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Outlook: Web App Basic (E-Mail and Calendar)

J MU émsil can be accessed frimough the Interneanywhere inhe world

Exercise 1: Opening Outlook Web App

1.

2.
3.

Openlnternet Explorer or Mozilla to theJMU faculty and staffhomepage

and click oMU E-mail link.
A newwindow will appear.

Click on theFaculty and Stafflink: Exchange/Outlook Web App.

A new windowwill appear.

JMU E-mail System Access

E-mail can be accessed through a web browser by logging into on

Live@edu Login (dukes.jmu.edu e-mail account)

Setup your Live@edu e-mail account (requires e-ID and password to access site)

Exchange/Outlook Web Access (OWA) Login

e of the e-mail systems below:

Learn more about the JMU E-mail systems at http://www.imu.edu ing/email

Exercise 2: Initializing Web App

1.

arwn

Outlook' Web App

Seaurity (show explanation )

First, confirmThis is a private computeris chec&d. If
Private Computeris selectedhesession will timeoafter h
8 hours If Public or shared computetis selected the
session will timeowfter 15 minutes

Then, ater youre-ID in the first box

Typeyoure-1D password in the second box.

Click onLog On.

Thefirst time you a€edook Web App a secondcreen

User name: |train01

se the light version of Qutiook Web App

Connected to Mirosoft Exchange
© 2009 Microseft Corporation, All rights reserved,

will appear. The language and tipt@nsshould be ao

rect

NoticeA blindandlow visionoptionscheck box appears
near the top of the screatick of additional viewing acce;s
is required

To open emailClick on OK in the bottom right of the
screen

TheOutlook Web App screen appears

(GMT-05:00) Eastern Time (US & Canada) -

Connected to Microsoft Exchange
© 2009 Microsoft Corporation. All rights
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Reviewing the Outlook Web App Window

i ) Sign - : Account
E-Mail Account ané&olders Inbox OWA toolbar Reading Pane out | Personalize @ions | Name
& Left Navigational Bar 7 \ \
Gutlook Web App \ \A : ,—,)T\ra:ning User1 -
st > mbox v B i poreore opons - @ 4] Help
4 Favorites Mew - Delete ~ Move - Filter - View~ (x]

B Inbo 3 [ > v Sample message 1

8 Unread Mail (3 e 7

3 sentltems Conversations by Date = Newest on Top « Miller, Carol Ann - millerca [millerca@jmu.edu] @ @ A adions
4 Training User 1 4 Where have you been? o T et

= e £ Miller, Carol Ann - millerca 1148 AM

A Drafts 1 Message with Attachment o

[ Sent Items Miller, Caral Ann - millerca 11:18 AM Hil This is Carol. I'm writing to welcome you to the latest vergion of Outlook

@ Deleted ems Web App.

¥| Sample message

@ Junk E-Mail Miller, Carol Ann - millerca 115 AM

[ Notes

> 08 Search Folders Search Global

Address book
& Contacts
f=4 Mail
ﬁ Calendar
85| contacts
ﬂ Tasks
Getting Help
bﬁilookWebApp \ Training User 1 -

Mail > Inbox W8 Find Someone Opm)ns/e'

1. Help topics (relevant to the current section ahailbeing usedare available @utlook Web
App.

2. Click on theHelp button in the togright corner of T
the Outlook Web App window. /'

3. Type specific topic or look at the Help topicedigy |~~~
the screen.

4. CloseHelp box when done

print | e-mail | bookmark | share | feedback

Topic Last Modified: 2009-12-16

E-Mail

Learn how to set up and access e-mail in Outlook Live using your Web
browser

l? Gettmiita rted with :ﬁ‘ E-Mail Setup

J Outlock web App A set up your favorite e-mail
Learn about the things you can do program to use with your Outlook
with your e-mail account. Live account.

@_ chatin Outlook Web App ) Use Rules to Automatically
Forward Messages to

Learn how to use instant Another Account

messaging in Outlock Web App.
Use rules to automatically forward
or redirect incoming mail to
ancther account.

