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Outlook 2007 OWA Calendar Basic

J MU énmilared calendaystem, Outlook Exchangan be accessed framough the Intenet
Openawebbrowser, (Internet Explorer is the preferred brofesdull est Outlook Web Access
functionality. OWA is ideal for accessing youma&l from home, or any other comput€heck
yourcalendaradd events, tasksntacts, et.

Accessing and Using the Landing Page

1.
2.

Open Internet Explorer
Navigate to
www.jmu.edu/computing/emailproject.shtml

To learn more about the overview, timeline and
ly adopters clicknahis projectink.

To openWebmail or Outlook Web Accessclick
on the appropriate link.

Under the Faculty/Staff section learn to access Y
JMU email through aveb browseror thedesktop
client.

To learn more about Exchange and OWA click ¢
Frequently Asked Questions

JAMES MADISON UNIVERSITY.

(€]

To acces$raining go directlfto JEssor click on
the link to see what courses are offered.

To find out more about Exchangenalil click on
the Microsoftlink or use thé\tomic Learninguto-
rials

Computing HelpDesk
Hours:

Phone: 540-568-3555
Mon-Thu: 8:00am -
9:00pm

Friday: 8:00am - 5:00pm
Saturday: Closed
Sunday: 3:00pm -
9:00pm

(during diass sesson)

In spring of 2010, JMU's Information Technology will implement a new
centralized e-mai, task, contact, and calendaring solution using
Microsoft's Bxchange server for faculty and staff and 2 third party

n is avaiable for

+ E-mail Project Page

Follow the communication about and the status of this project.

Additional Information for Students or Faculty and Staff

* How to Access E-mail

‘Access your e-mail through the current Mirspoint Webmal system
(new system coming in 2010)

Note: configurations and documentation for early adopters any (will not
work with JMU's current Mirapoint e-mai system)
* Migration Day To Do's

Find out what vou need to know and do on the day of migration.
* How to Access E-mail

Leam more about zocessing Exchange E-mai

Access e-mail now through a web browser or through a desktop
dient.

« Frequently Asked Questions

FAQ's - answers to questions about emai. Exchange. Outiook. OWA
and more

« Training
Outiook 2007 courses are available through J-Ess.
® Resources

Atomic Leaming

Additional resources are available from Microsoft.

Exercise 1: Initializing Outlook Web Access (OWA)

1. Enter youre-ID in the first boxand youre-ID password in the second box |
2. Click onLog On. St ot )
3. Thefirst time you accesOutlook Web Acces§OWA) a secondcreen S Tesspmmmemn
will appear. The language and time should be caorrect el
W Use Outiook Web Access Light
i~ |
oo [
o]
B connected to Mcrosoft Exchange:
wwwmmmw
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http://www.jmu.edu/computing/emailproject.shtml

e Outlook Web Access

4. Notice adisability options boxappearsiear the top of the screen

5. Check it if you require additional viewiraccess o ok o e s O
6. Click onOK in the bottom right of the screen I s

7. TheOWA screen appears G v oyt e i e 7
8. Click onCalendar in the leftnavigational bar [

9. The accounCalendar appears in the widow. S .

Reviewing the Outlook Calendar Window

Personal
Contacts
Monthly Glendar (Address - -
at a Glance Calendar Viewing Options Book Pjrsonallze Options
. File Edit | View Favorites Tools Help \ Account
Ti} %}% EE & Exchange Tes.. * |*§ Google / l 5 ENJome ~ F s ()y = @Print v fPage v :(.)‘}Too Name

1) Wit
5 Office Dutlook web Access
Connect :d to Microsoft Exchange

Calendar & ‘ Log
< unez009 - > -] - \Todav ifipay [ work week [ week [ Month = off

M Tw T Fss | emapponment |\ Monday =
\

12 3 4546 7 N
6 51011 101914 | EMesting Request Search Global

151617 18 19 20 21 | 5 Message Reading Pane Address book

2232425262728 | g cContact Help

2830 1 2 3 45

6 7 8 9101112

Distribution List

My Calendars et
[ calendar W
Create New Calendar
12 PM
1 0o
2 00
........ 300
Addlt'onal .| Contacts
Outlook
Functions -
& Documents
£ Public Folders
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Exercise 2: Getting Help

N

Limited Help topics are avaible inOWA.

Click on theHelp button in the topright corner of theOWA

window.
Review theHelp information.
CloseHelp box when done

Exercise 3: Personalizing and Customizing Calendar Options Window

_1r) Magior
;i Office Outlook web Access
Connected to Microsoft Exchange.

Make sureCalendar is selected on the leftavigational bar and that tii&alendar shows in the

OWA window.

Then, n the blueDWA toolbar

at the top of thecreen cliclon

Options.

TheCalendar Options window

appears

Review and choose frofa-

lendar Options.

a.Show week number

b.First day of week

c.Show hours in 15 30 minute
increments

Choose fronCalendar Work

Week

a. Choosalaysof Work Week

b. ChooseStart time.

c. Choose=nd time.

