Introduction to
Microsoft Web Access Outlook 2003 Mall

Created: 9 August 2004

Starting Outlook Web Access 2003

In this Microsoft Web Access Outlook 2003 tutorial, we’ll discuss a number of the basic
procedures used in creating, editing, sending and receiving Outlook Web Access 2003 mai
messages. In addition, we’ll also introduce other features essential to nga@agjiook Web
Access 2003 mail messages.

Loading Outlook 2003 Web Access Mall

First, you'll need to be in Browser such asvlicrosoft Internet Explorer. You can be in
Netscape Communicator, Mozillar some other browser, but we have noticed @it Y

Microsoft Internet Explorer (version 5.1 or higher) allows you to see/use all of the features of
Outlook Web Access 2003. Mac users will notice that several of the featuresicoveie

tutorial are not available to them. Once you are in the browser, you'll needtaxtthe staff in
your Information Technology group about tiveeb address for your web Outlook mail.

This tutorial is being written specifically for Faculty, Staff and Stuslaht.ynchburg College.
To access your Outlook web mail here at our college, you'll neggbéan theAddress line

http://mail.lynchburg.edu

Your browser shoultbok something liketheimage below

2 Lynchburg College in Lynchb urg, Virginia -

File Edit “iew Favorites Tgfls Help

& ﬂ:. N '.:
Ii] e (| Search

Address http:/fmail. lynchburg. edul

Again, at your institution, or company, you’ll need to ask them what you should enter.
After you enter theveb addresstap theEnter key. You will now be taken to lngin screen
to access/our Outlook e-mail account This screen wiltequire alogin name andpassword—
this is to protect you and your system from unwanted intrusions.

Once you tap the Enter key, you will see a log on screen that will look like theetmve



Logging-on to Outlook Web Access Malil

Connect to mail.lynchburg.edu Once you tap the Enter keyCamnnect to
mail.lynchburg.edu menu screen will
appear similar to the one on tiedt.

mail.lynchburg.edu

You will need toenter your network

S |8 bimpster_w v usernamethat you received from your
Password: | sssssssssssssne | technology staff. At Lynchburg College
this isnormally yourlast namethen an
[JRemember my password underscoreand therthe first initial of

your first name (it should look something
like bimpster_w).

7 Ok ][ Cancel ]

You will then need to enter your password which you also received from the techstafigy

Now click-on theOK button.

If you have any questions, please contact the Help Desk at your institution osbusine

Left Mouse Button

In this tutorial, whenever we indicate that you need to click a mouse budh, it will mean to
click the left mouse button — unless we indicate that you should cli¢cke right mouse
button. So, always move the cursor over the “place” we indicate and “click l€funless we
tell you otherwise.

New Look

The first thing you'll notice, if you have used Outlook Web Access mail previousjy (a
version), is a whole new visual appearance. You'll notice that there are morg™itlere the
Outlook Bar used to be. You'll also notice the screen is more colorful. If you have neder us
Outlook before, this won't cause any problems as we proceed through this tutorial.



Inbox

This should take you to your Outlotbox screen — similar to the one below.