ﬁ Create a Message ¥, Learn About Inbox Rules

Create and send a message. ' Create rules for managing your
incoming e-mail.
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Exercise 3: Personalizing and Customizing Options Window

Outlook Web App sign out | Training User 1 -
= o -

ail > Inbox

In theOutlook Web App toolbarclick onOptions.
A small window opens

Click onSee All Optiong

TheAccount Options gopearincluding specific account
information for the user.

Themesappear only in the Outlook Web App bar at the top of the screen
A variety ofOptions are available through thegtte

NP

o o

6ﬁ-tlook'WebApp sign out | Training User 1
lail > Options My Mail @ ~

Organize E-Mail MyAccosnt

Groups

Settings Account Information - Training User 1 Shortcuts to other things you can do

Phone General

Block or Allow Display name: Training User 1 Q Tell people you're on vacation

E-mail address:  train01@testjmu.edu -
‘Contact Numbers o) Learn how to get Direct Push e-mail on your mobile phone
Wark phone:

Mobile phone: ‘Aé Connect Outlook to this account

iy
]rk Change your password

E] Edit
7. Click onSettings A new screen will appear.
8. TheSignaturesection appears in this screen.
Outlook Web App sign out | Training User 1
ail > Options My Mail @ -
Account gk ‘?3 @ E‘% @
Organize E-Mail Mail Spelling Calendar General Regional Password S/MIME
Groups
Settings E-Mail Signature Read Receipts
Phone Tahoma 0~ B I U the === i= i= Choose how to respond to requests for read receipts
Block or Allow - D @ Ask me before sending a response

= iE W, A = 2B x X
iE A-@ £ 90 @ & x 5] G Always send a response

Never send a response

Reading Pane

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

. @ Mark the item as Read when the selection changes
qmatically include my signature on messages I send
Don't automatically mark items as Read

/ J Save
9. Conplete theSignaturesection with your information.
10. Click onAutomatically include my signature on message | send.
11. Click onSavebefore leaving this screen or changjesot be saved
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12. At the top of the right column in this screen reRead ReceiptsandReading Paneto can-
firm they are set appropriately.
13. Scroll down in th&ettingswindow to the next section Options. Determine if any of the
followingshould be checked
a. Always shovcc
b. Always showrom
c. Choose messafgt (size, color, etc.)

Outlook Web App t | Training User 1

ail > Options My Mail @ -

b AR q
Account 2 f _;ﬁg = I
Organize E-Mail Mail Spelling Calendar General Regional Password S/MIME
Groups
Settings e m—" e —— -
Phone Message Format )

Conversations

Block or Allow Always show Bcc

Sort messages in the conversation Reading Pane in this order:
Always show From
@ Newest message on top
Compose messages in this format: HTML ¥ Newest message on bottom
Choose message font: Choose how to sort the messages in List View in an expanded conversation.
Tahoma viiovy B I U A- 1@ Match the sort order of the Reading Pane
Show the conversation tree
Sample Text

Hide deleted items

/ Save

d. IT Training strongly suggest that new users do not chargerthersatiors and
List View listed in the rightadumn UseOutlook Web Appfor several weekgb
fore makng changes to theb AppOptions. And when changes are made, make
one at a time and use it ofew daysdiore making another change.
e. Scroll down to the bottom of ti8ettingsscreen anteviewthe Message p-
tions. Most users leave these optiotecty as they are.
14.When alSetting changes or addhimresbeen made, click on 8aebutton b keep the

changes.
AN

Block or Allow

Message Options
After moving or deleting an item: open the next item -

/| Play a sound when new items arrive
/| Display a notification when new e-mail items arrive
7| Display a notification when new voice mail items arrive
Saving information...
7| Display a notification when new fax items arrive

Empty the Deleted Items falder when I sign out

/ Save
15. The Saving informationbox will appear
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Before leaving Options and going back to Mail there are several oth@ption Changes that
can be made.
1. At the top of theDptions window, in the&Settingsarea, click oBpelling. A new screewill

2.

gopear.
Review the 3

mainSpd-
ling options
and choose
the ones that
apply. IT
Training
strongly sg-
gests users
click Always

Gutlook Web, App

> Options

Account
Organize E-Mail
Groups
Settings

Phone

Block or Allow

A

Mail

§ @

Spelling  Calendar Regional  Password  S/MIME
Spelling Options
Chaose your spelling optians.

