!

e Integration with MS Office Communicator: View the online presence of others in our
organization, and engage in online chat sessions.

o Side-by-Side Calendars: OWA 2010 allows users to open shared calendars side-by-side
with their own!

e Exchange Control Panel (ECP): Replaces the Options page, the Exchange Control Panel
(ECP) offers users more options than in previous versions.

Accessing Your Exchange Account through OWA

Log into your Outlook account through the Web:

~7 WHERE LEADERS Ll'_'r(]K_ﬁ'-'I‘H'.-‘a'ﬂ'.'J

1. From the Monmouth University

home page (www.monmouth.edu)

C“Ck Resources, campus Security ( show explanation )
& This is a public or shared computer
TeChnOIOgy, Outlook Web Access O This is a private computer

(OWA) or from your web browser

type
www.monmouth.edu/exchange

Use the light version of Outlook Web App

Domain\user name:

Passwaord:

2. Enter your User name as
domain\username

3. Enter your Password Connected to Microsoft Exchange

& 2010 Microsoft Corporation. All rights reserved.

4. Click SignIn
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Outlook Web Access: Mail

By default, OWA opens to the Inbox folder. To read an email, click once on it in the message
pane. The contents of the message will appear in the Reading Pane. You can also double-click
the message in the message pane to open it and read it.

OutlookWebApp
Mail > Inbox 2 items

4 Favorites
3 Inbox
L@ Unread Mail
[ Sentltems

= Sentitems

lE) RSS Feeds
4 [© Search Folders

Unread Mall T
I?awgatlon Pane

i
82 Conta¢
Q Tasks

j Public Folders

Mail

Calendar

New - Delete ~

Shortcu't List

Move - Filter » View ~

Search Entire Mailbox

Conversations by Date ~

Yesterday
4 Doe, John > ) testd
= Inbox Microsoft Outiook
[ Drafts

Monday

a test1
@ Deleted items Doe, Jimmy
i@ Junk E-Mail
ls] Notes

Message Pane

Newest on Top

sign out l Doe, John -

W& Find Someone Options ~ @ ~

< | test3
P |y

4 Microsoft Outlook Q@ @ @& Actions-

To: Allan, James [jallan@monmouth.edu]
Tuesday, November 30, 2010 3:04 PM
Delivery is delayed to these recipients or groups:
12:39 PM Allan, James (jallan@monmouth.edu)
Subject: test3

This message hasn't been delivered yet. Delivery will continue to be
attempted.

The server will keep trying to deliver this message for the next 1 days,
19 hours and 55 minutes. You'll be notified if the message can't be
delivered by that time.

Doe, John Test3 Tue 10:59 AM

Reading Pane

Click the reply icon

@ & & Actions -

from the toolbar at the top of the Reading Pane.

A new window opens, completed with recipient information, subject line, and the contents of

the original email message. Type your reply then hit Send.
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RE: test3
<Send 0 4 @ & Y| & (& &- Opons.. HIML + @- 0|
- Draft autosaved at: 3:55 PM
To... Microsoft Outlook
Subject: RE: test3 i
Tahoma v|[[10 »| B I U == & £ #. A- ¥

Type your reply here, then click the send button.

You can use the formatting toolbar above to change the font, add bold, italics or underline, add bullets or numbering,
increase and decrease the indent, highlight text, or change the font color.

From: Microsoft Outlook
Sent: Tuesday, November 30, 2010 3:04 PM

After you’ve read the message, take some sort of action with it. That action may be simply to
delete it, which you can do by clicking Delete in the toolbar

MNew - Delete - Move - Filter - View -

or by right-clicking the message and selecting delete from

the menu. If you plan to keep the message, create folders to organize your mail. Right-click the
folder where you want to add a sub-folder, then select Create New Folder. A new folder is
created one level below the original folder. You can name that folder anything you wish, by
typing in the space provided.

Outlook Web App signout | Doe, John
Mail > Inbox W@ Find Someone  Options = @~
; Favorites New - Delete - Move - Filter - View - f+] teStB
4 Doe, John tire Mailbox L X
4 3 Inbox |
message has not been sent. Actions -
E Enter folder name here (g itz
37 Drafts [1 —_— - icrosoft Outiook
(5 sentiems Wednesaay, Deosmoer 01, 2010 3:50 PM

> & Deleted tems
Type your reply here, then click the send button.