Dutloo eb Acce Lot
mFolders o (4 SlNew + “-'Ti\ X &@a 'Jél = Lli—'ip ) | © Help (Logoit
= & Marsy, Tom D16 Fron [suect
a backup B JanetSteele RE: Additional Software Thu 8/5/2004 3:05 PM LY
E EZ:_?:;; :’-1\ Edwards, Amy Character Question Thu 8/5/2004 2:39 PM 15 KB d
@ Deleted Ttems (13) t/jn Deaner, Jean FW': Mew Room/Media Request Thu 8/5/2004 2:02 PM 2KB '.
(7| Drafts k=@  Shaffer, Kimberly 'Kim' RE: Gov School Thu 8/5/2004 12:02PM G6KB %
=) T (12) & April Cheek Re: Contact Thu 8/5/2004 11:57 AM 3KB %
ézﬂ Journal =l NYoung5656@aol.com Re: Blackboard Thu 8/5/2004 11:50 AM 4KB
[ g Junk E-mail [1] = Nichols, Susan RE: Blackboard Thu 8/5/2004 11:45 AM TKE ¥
o] Notes &  NYoung556@aol.com Re: Blackboard Thu 8/5/2004 11:42 AM 7KB
[ Outbox (%  L.C.Room/Media Request Proces... New Room/Media Request Thu 8/5/2004 11:18 AM 2KB T
i sent Items % Phe, Scott RE: Excel training Thu 8/5/2004 11:13 AM 15 KB
o ";I i:z;slssues t/_% Burrowes, Tom RE: Registrant List for Colleges 6-3-04.xls Thu 8/5/2004 10:35 AM 5KB
= (= Burrowes, Tom RE: Registrant List for Colleges 6-3-04.xls Thu 8/5/2004 10:24 AM SKB ¥
E}n Cesar Augusto Soto Caballero SOrry again Thu 8/5/2004 10:14 AM 2KB
'E‘E. Pike, Scott Excel training Thu 8/5/2004 9:57 AM 4KB
& | ¥ = Teague, Kipp testing new mail-enabled ITR group Thu 8/5/2004 9:45 AM 2KB %
“ & ejcppl@copper.net Re: July Mews fm Coppolas Thu 8/5/2004 9:07 AM 4KB %
H Inbox (= Camille Murray September Thu 8/5/2004 8:22 AM 38 KB
o =] Ramagli, Howard Email Update Wed 8/4/2004 4: 10 PM 4KB %
: Sherree Orrick 2003 ¥P Office Professional Wed 8/4/2004 2:33 PM 4KB
353 Contacts & Murray, Lisa Qutlook tutorial? Wed 8/4/2004 9:01 AM 1002B
;Z T & Keefe, Sharon Donovan Lab & Check-n Tue 8/3/2004 3:56 PM 6KB ¥
= = Ramagli, Howard Check-infStart of School Tue 8/3/2004 2:55 PM 3KB
Fj IR & Ryan Farrell Outlock 2003 Tutorial Tue 8/3/2004 2:25PM 4KB
|9 Rules & Bertetti Silvia RE: Silvia Bertetti Tue B/3/2004 5:39 AM FKE Y
E—j Options E}. JRTALK2me @aol.com Re: Office tutorials Maon &/2/2004 10:53 PM 2KB W

We are aware that the Menu screen image, shown above, is extremely smafiisflo as

throughout this tutorial, we’ll enlarge different areas as we explain them.

WhenOutlook web mail appears, you will be in thebox where the mail you receive is
located. The screen should look something like this:

Themail messageshat you have received drsted in chronological order.

B Inbox (Mes: 3ges =)

!|D|Q|From

Janet Steele
=)
g Deaner, Jean

-

| subject
RE: Additional Softwa

re

FW: Mew Room/Media Request

Understanding the above view

Notice in theblue “bar” at the top of thelnbox that it indicates theource (From), the

ttems [ to 230F 1022

Thu 8/5/2004 3:05 FM
Thu §/5/2004 2:02 PM

Subject, time anddate received (Received and thesizeof the e-mail §ize).

2KB W

Also note, to theleft of each e-mail receivedthat there is aanvelope andmaybe apaper
clip. Thepaper clip indicatesthat the incoming e-madlontains anattachment (a picture,
another document, etc.)