[ Ignore words in UPPERCASE
[ Ignore words with numbers
[T Always check spelling before sending

Use this dictionary to check spelling:
English (United States) v

ant to check spelling for a message in a different language, use the Spelling menu in the
compose form

J/ Save

Ut | Training User 1

My Mail @ -

check spelling before sending
3. When all boxes have been reviewed. Click @atlebutton on the bottom.

Outlook Web App

Mail > Options

Training User 1

My Mail @ ~

To return to Mail, Click on My Mail in the upper right corner of the window.

Outlook Web App E-Mail Toolbar
TheOutlook Web App toolbar also includes the icoeguired to use-mail.

= =4 4 8 -8 -5 -9

(3 Move to Folder...

Outlook' Web App ™ EpmTin: R ——— signout | Training User 1 -
21 s Inbox 3 See .mere Conversation aptions... B Fine someone options e
Reading Pane
4 Favorites New - Delete -~ Move -| Filter »| View - Right
‘ e elete ove -| Filter ie -/E;gttom ample message r
[ Inbox (3 ch Entire Mailbox Show items in ti
A Unread Mail (3 — & . . . .
[ Sent ttems entto me iller, Carol Ann - millerca [millerca@jmu.edu] @ @ A adions
Cc'd to me To: Training User 1
4 Training User 1 1 Where have you beef  Unread =
S Miller, Carol Ann - mille AM
L{ o R
L2 Drafts &l Message with Attach) o ) o 5 . -
[ Sentltems Wiiller, Caral Ann - mille rom: AM Hil This is Carol. I'm writing to welcome you to the latest version of Qutlook
P . Web App.
@ Deleted Items 7] Sample m N Flagged v
[@ Junk E-Mail Miller, Carol Ann - millef ~ High Importance b am View original message
la] Motes Attachments ‘
> B8 Search Folders Cancel New —l Oldest on Top
Collapse All
(56 Reply
=4 Mail =8 Reply All
§ .
:ﬁ Calendar @ Forward
8] contacts @2 Forward as Attachment
&) Tasks A Mark as Read
2% Create Rule...
L@ Junk E-mail
Click on New to open new message or new meeting request X Delete

Click on Move to Move or Copy message to a folder
Click on Filter for addtional options
Click on View to turn reading pane off or on.

Click on & to checkor new messages to be viewed in your account
Reply, Reply to All, andForward functions also appear on this toolbar.
Click on Actions to view more function

= Ignore Conversation
3 Moveto Folder..

73 Copy to Folder.

A
L % La

Open Delivery Report
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Exercise 4: Creating and Sending an E-Mail

1. In theOutlook Web App toolbar, click orNew.
2. A new message windoppaars.
3

Move the cursor across the icons in the new message&@arw the futtions

Address book Check Name Importance H Insert Spell check
\ \ High- Low Signature/\/“—ll -
| @ Untitled Messa WS InteWrer = =] P |
send | & |0 w & | 8| [& |- |otons.||HTML v 9|
4. Adde-mail —
name(s)to the __ 3
T o éandCcé o
line (all email Subject
names added Tahoma viwo v B I S EE W A- v
theTo linemust
be fully qualified I
@jmu.edu).
5. Separate-mail
names witlsemk
colonand a
space(;). Message Options x
6. If necasaryadd aBccé line Current Message Settings
7. Click on Options in theNew Messagetoolbar. tmportance Nomal ~
8. Another wiow will appear on top of the message ovv. ey Homel 7
9. Click on theshow Bcc option. Show From
10. Click onOK.

11.To find email names of others at JMU using Exchantigk on

theT o € C ekt to thename box.