(@ Junk E-Mail > g testt

L1 Notes Doe, Jimmy You can use the formatting toolbar above to change the font, add bold,
'm RS Feess italics or underline, add bullets or numbering, increase and decrease the
f

indent, highlight text, or change the: font color.
» 8 Search Folders

> Microsoft Out.. Delivery is delayed to the. Tue 3:04 PM
> Doe, John Test3 Tue 1059 AM
b= Mail
B3 Calender
82] contacts
& Tasks
S public Folders A
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Add a Signature

1. You can create an email signature which can then be included automatically, or by

choice, to an outgoing email message. Begin by clicking Options from the Outlook Web
App page.

Outlook Web App
Mail > Inbox 2 ltems
» Favorites New - Delete -+ Move ~ Filter - View~ (]
4 Doe, John Search Entire Mailbox Pl M
4 Lj Inbox Conversations by Date ~ Newest on Top
s Find Someone Options -
2. Select See all Options from the Options Menu. ;
Options
Set Automatic Replies...
Change Your Password...
Create an Inbox Rule...
See All Options...
Select a Theme
amlook'WebApp sign out ‘ Doe, John
Mail > Options My Mail @ ~
x m B M R
Organize E-Mail Mail Calendar  General ~ Regional ~Password
. roups
3' Choose Settlngs < Settings ) E-Mail Signature Read Receipts
from the Mail S =5 B I Ua Choose how to respond to requests for read receipls.
Block or Allow

@ Ask me before sending a response
() Always send a response

Options screen

) Never send a response

Reading Pane

Choose when items should be marked as Read.
() Mark the item displayed in the Reading Pane as
Read

Wait 5 seconds before mamr‘g‘ the item as Read
@ Mark the item as Read when the selection changes

(0 Don't automatically mark items as Read
[ Automatically include my signature on messages |
send

Conversations
Message Format

Sort messages in the conversation Reading Pane in this
order:
[ Always show Bec

@ Newest message on top
=]
[ Always show From () Newest message on bottom 3

" Save
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4. Type the signature that you want to use in the E-mail Signature box, and use the

formatting options to personalize it.

Outlook Web App
Mail > Options
Y o R
Account E=1 @ £= h
Organize E-Mail Mail Calendar  General Regional
Groups
Settings E-Mail Signature Read Receipts
Phone i
Tahoma o Choose how to respond ‘to requests for read receipts.
Block or Allow o | @ Ask me before sending a response
= @ |E (O Always send a response
) (0) Never send a response
Reading Pane
Choose when items should be marked as Read.
(O Mark the item displayed in the Reading Pane as Read

@ Mark the item as Read when the selection changes

() Den't automatically mark items as Read

[ Automatically include my signature on messages | send

Conversations

] Always show Bee @ Newest message on top

([ Always show From () Newest message on bottom

Compose messages in this format:

sign out | Doe, John

My Mail @ -

Message Format
9 Sort messages in the conversation Reading Pane in this order:

Choose how to sort the messages in List View in an expanded

J Save

5. If you wish to include the signature on all outgoing messages, click Automatically

include my signature on messages | send.
6. Click Save when you’re done.

NOTE: if you don’t want to include a signature on all outgoing emails, you can add it on the fly!
Leave the Automatically include my signature on messages | send option unclicked, then click

the Insert Signature () icon from the outgoing message window.
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Outlook Web Apps - Calendar

OWA provides a calendar that you can use to schedule meetings, classes, office hours, etc.
Placing events on your OWA calendar will help keep you organized and prevent overbooking
your time.

Accessing the OWA Calendar
Click the Calendar button in the Shortcut list.