Different Views in Outlook Web Access 2003
_>

£i Outlook Web Access

Navigation Pane __| Folders O [7]
..... T I
When you first open Outlook Web Access 2003, your screen g backup
will normally look like the one at the top of Page 3. As 4 Calendar
indicated earlier, this is a much different “look” than previous &5 Contacts
versions of Outlook. We'll start with tHeft side of the # {4 Deleted Items (10)
screenand work to the right. On the left side of the screen 4 Drafts
you'll see arimagesimilar to the one on théght. This is [ TR (10)
called theNavigation Pane You'll notice in thetop areathat & Journal
it indicatesFolders. Below Folders you will see the - Lig) dunk E-mai
folders you normally see in Outlook Mail. We'll show you ] Motes
y y y 4 Outbox
how to change things around in these areas, if you desire to, il i’ cent Thams
. . U=
a little while # [ Sync Issues
i’] Tasks
< »
P SPRRRRRC.LT IR LT U— |
Below theMail area you’'llseea series oButtons: Inbox, | Inbox
Calendar, Contacts, Tasks, Public Folders, Rulesnd
Options. —— 4] Calendar
&~/ contacts
If you click on theCalendar button, theCalendar will o
appear onthe right side of your screen The same thing will -
happened when you click Contacts, etc. -} Public Folders
_— . | - Rules
Give this a try. When you are finishaglick the Inbox again. B -
--| Dptions
The next logical question fow to changethis Navigation - =
Paneso that it looks like you want it to. The upper portion __| Folders Ll
of your Navigation Pane should look similar to the one on | = = Murray, Tom
the right, but with your name. [ backup
| Calendar
4= Contacts
In the top portion of the Navigation Pane, to the right of Folders, yaegllan
image of two rotating arrows (like the one on the right). When you move {}

your cursor over the symbol your cursor will change litila pointy hand

and aHelp Text box indicatingUpdate all folderswill appear. Anytime you
desire to update your Outlook Web Access 2003, click this button.

4



You will also seein the Folders areasmall arrow

pointing up (see arrow image on right). If you move 3 Folders

your cursor over this arrow, the small pointy hand will
appear and it will indicateShow/Hide Folders If you

click the up arrow, your folders will disappear, and the
upper portion of the Navigation Pane will be blank. The up
arrow will change to a down arrow. If you desire to see
your folders, click the down arrow.

At the bottom of theNavigation Paneyou will see

“buttons” indicating Inbox, Calendar, etc When you click
these buttons, you will be taken to that feature. So, go ahea
and click the buttons as you desire. When you have explore
a bit, click again on thinbox button. We’ll come back to
several of the buttons later in the tutorial.

-] calendar
%—| contacts

1} Public Folders

At thevery top of this areais alittle down arrow with four
dots on either sidg(like the one below)

v

B

R
S Murray, Tom
:E Calendar
4= Contacts
T awel

If you click on this ‘bar,” you will see yourbuttons disappear This is theEnlarge/Shrink

Buttons Bar. So, you can “hide” your buttons just like you did your Folders. To see the buttons
again, simply click on the bar again and the buttons will re-appear.

Now we’ll concentrate on viewing your e-mail messages.

Different Views in Outlook 2003

You will notice that you carsee a small portion of your incoming e-maiin themiddle to

right portion of the screen This is the default view — for Outlook Web Access 2003. There

are several different “ways” to set-up a “view” that you like best. Mdellv show you how to

set up the view that you like the best.




Button Bar at the top of the Inbox (Sent Items, and-olders)

At thetop of thelnbox, you'll see autton bar thatlooks like the image above In about the
middle of the bar, you'll seelautton thatlooks like two sheets of paper To theright of that
button is adown-pointing triangle (see arrow abovg Move your

cursor over this button and it wilhdicate: Show/Hide Reading =
- p—

Pane Click on thedown triangle and you will therseeadrop down o Right
menu like the one on the right You may have a reading pane on the L|E_-| B
right side of your screen, at thettom of your screen, anone at all H or

(which is the default which now appears)

Mail Views

We'll start with Right. Click as indicated above, and theitk-on Right (see arrow above)
Microsoft added this view to Outlook Web Access 2003 as another way to read your siessage
You will see thdaext of a messagdisplayedon theright side of your screen like the image at
thetop of the next page

bo 1 0 [ fl
Sinew 2% X 15kl S [E - 5 O | @) Help _Ilog Off
H | DlglFrom Subject Sl Size

=1 DarylM... RE: Additonal ... Mon 8/9/... Top stories in the August GCN Tech edition
GCN Update [gcn@eletters. postnewsweektech.com]

[ =] R li... IMPORTANT!! Vi... Mon 8/9/...
) amag : il To: Murray, Tom

GCN Up... Top stories in th...
'LE; Daryll M... RE: Adgitional S... Mon 8/9/...
Fraser, ... RE: itional 5... Mon 8/9/...