A number of address lists are availabhe default is th&lobal
( Jtyvsthfi/studentaresaurce liyt Pe-

AddressL i st
sonal Caotacts are also available.

Tracking Options

Request a delivery receipt for this
message

Request a read receipt for this
message

More Message Options

i For more message options, dlick Options on
e el Vel A = 0 i O

OK Close

The default window is tii&obal Ad-

—
%) Address Book — Webpage Dialog

e

—— — =

Address Book

dress List (GAL). The listis updatedeg-

ularly

12. Scrdl down to find a specific name, (
use thd=ind box and typéhe first
few lettersofthese r 6 s | .as

13. Click on thenamethenclick on the
Toé button.The name will be addeq
to theToé line.

14. Continue adding names to the é
Cc...or Bcc... lineas recessary.

15.To searchior aResource/Room, .
click onAll Rooms.

(& Default Global Addrelsm

Show other address lists ¥

Aadahl, Heather Ashley - aadahlha
ATHLETICS
aadahlha@dukes jmu.edu

atthew Clarke - aadlanmc

=] (]
bl Aadahl, Heather Ashley - aadahlha
hontop

Mon 11/1/2010 v| Eshow only warking hou

Loading..

Outlook Web App Basic 8
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16.To sarch forPersonal Contactsclick on
My Contacts

17.Click onOK to add names to tewmes-
sage.

18. Click inSubjectand ad it to the mesage

19. Write the mssage

20. Click onSend

21. A copy of the message will be placed in
ac 0 u Bdntfokler.

To confirm he message has been serhd e
mail folders on the left, click 8entltems
Folder

22.This opens th8entltems Folder

& Untitled Message - Windows Internet Explorer

O

=

23. Confirm that the message is in$e@titems Folder.
24.In the email folders on the left, click on théox to return to the Inboxdider.

Exercise 5: Checking for New Messages

£=send IH 0l @ 8 ¢ & B V- H- Hoptos. HM v @
From: ~ | Training User 1
...
[l ce...
[l Bec...
Subject:
Tahama v v B I U iz iE# . A. =
Train01
Test mailbox account
MU
Harrisonburg, VA, 22807 :
Done J/ Trusted sites | Protected Mode: On fy v R100% v
[
Mt
QOutlook'Web App
vail > Inbox
4 Favorites
5} Inbox (2

L2 Unread Mail (2
= SentItems

4 Training User 1
=] Inbox (2

27 Drafts

[5 SentHtems
@ Deleted tems

[@ Junk E-Mail

kel Motes

1 > L@ Search Folders

Al
L~

1. The email systerautomatically —

Outlook'Web App

checks for messages every few

minutes If you are waiting fora | "> ™

. 4 Favorites W lete - ve - Filter ~ View s -

messagelick the € Check = e >

Messageicon in theOutlook £ Unwead i 2 S S
U= SentItems T

¥

Web App toolbar andhe newest
messages will gear

should appean theReading Pane

New messageshould now appear in thebox, andwhen clicked org previewof the masage

Outlook Web App Basic
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Exercise 6: Adding an Attachment to a

Mes S ag e @ Untitled Message - Windows Internet Explorer = B X |
jj [ W 8 ' 3 [RE& - Options.. HTML v (7]
Tg train01@test jmu.edu

1. Open anew message. /
2. Click on _theattachment button. subject B i =]
3 A neW WlndOW appmn tOp Of the mS' Tahoma Include Attachments (2]

Sage VVidOVV. To include an attachment, click 'Browse’, and then select the file. After

. you've selected the file, click 'Attach’. The file will be uploaded to your

4. Browseto the file to betgached. message e
5. Whenthe file is found, select itappear in | .

the attactwindow, click on thAttach but-
ton to attach the file to the ssage

6. The file will appear in théach window at
the top of themessage.

7. If necessarytconfirm the correct attac
ment has been addeduble-click on the
attathment file and it will open

8. If the attachment was opened, closnd, when thenessage is completed clickSend in the
upperleft corner of the widow.

If you don't like waiting to type while your files are being uploaded, insta

Attach Cancel

https:/, I / Trusted sites | Protected Made: On ¥g v | R100% ~

Exercise 7: Reading and Replying to an E-Mail

Reply Reply to All | | Forward

1. Messages can be read fromRbading

Paneto the right of the Inbogr; S . e
. . VWhere have you been-
2. Double-click on the messagethelnbox, ’
the message OpenS in a SeparaﬂDWi Miller, Carol Ann - millerca [millerca@jmu.edu] @ @ & acions