OWA Calendar Layouts and Views
You can choose how to view your calendar. OWA provides views by day, workweek, week or
month. You can also choose to turn the reading pane on and off.

bdilookWebApp sign out | Doe, John -
Calendar > December, 2010 Y&} Find Someone Options - @ ~
<December 2010 -> "% Dot GotoTeday (A & @ Shae- View: & | Test Appointment
SMTWTEF S ReadRg Pane
2202 1 s 4 Al thursday K + Right Sent: Thursday, December 02, 2010 12:34 PM
‘52 'Z ‘7‘ 12 ‘1 : :; cli Off i‘a Thursday, December 02, 2010 2:30 PM-3:30 PM.
: ick these
1202122 2m2a0s 10 Where: My office
2: 237 ib f 360 371 ; 11 icons to - This appointment has already occurred.
: Reminder: | 15 minutes v Show time as: MBusy v (O Private
4 My Calendars
o e s, change the
4 People's Calendars calendar
[ E& Conference Room- 1
[ E3 Jamnik, Ruth view
o
Test Appointment
3 My office m
This is the reading pane.
4 i
L You can toggle it on and off
5 . L q
by clicking the View button.
6
7
8
=4 Mail 9r
ﬂ Calendar
] 10
83 contacts
ﬁ Tasks 11+ W
S public Folders s P
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Appointments vs. Meetings

An appointment is a block of time that you have scheduled for yourself. A meeting is an
appointment that you invite others to attend. An appointment, even if it is with someone else
will only appear on your calendar. A meeting will appear on all the recipients’ calendars as well
as your own. Appointments and meetings can be scheduled as single or recurring events.

Create an appointment
In the Calendar, on the toolbar, click New. You can also add an appointment by double-clicking
on the date and time of the appointment on the calendar.

ﬁ . -
[ NaNe! - Untitled Appointment 2]
Save and\"'9 0 [ O v 3 BE- & HTML v (7]

8
Appointment = Scheduling Assisw_/

Subject: L1

) _— g —
Location: 2

\/ =
Start time: Thu 12/2/2010 ;" 5:00 PM v [ All day event
End time: Thu 12/2/2010 = 5:00 PM h
# Reminder: 151 4 v Show time 2= 5 _lBusy v [ Privaie
) - N 6
Tahoma »[(10 » B I O := i= & 58 &#. A- v
7

Enter a brief description of the appointment in the Subject line
. Type the location of the appointment in the Location box
3. Enter a Start Date and Time and an End Date and Time, or click the All Day Event box if
applicable
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4. Click the Reminder box if you want to be alerted of the appointment; you can set the
alert from as little as 5 minutes before the event, or as long as 2 weeks.

5. Use the Show Time As: block to set the appointment time as others will see it on your

calendar. The choices are Busy, Free, Tentative or Away. For instance, you may

schedule an hour of office time, but you are still available for department meetings. In

that case, enter the appointment on your calendar, but set the Show Time As: to Free.

Click Private if you want to prevent others from seeing the details of your appointment.

Enter details about the appointment.

Click Recurrence () if you wish to make this a recurring appointment.

0 o N o

Click Save and Close.

Request a meeting

In the Calendar, on the toolbar, click the arrow next to New, then select Meeting Request. You
can also request a meeting by double-clicking on the date and time of the meeting on the
calendar.

= Untitled'Appoiniment’ - Windows Internet Explorer

£ https:Il',l'exchange.mnnmuuth.eI:Iu,fawap'?ae=Item&a=NewB¢=IPM.Appaintment&st=2008-ﬂ8-1STEIEI:IZID:EIEI&mr=18¢m=1&fId=Lg.fuM %
[l save and Close (] v F - HE ¥ 3 - & HM w @
7 N
Appointment | Scheduling Assistant \]-'j
Subject:
Location:
Start time: Tue 8/19/2008 w 1:30 PM w [J Al day event
End time: Tue 8/19/2008 W D30PM w
Reminder: | 15 minutes v Show time as: [l Busy w [Private
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( = Untitled'Meeting - Windows Iniernet Explorer : E 1

£ https:,l',l'exchange.mu:nnmouth.eu:lu,l'Dwa,l'?ae=Item&a=New&t=IPM.Appointment&st=2008—08—l8TDD:DD:DD&mr=1&tm=1&FId=LgAJ[V] E
sJSendiEl/ 0 o &V - B L] 3 m- &  HmM w @
Appointment Scheduling Assistant
Required... ||
Optional...