3
3.
e
2.
g L.. s
(= Beauma... ff Mon 8/9f... 2... l
b _scouno e on 8. L. Systems On!
] 2 ae
| Message on Left on 8/9f... 4.
- . ool Lo Update
'L:" Andrew... RE: Mursing Can... Mon 8/3f... 4... The week's top news and higHights from GCNissues.
- F ; «.. RE: How'd VBEA... Mon 8/9/... 2...
Lf raser - o il b Eletter Center | About this Eletter | Subseribe to Print edition
g Ramagl... RE: BB Courses  Mon 8/9f... 3...
i Ahles, L... question sbout ... Mon &/8/... 4... August 9, 2004
i Ahles, L... FW: Blackboard ... Mon 8/8/... & ...
'LE; Bertetti ... RE: Silvia Berteti  Mon 8/9/... 3... THE EYE S HAVE IT
r._ai Anaro2... {no subject) Sun 8/8/2... 2. MASA is exploring new frontiers in accessibi ith a program that could give
- disabled users line-of-sight control over their co
g rkfluty... note fromRene... Sun8/8/2...3...
=] . s
L.:ﬂ BrantT... Productinforma... Sat8/7/2... 6... LIGHTEN UP WITH DLPS .
%  shaffer... RE: GovSchool  Fri 8/6/20...8... ¥ Lightweight Digital Light Processing projectors, as litl§ | @X{ ON ng ht
LE; BrantT... Cell Phone and ... Frigfs/20... 1... laptop, make it easier to take visual presentations on
(= Ramagl... Microsoft Hits H... Fri8/5/20... 4... 7 along with the weight, with units now coming in at und JOUt
= &
4 Bentle.. VBEA Confere.. Fri8/6/2..1..
Message from our S ponsor
(= AnneR... Re: Thank You Fri 8/6/20... 2., % :. £ P
'LE; Fraser, ... How'd VBEA go?... Fri 8/6/20... 7 ... 7




Now we’ll repeatwhat we did on the last page, but place the

reading page on tHgottom.

]

G H - P W] @

Bnew - |2 X [

Right
—- [ Bottom

Items to250f1051 [

| subject

D|Q‘From
=

Bentley, Monica RE: VBEA Conference

F&  Daryll McDade RE: Additional Software
L= Ramagli, Howard IMPORTANT!! Virus Alert!!! READ IMMEDIATELY!!!
&  GCNUpdate Top stories in the August GCN Tech edition
F&  Daryll McDade : Additional Software
Q; Fraser, Karen A; Additional Software
RE:
RE:

Message on Top

amagll, Howar
Shaffer, Kimberly Kim'
Andrews, Linda

Changing Metwork Passwords
RE: Gov School
RE: MNursing Candidate

B
E&

Top stories in the August GCN Tech edition
GCN Update [gcn@eletters.postnewsweektech.com]
To: Murray, Tom

Cc

Mon 8/2/2004 3:45 PM 25Kk8 T A
Mon 8/2/2004 3:35 PM 31KB ¥
Mon 8/2/2004 3:34 PM IKE
Mon 8/9/2004 3:15 PM v =
Mon 8/2/2004 3:01 PM 0KE 7
Mon 8/2/2004 11:51 AM 1k ¥ L
Mon 8/9/2004 11:45 AM 23KE ¥
Mon 8/9/2004 11:43 AM 18KB ¥
Mon 8/9/2004 11:27 AM 2kB ¥
Mon 8/2/2004 10:29 AM 4B ¥
Mon 8/2/2004 9:45 AM 10KB 7
Mon 8/2/2004 9:44 AM AKB T v

I Text on Bottom

NORTHROP GRUMMAN

Information Technology

Legendary Refiability™

Update

The week's top news and Righlight = from GCH issues.