3. To Replyto the message click on ®eply button inthe Outlook Web App toolbar or click
on Replyin the messagendiow.

4. TheReplywindow will open on top of theutlook Web App window.

5. TheToé line will already include the name of the seridiee masage

6. TheSubijectis also included.

7. By defau'tthe 0'|g|na| mem_ge apBarS at @ RE: Where have you been? - Windows Internet Explorer o (5
the bottom of theaply. oMl E Rk e s T e o

8. Any or all of the original message can be|| . ————
deleted by clicking the mouse, dragging itl| seec e vnere e you seen:
and clicking thBelete button. Comcsnems  w[v]B I U =T R Y- AL

9. Thecursoris at the top of the message  |{ -
above the signature |

10. Type a responsat theblinking cursor. ||z

Trainingl

11.Click on theSendbutton in the upper left || 2

IT Training Test Account

corner of the windovo send the mesSsage || rom: wier, curol o - miterco ritercosima e
Sent: Monday, November 01, 2010 11:18 AM

To: Training User 1

Subject: Where have you been?

Looking forward to seeing you soon.

/ Trusted sites | Protected Mode: On g v ®100% ~
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Exercise 8: Forwarding an E-Malil

1.
2.

Follow steps 1 & 2 in the previousreise.
To Forward to the message click on -
ward button in theOutlook Web App toolbar
or click onForward in the messagengiow.
TheForward window will open on top of the
Outlook Web App window.

TheTo: line is blank and ti&ubject:line will
includeFW: and the subject of the original
message

Any portion of the email carbe edited ore&
leted.

Type a clarifying message at the blinking
cursorin the subject line

& FW: Where have you been? - Windows Internet Explorer

= | O] -

send = 0

Ta.. |

W 8 ' 8 @& - optons.

Ce.
Subject: FW: Where have you been?

vli2+ B I U := = w.

&

Comic Sans MS

Trainingl
MU
IT Training Test Account

From: Miller, Carol Ann - millerca [millerca@jmu.edu]
Sent: Monday, November 01, 2010 11:18 AM

To: Training User 1

Subject: Where have you been?

Loecking forward to seeing you soon.

Done / Trusted sites | Protected Mode: On

HTML

A-

¥ (]

|

foov ®100% v

The message box also includesiticeunt sgnature and below that the forwarded message.
Any portion of the forwarded message magdletedin themessage box Iyghlighting it

and clicking th®elete button.

Exercise 9: AutoComplete E-Mail Name List

1.

For previously typedmail nameguto-
Completedisplays suggestions fenail al-
dresses as you begin to type them

These suggestions appeartinxabesid¢éhe
Toé ,Ccé, Bocrc lne

They are possible matches found in a list g
mailnamegpreviousityped(knownas the
AutoComplete name lis}.

To accept aAutoCompletename, click on it
in theAutoCompletebox. It will automait
cally be added to tAi®é , Ccé , or Bccé
line.

Exercise 10: Sorting Message 0

@ Untitled Message - Windows Internet Explorer = | (5] i -
Send [ 0 | w@ 8 Y 8 & F- optons. HML v [7]
Ta.. mil
cc.. millerca@jmu.edu
Subject:

Comic Sans MS ¥v12v B I U iZ i & & . A ¥
Traningt

Imu
IT Training Test Account

Done / Trusted sites | Protected Mode: On

fh v RI100% v

E-mail messages accumulate rapidly. Since folders can contain many messages, searching for a pa
ticular mesage can be time consuming and difficult. Instead of scrolling through a list of emails, use
Outlook Gating feature.