Resources...

Subject: \3/_ \T)

Location: 5 Request a response to this invitation

Start time: Man &/18/2008 6 Ty 2:00 PM W [Jall day event

End time: Mon &/18/2008 3:00 PM W

Rem@‘ 15 minutes v Show time as: [l Busy V_? Private 9‘
Tahoma + w« B I U E;EE;EiEEE?v&vx

D
(@ € mnternet F100% v
1. Click the Invite Attendees (_fj) icon to begin the Meeting Request. Note that once you

invite attendees, the screen changes from Untitled Appointment to Untitled Meeting.

2. Use the Required and Optional boxes to type the names of the people you want to
invite to the meeting. Use the Check Names icon (9‘4‘) to check the names in your
meeting request against the names in the Address Book or in your Contacts folder.

3. Use the Resources field if you need to request a conference room or piece of AV
equipment.

4. Enter the Subject of the meeting

5. Type the location of the appointment in the Location box

6. Enter a Start Date and Time and an End Date and Time, or click the All Day Event box if
applicable

7. Click the Reminder box if you want to be alerted of the appointment; you can set the

alert from as little as 5 minutes before the event, or as long as 2 weeks.
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8. Use the Show Time As: block to set the appointment time as others will see it on your
calendar. The choices are Busy, Free, Tentative or Out of Office For instance, you may
schedule an hour of office time, but you are still available for department meetings. In
that case, enter the appointment on your calendar, but set the Show Time As: to Free.

9. Click Private if you want prevent others from seeing the details of your appointment.

10. Enter any details about the appointment you may want to keep track of.

11. Click Send (*=J) and the meeting is added to your calendar, and a meeting request is
sent to each of the attendees. Those receiving the request can accept, decline, or
tentatively accept.

Out of Office Assistant

Use the Out of Office Assistant when you are unable to respond to email for an extended
period of time. With OWA 2010, you can set the Out of Office Assistant to automatically send
replies, with different replies being sent to Internal (Monmouth.edu) and External senders.
You can also set it to start and end at specific times.

1) Begin by clicking Options from the OWA interface.

signout | Doe, John
Delete GotoToday [ [ &5 @ Share- View- & | TeSt Appointment

W&} Find'Someond @ 9 -
Reading Pane

2 thursday  Right Sent: Thursday, December 02, 2010 12:34 PM

o C] Thursday, December 02, 2010 2:30 PM-3:30 PM.

{{ Where: My office

Ihis annointment hag already accurred

2) Select Set Automatic Replies .
Options

ptions
Set Automatic Replies...

Create an Inbox Rule...

See All Options...

Select a Theme
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Butlook Web App

Mail > Options

*’\\ F B

Account — 45 g’,_;‘

Organize E-Mail InboxRules  Automatic Replies  Delivery Reports

Groups -

Settings Automatic Replies 1

Phone @ Send automatic replies 2

Block or Allow Send replies only during this time period:
Start time:  Fri 4/1/2011 || 2:00 PM v]
End time:  Sat 4/2/2011 | 2:00 PM [V]

Send a reply once to each sender inside my organization with the following message:

fi
xw

Tahoma ¥10% B I U & EE = = = w. A- 2 E

Iwill be out of the office today.

John Doe 3

Send automatic reply messages to senders outside my organization 4
(> send replies only to senders in my Contacts list

(@ Send replies to all external senders 5

Send a reply once to each sender outside my organizatiow..wthe following message:

Calibri ¥12v B I U & = = 2 £F - A- 2 £ 9

1 will be out of the office today,|

1. Select Send Automatic Replies under the Automatic Replies.

X,

= x,

sign out

My Mail

Mo

L3 L

J Save

Select the checkbox Send replies only during this period. With just this clicked, auto-
replies will be sent to Internal email addresses only. Then select the Start time: and End

time:
3. Type the message that you want the Out of Office to send.

If you want to send Auto-Replies to email received from external email addresses click
Send automatic reply messages to senders outside my organization. You can elect to

send only to those addresses in your Contacts list or to any outside address.
5. You can send a different auto-reply message to external email addresses.
6. Select Save.

6
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