RN

[

Now for the last choice. Repeat what you did on the last page, but

chooseOff.

Right

\ E sottom

Ttems to 25 of 1051

Off

M 4

Top stories in the Aug \ Tech edition

t O8] = T ¢
i Bentley, Monica RE: VBEA Conference Mon 8/5/2004 3:45 PM 25KB ¥
Q Daryll McDade RE: Additional Software Mon 8/8/2004 3:35 PM 31KB

[ =] IMPORTANT!! Virus Alert!!! READ IMMEDIATELY!!! Mon 8/3/2004 3:34PM 3KB

Mon 8/9/2004 3:15PM

[

Q Daryll McDade RE: Additional Software Mon 8/8/2004 3:01FM 20KB
@ Fraser, Karen RE: Additional Software Mon 8/9/2004 11:51 AM 14KB
=1 Beaumont, Julie RE: Mon §/5/2004 11:46 AM 23KB
Q Beaumont, Julie RE: Mon B‘\a‘mm 11:43 AM 18KB
~ PE—

k@  manojs 2KB
o S All of your messages on one ‘e
@ Shaffer, Kimberly 'Kim' y 10KB
e Andrens Lode screen — NO Reading Pane He
Q Fraser, Karen 28KB
'E& Ramagli, Howard 3KB
= Ahles, Lynda 4KB
= Ahles, Lynda FW: Blackboard access Mon 8/5/2004 8:53 AM 6 KB
iﬁ% Bertetti Sivia RE: Silvia Bertetti Mon 8/9/2004 3:06 AM 35 KB
Q Anaro247@aol.com {no subject) Sun 8/8/2004 4:29 PM 2KB
'E& rkfluty @juno.com note from Renee Fluty Sun 8/8/2004 12:21 AM 3KB ¢
Q Brant Thomas Murray Product information for Mom Sat 8/7/2004 12: 18 AM 6 KB
a Shaffer, Kimberly 'Kim' RE: Gov School Fri 8/6/2004 10:50 PM 8KB
iﬁ% Brant Thomas Murray Cell Phone and Visit Fri 8/6/2004 9:43 PM 10 KB
=] Ramagli, Howard Microsoft Hits Home Stretch For XP Service Pack 2 Fri 8/6/2004 5:23 PM 4KB
@ Bentley, Monica VBEA Conference Fri 8/6/2004 3:34 PM 12 KB
i3 Anne Rowe Re: Thank You Fri 8/6/2004 12:12FM 2KB




You choose the Reading Pane that you like the bestou can choose a reading pane for each
mail folder (Inbox, Sent ltems, etc.).

Reviewing messages in the Inbox

To view a message, simpipuble-click quickly on the message and the screen below will
appear.

B Inbox (Messages =) Items t2sof1052 [l 4 B [
2 x| alE -5 0w e gt

+ 100 o (st revedr  EEEERN

= Murray, Tom Test Message Mon 89 /2004 4:00 PM 7286 G

ﬁ DFIEI'I
You couldalsoRIGHT click on themessagend then 4l Reply
click Open. 4 Reply to al
- Forward

You will now see a screen similar to the one below.

“4uReply | <iiReply to all - Forward | (%3 |2 X |4 % | @ Hep

From: Murray, Tom Sent: Mon 8/9/2004 3:59 PM
To: Murray, Tom

Ces

Subject; Test Message

Attachments:

This is a test message
This screen is designedreview andrespondto mail message®ceived

Replying to a message

— Look at the button bar at the top of the
- aReply | &Reply to all| = Forward|  screen (it willlook like theimageon the
left). Notice that you cartlick on Reply,
and,automatically reply to theperson
who sent the message,Reply to All (everyone included in the To: or Cc:). When wtigk-on
Reply andReply to All, you will notice that Outlook 2003utomatically” completestheTo:
and/orCc: in your outgoing message.