ChooseReminder Options.
a. Show reminder alerts
b. Play a sound when a remin
er is due
c. Default reminder time

Automatic Calendar
Processing choosewheher to
change defaultmiions

Click theSavebutton to save
recently change@alendar Op-
tions.

Click on theCalendar button in the left navigation bar teturn to the calendar and tedgin touse it.

i FE Options  Exchange Test User 1 - | Log Off

File Edit View Favorites Tools Help

Wk =-

ot vy Mo
£i Office Outlook web Access

Regional Settings
Messaging
Speling

Calendar Options

Qut of Office
Assistant

E-Mal Security
Junk E-Mai
Change Password
General Settings
Deleted Items

Mobie Devices R

(-4 Mail
[ calendar

Mobie Devices -

—

"] calendar I
—

@ Exchange Tes.. [-‘l Google

Connected to Microsoft Exchange

Rules o |

Deleted Items ﬂ

] Calendar Options

[] Show week numbers
First day of week: Monday ~

Show hours in: ) 15-minute increments

@ 30-minute increments

Calendar Work Week

Show week as:

[1sun [ Mon [ Tue [¥Wed [Thu [Fi []Sat
Start time: 8:00 AM v

End time: 5:00 PM >

Reminder Options

Show reminder alerts
Play a sound when a reminder is due

Default reminder: ' 15 minutes v

Automatic Calendar Processing

Control how meetings are updated on your calendar. Existing calendar items are automaticaly updated when a
meeting update, cancelation, or response arrives or you receive a nofification that a meeting was forwarded.

Meeting responses are not sent back to meeting organizers.

8] Contacts
7] Tasks
Documents

3§ Public Folders

AL ically place new meeting requests on my calendar, marked Tentative
Move out-of-date meeting requests and responses to the Deleted Items folder
[[] Automatically process requests and responses from external senders

[[] Move notifications about forwarded meetings to the Deleted Ttems folder
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Outlook Calendar Terminology

Appointment iis an event added to an individual calendach as lunch appointment dime set aside
to work on a project. Appointmentar be a single occurrence, or can be scheduled to recur anlaa reg
basis, such as a weekly appointment to prepare a réppradding others to an appointmeitthrough
the Scheduling Assistarit it automatically becomes a Meeting Requést

Meeting Reguest- anevent to which others are invited/hen you request a meeting, seinge andsub-
ject, andinvite attendeesYou can also adaesources,such as a conference room or projedRed-
pients respondto meeting requestby accepting, tentatively aquing, or declining your invition.
Like appointments, meeting rexpis can be for a single occurrerarecan be schedule recur.

Task - create and track a project or an assignment. For example, you can create a task teperite a r
and theradd a reminder, start date, due date andnotes to the task

Exercise 4: Schedule an Appointment

1. To Schedule an

5. Office Outlook Web Access v EFETETl | E options | Exchange Test User 1 -| Log Off

AppOintme nt: Calendar <« Calendar (June 2009
2. Either click on < junezaoe - » || Ewew| - | [2- [Today | EHDay| BwWorkWeek EFWeek EHMonth X
NeW>App0|nt- h;l_ EM; : Z Sﬁ i fnppointment ionday -
8 9101112 13 14 :2| Meeting Request
ment (OR)' 15 16 17 18 19 20 21 5 Message
3. Putthecursoronf] =z==z:awsszs ||
. 3[| 121345 @2 Contact
the Space beSIde 6 7 8 8101112 i Distribution List
atime andanin- [ casnczs R
struction @- 0 Calendar 110
pears Dou ble Create New Calendar
H PM
click to createa 12
new appoirt- 100

ment at this \

time. [ Doubs-click to create a new appointment at this time,

4. Bydoublee  f
clicking onthat
spaceanew g-
pointment win-
dow will open

[[H] calendar
&-| Contacts

] Tasks

Documents

3 Public Folders
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10.

There are Save & Close || Attach

Recur Spell

two tabs in
theUntitled Appoint-
ment window, Appointment
andScheduling Assitant.
TheAppointment tab contains all
theoptionsneeded to cedeap-
pointment(to which no one else is
invited).

Fill in information to completan
appointment.

Use arrows as necessary tjuat
options

If the appointment i®rivate, click

in the pivate button

When appointment is complete click
on Save and Closeén the upper left
corner of the wadow.

Invite Importance Private/
check Attendees level Confidantial
«— /

By using theScheduling Assisant tab in theAppointment window and inviting otherthe appoirnt-
ment automatically changes into aneetingwith all the capabilities of a meging.

TheScheduling Assistant can
showbusy/freefor the cal@-
dars of everyone yoinviteto a
meeting OWA 2007, however,
takes things one step further and
suwggests to you what days and
times work best for everyone

youdve invited; S|
accountthelat i on y o u 6 the maetingOWVA 8007 thencolor-codeseach day on a calendar
to let you know which days are good and which are N@TE: The schedule that is displayed in the

Scheduling Assistanis updated every 15 nnutes

SO aRT 1Ty

Tt 0
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