Outlook Web App Basic
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Gutlook Web App

In the Outlook Web Appwindow click on té
Conversationby Date drop-down arro

A newwindow opens$ the sorting ptionsare
displayed

Click on any optionn the dropdown window. + Triing User 1
Messages will automaticegiyort by that tgic. % o

ail > Inbox

New - Filter ~  View ~
Thewie gilbox bal ¥
Newest on Tep

Date

Delete - Move -

(5 Inbox (3
L@ Unread Mail (3
[= Sentkems

* ) Sample mess; From
Mij

BT Ann - millerca To

(A Drafts > Message with Attachment Size
4. Click onNewest on Topand it will toggleés o e
tweenNewest on TopandOldest on Top_/ B ke s
> 08 Search Folders Flagged
Conversation

Exercise 11: Creating Additional Folders Biitiook Web App
ail > Inbox
A A 4 Favorites New - Delete - Move ~ Filter - View - [+
1. Rightmouseclick on thelnbox. Bubord [Seuch Ento bl v
2. A number of optionsppear 2 St e o e
3. Clickon Create a New Folder Aol e ot o v
4. A blank folder box willgpear mder thelnbox. B 2 A o
Typethename of the new folder @ oo e
5@ Junl @ copy Folder. Carol Ann - millerca 2:26 PM
5. Then pres&nter. o e
6. A new folder is created in tBatlook WebApp\ N
account (Thisfolder is visiblén both the Outlook \ j
. .
Client andhewebbased enail) 2y B Vs s
- calind? Empty Folder
Outlook Web App
ail > Inbox
Favorites MNew - Delete - Move~ Filter - View - [+
IL,_; l[.:‘::e:dsMail 3 Search Enlire Moo “ ’
[= Sentltems sastons by e tanTen
X‘J‘ ng User 1 »“| Where have you been?
3 Inbox (3 Miller, Carol Ann - millerca 2:26 PM
0E test 4= hflessagewi}h Attachment @] . @
:ﬁ Ezrra:l:tsm: * 4| Sample message
@ Deleted ltems Miller, Caral Ann - millerca 2:26 PM
[i@ Junk E-Mail

Exercise 12: Moving Messages to another Folder

1. Click tohighlight the messa@®to be moved CuookenApp

2. Click on theVlove button R o

3. A smaliwindow opensinderMove. s [t et of S Meveio ol

4. |f the folder appears in the lidick on theFold- | s —— -

er name.

4 Training Us.

4 [3 Inbox (3

>L1 Where have you been?
Miller, Carol Ann - millerca

£ Copy to Folder...

[ test

o

The message noppeears in the other folder
OR

>/] Message with Attachment

Outlook Web App Basic 12 =
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New - Delete - Move - Filter » View - Move to Folder x

6. To Move or Copy a file tofolderthat does not e balter |4 @ Tinng e

appear In the IiSt | Where have you been? - — V ; ;c‘:{:%t .
7. Click to highlight the message(s) to be moved { oo e | E
H -1 Message with Attachment 2 4 [[3 Inbox (3
leed Miller, Carel Ann - millerca [3 test
8. Then click ortMove andMove or Copyto Fold- | “ 5. o
er. B

9. The folder list opens on top of thediag pane.

10. Click on thdolder in which the message should
be moved ocopied.

11.1f a new folder is needed, click on the folder in
which the new folder should reside. (iiek ehinbox if the foldershould be a sub folder of
Inbox).

12.Click on theCreateNew Folder box on the btiom right of the window.

13. The message will aatatically be moved or copied to the new folder.

Exercise 13: Identifying, Marking and Moving Junk Mail

When message are received that are identified as junk mail they candmecs@silfrom thent
box to theJunk Folder. Outlook WebApp can mark thenessage so that other messages from the
same gnail &count go directly to thiunk Folderand bypass tHabox.