You thenclick-in the ‘white” message area below the To, Cc, Bcc and Subjecsgmmement
the original message with any additionammentsyou desire to make regarding the message to
which you are replying.

a BEIS)
EJSendEL‘ﬂ = | _g? Jf"' l|I| E/ ' J "_1 Options ' &) Help
Bec...
Subject: RE: Test Message
Marmal % | A |TimesMew Roman % || 12 V‘ A B I U=s = = = %E = §§ % F]
This is the white area where you would type text to respond to a message.
After you have made any comments, you click the “Send’ button and (—eend

your Reply will be “mailed.”

Forwarding a message

If you desire tdorward a message to someone or othelisk on theForward button (next to
the Reply and Reply to All buttons), thelick-in theTo: or Cc: areas We will be covering
Address Books and Contacts later in this “tutorial.” At this poypte in the e-mailaddressor
addressesof those to whom you want to forward the mail message. If yournawethan one
address separate them with a semi-colon (;) You can move down to the Address Book
section if you desire (Page 12).

Envelopes

Now that you have the “feel” for looking at messages in your Inbox, replyingdto a
forwarding them, please take a moment to look at the “little envelopes” nextto ec
message. When a message first arrives in your Inbox, and has not been read, you
notice that the envelope is closed.

Once you have read the message, but not replied, the envelope will appear oper j

When youreply to or forward a message in Outlook Web Access 2003, you will -
notice, when you view the message agaimbox or Sent Items it will now have _.;
asmall arrow attached to the envelope by the message. Hres&s indicate N
that the message has bdéerwarded orreplied to. Apurple arrow pointing to

the left indicate you haveeplied to a message,ldue arrow pointing to the right =
indicates that yoforwarded that message. The arrows will be the same as on the —
Reply, Reply to All, and Forward buttons.



Deleting unwanted messages

g, (P —

= =]

_&; Reply _$' Reply to all _E;. Forward

If you do not want to keep the message, youatiak on the X” button, in the button bar, to
send the message to@€eleted Items folder’

Note: This is NOTthe “x” button in the upper right corner of the screen. If you do click-on
theupper right corner X, it will simply closethe message amdturn you to the Inbox, etc.

We'll discuss this in more detail later Folders. When youdeletea message in tHabox, it is
sent to théeleted Itemsfolder tobe “really deleted’ or “recovered later.

Moving from message to message in the Inbox

Notice thelarge blue Up andDown arrows in thébutton bar below the Menu barThey are
only visible when you are “in a message.’These allow you to movierward andbackward
(Previous ItemandNext Item) between messages in tiox. Click on these arrows to see
how they work.

R

Printing a message

If you desire a frinted copy” of the message you cafick-on thePrinter in thebutton bar.

/

-

.-_:;,. Reply s_'ﬂ Reply to all Lﬁ Forward

A really BIG button

OnEVERY screenin Outlook Web Access 2003 there islBLP L

button. Help in Outlook Web Access is really wonderful. It is like .a| HE||:|
having a manual available when you are in the program. ltis =

really well written and easy to navigate. Anytime you want help
on anything, click the button to the right. We’ll go into Help in more detail at the ehd of t
tutorial. There are several areas of Outlook Web Access that are ed@ainell that we will
not include them in this tutorial, but refer you to Help.
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Creating and sending a new e-mail message

If you are in thdnbox, Sent Items or another folder,and desire to sendnew e-mail message
to a person or group of persarikk-on theNew Mail Messagebutton in the button bar.

™ InboX (Messages ~ )

ZriNew ™ :%X_%]rjﬁr_;\}

The below screen should appear.

2 Untitled -- Message - Microsoft Internet Explorer
send| (el F |2 Y 0 |8 |§ 3 | options...| @ Hep

Subject:

Attachments:

| Mormal V A | Times Mew Roman |+ | 12 v A BIU

]
1]
i
i
i
14
U]
1%
m
-
=
=
2

First, click in theareato theright of To:. For nowtype in thee-mail addressof the person, or
persons, to whom you desire to send this e-mail message. chigkin the area to theght of

Cc.. Again,type in thename or namesof others whom you would like to receive copies of this
message. If you type more than onee-mail addresseparate the addresses with a semi-

colon (;). If you desire to use th&ddress Book,move down to the Address Book section (Page
12).