1. Rightdmouse clickthespecifianessage in tha- | " e e e o
bOX. Conversatians by Dzte ~  Cldest on Top o Miller, Carol

2. Move the cursor to thirunk E-Mail option. = Whers v you ber? I

3. An additional window wilppear. — i

4. To removehis message from thebox, move itto | = % =
theJunk Folder, and mark send appriately, click % fonvard
on Add Sender to Blocked Senders List - [——

5. The message will automatically be moved to the B creme e F
Junk Folderand all subsequent messages from t R CTTTTTTTTR
same send#lrbe deliveredirectly to thelunk S tgnore Comversaon | __Add Senar's Domai o Sl Senders s
Folder. B More to Foler.

6. This function can be used in any foldeiinlook N + Miller, Carol

Web App.

Exercise 14: Identifying and Adding Sender to the Safe Senders List

1. Follow steps-B above

2. In the second window, click &dd Sender to Safe Senders List

3. The nmessage will remain in fibox and any subsequent messages from the sanika
count WilALWAY Sbe delivered to tHebox.

4. This function can be used in dolger inOutlook WebApp.

Check message in the Junk Mail FoldeReqgularlyto make sure thatonly junk messagesare
in this folder.
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Exercise 15: Creating Contacts

1.

wn

To add aontactto the Outlook
Contacts listaddress bpalick on
Contactsin the left navigational
bar.

TheContactswindow opens.
Click onNew.

A new window will@pear

4.
5.

© o N

AddC o n t BirstiNan=.
AddC o n t bast Ndm=.

If you do not sethe E-Mail option,scroll down or enlargs
the window by clicking and draggiogvnone of the co

ners of the window
Type theE-Mail name

Add additionalnformation if desired.

When theContactinformation is completed cli@ave and

Closein the upper left corner of thendow.
10. Thenamenow appears in the acco@untact list

Exercise 16: Adding Contacts from a Message

1.

With a message open in the
Reading Paneor in a separats
window,in the messagaght
click on the name of the
sender

A new window ppears.

Left mouse click oAdd to
Contacts

Carol A. Miller

Qutlook'Web App Qutlook' Web App
ail > Inbox Contacts »
4 Favorites Show: “X By- view- &
e @ Al Searcn Contacts £ v
LS Unread Mail (3
= Sentltems People Amange by Fileas = Aontop
Groups There are no items to show in this view.
4 Training User 1
4 [ Inbox (3 4 Contacts
3 test 85 Contacts
(2 Drafts
= sentitems
(& Deleted Ttems
i@ Junk E-Mail
] Motes
> 08 Search Folders
[~ Mail = Mail
:ﬁ Calendar ﬁ Calendar
[85] contacts (8] contacts
o] Tacks A Tasks
# Untitled Contact - Windows Internet Explorer = =i X
Save and Close  §3y 0 e- B3-
mp to: Profile | Contact | Addresses | Details
[ .
First name
Middle name
A
Last name
File as Last, First b
Job title
Office
Department
Company
Manager
Assistant
Contact
Business phone
Home phone
Mobile phone
Assistant %
~J
\> E-mail i
/ Trusted sites | Protected Mode: On g v ®R100% ~
New - Delete » Move~ Filter - View - a I T A
| Message with Attachment
Search Entire Mailbox Fe ¥
By Date - Oidest on Top « Miller, Carol Ann ™" oo TS
- — Miller, Carol Ann - millerc..
>L/] Where have you been? Attachments: [E] D3 Business Phone: Not Available
Miller, Carol Ann - millerca 2:26 PM Home phone: Not Available
> /| Message with Attachment @ Maobile Phone: Not Available
Miller, Carol Ann - millerca 2:26 PM

B3 Send an E-Mail...
B schedule a Meeting...

82 Add to Contacts...

Properties...

If the email namés someone at JMU, t@@ntact information is populated witMU Elec-

tronic Directory information.
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5.

If the email rame is someone who isnotat [—w= = x 7 * =-
JMU, as much information as can be determif ™" " mree s e
- . Profile
from the message will be added to the directq
IiSt| ng . Middle name
File as Last, First
Job title
Office
Department
Company
Contact
Business phone
Home phone
Moabile phone
E-mail v millerca@jmu_edu
Display as Miller, Carol Ann - millerca

Exercise 17: Finding a Contact Already in the Global Address List

N =

In the Contactsscreen:

All refers theMU Electronic Directory list which includes all IMU fégu
staff resourcesind stidents
Peoplerefers to the-enailused s u n i
another source

Groupsreferto all groups createdtime email account.

que contacts

Microsofr

Outlook' Web App

Show:

4 My Contacts
85| Contacts

@ all r

People

Groups

Exercise 18: Create a Distribution List (Group) using Contacts and the Global

Address List
Qutlook' Web App
1. Click onContactsin the left mvigation bar o Nei X B3 vie- @
2. Click on theNew button Choosesroup. ° i £ conact fote P
1 1 eople 2 Groy by File = .
3. A newwindow will apear - e
mImousewasNey.com
: =] &;nt;ct;
4. Type a descriptive name in the [ dseaces LR
Group Namebox ————p | cowname My Group
5. To addnames adrady irthe Global | - | | a0 o
Address Listor Contacts click on | s - £l
M em bers There are no items to show in this view.
Outlook Web App Basic 15 =
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6. A window ofContactsoptions Adaress ook i

=
=

Wi ” O pe n E Defj%\/tf\rnba\ Address... Willer, Carol T ;H;:( Miller, Carol Ann - millerca
7. Double-click the names to be | s il coslion mirs
. / INFORMATION TECHNOLOGY
added to the Ilst millerca@test,jmu.edu
Miller, Carolyn Patricia - millercp
Contacts

Graduated

4 My Contacts milrcp@gmail.com

8 Centacts o
Organization ¥

Tue 11/2/2010 v

Tuesday 11/2/2010
800 900 10:00 11:00)

8. Names will be added to thkem-

bers Smtlon. = Member selections:
9. Continuedouble-clicking the B
names otil the lig is complete
[ saveandclose 3 [ v - B2
10. When the members list iswwo Croptee  [Mimemdr
plete, click ordd to Group. B Henters.. bt o v
The names appear in the bex b ;JMI”EF Caral Ann - millerca ri;:;zf:a@]mu edu
L mﬂEHéJf@ijl.EdLl mnEHEjf@ijl‘.EdLl
IOW. = Mizer, Esther Maxine - nizerem nizerem@jmu.edu
11.When the list is caplete click on | = wencemea ——
Save and Clos@ theupper left

comer of thewindow.
12.TheDistribution L ist is finished and appeargdontacts | ™ * = ™~ @ .

in the Group setion. Scorch Conlocts
13. Notice thelcon before theDistribution List Name.\h’ o e

«

mmouse@disney.com

14.When theDistribution List isclicked the members of the | "<
list gopear on the right side of the window

Exercise 19: Creating an Out of Office Message
1. In theOutlook Web App toolbar click orOptions. —

Outlook Web App Nining User1 -
Mail > Inbox Find St

W& Find Someone Options = @

Outlook Web App Basic 16 =
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In Options, click onT e | | people youdre on vacation

Outlook Web App

ail > Options

Qrganize E-Mail

Account 54%

My Account

Groups
Settings Account Information - Training User 1 Shortcuts to other things you can do
phone General
Block or Allow Display name: Training User 1 Q Tell people you're on vacation
E-mail address:  train01@test jmu.edu r
Contact Numbers fly Learn how to get Direct Push e-mail on your mobile phone
Work phone: (‘
Mobile phane: gy Comnect Outlook to thisaccount

t | Training User 1

My Mail 0 -

ap
]rk Change your password

[ Edit

2. In the Automati
section.

¢ Repliessection, first click o8end automatic reply That activates the next

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

Tahoma v 10w B I U e E

Start time:  Tue 11/2/2010 - | 3:00 PM h

End time:  Wed 11/3/2010 | 3:.00 PM A

=]

m
<
=
R
II I
5
2
®
fiid
xu
X
2
o

3. Users can choose to settomatic Repliesfor a specific timegsiod by clicking o8end rg-
lies only during this time period

4. Set theStart
time and
End time
for the me-
sage.
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