Now click-in the area to theght of Subject, andtype in asubject for your e-mail message
you desire You do not need a Subject description if you do not desire one.

Finally, click-in thewhite area below Subject, andtype in youre-mail messages you would
any memo to someone. You may move around, edit and change your message just like you
would do if you were in a word processor.

upper left hand corner of the screen

When you have completed your e-mail messaljgk-on theSendbutton in the .
1 Send

Check for new messages

Since you are on a web browser, you'll needreck B InboX (Messages ~)
and see if you have new messagist have arrived
since you began your mail session. To do ttisk
theCheck for New Messages buttoat the button
bar on one of your folder screens (Inbox, etc).
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Quick note on folders

This is simply aguick note to tell you what happens when ysendan e-mail message. When a
message isent acopy of your e-mail isautomatically placed inyour Sent Items folder. So,
you canaccessyour sent message (lolicking-on theSent Itemsfolder — then opening your
message), edit it, and forward it, etc., until you decide to delete it later pou dfesire tdkeep

the e-mail you will be able tmoveit to another folder if you desire. We’'ll go into detail on all
of this later. For now, just be aware thiati have not “lost” your message You do not need

to “copy yourself” in Outlook unless you want to get an additional copy of your e-mail

Address Books

When you have clicked adew MessageReply, Reply to All, or Forward, as indicated on
pages 8 and 9or created a new e-mail messagpage 11 you will see a screen similar to the
one below:

3 Untitled -- Message - Microsoft Internet Explorer

idsend |l | &V 0 8] % § | options...| @ Hep

Subject:

If you areReplying or Replying to All on an e-mail message in ydabox, then the addresses
from that e-mail willautomatically appearin theTo andCc areas. If yowon’'t want to send
the e-mail to some of these addresses, yowsicaply click-on their name or e-mail address
andtap theDeletekey. If you aré~orwarding a message from thebox or Sendinganew e-
mail message, then you caither type-in the address in thEo or Cc area, or use thélobal
Address Listor Contacts Address Book

To accessheseaddress books/listslick-on theTo... , Cc... , or Bec...“buttons” (see

arrows on the picture abovég. TheFind Names — Web Page Dialog - Global Address
List menu box (at theop of the next pagé will appear.
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Global Address List

We'll look at several Address Lists and explain how each is utilized. Fe8tlook at the
Global Address List. When you have clicked on either the To: or Cc: buttos the
below screen will appear:

‘A Find Names -- Web Page Dialog

Last name: | First name: E
Title: | Alizs:
Company: | Department: 5
o[ s .
Mame Phone Alias Office Job title #a
Murray, April Murray_A
Murray, Christopher 'Chris' MURRAY_C Frest
Murray, Lewis MURRAY_LW Soph
Murray, Lisa Murray_L Tech
Murray, Tom Murray_T Coan
L
£ >
Add recipient to...

When you are in thReply, Reply to All, Forward or createa New e-mail message screen, and
need taadd additional e-mail addressesyou can stilkype in the addresses or us&&bal
Address Listlike the one above.

TheGlobal Address Listthat you seaboveis created, and updated, when a person at the
institution/business selects to use Outlook mail. The Information Technold§plates the
new user in the Global Address List. Thus, this address list is a currentlisOoftlook mail
users(and it may also include other users who are not on Outlook — depending on your on
campus/business).

To use this list, simplglick in the area to theght of Display name (see two top arrows

above)andtype the last nameof thepersonto whom you want tgendthe e-mail. Thewlick
theFind button on theright side of the menu screeseg arrow on right above)

13



When youclick theFind button,all of the matching last namesn your Global Address List
will appearin thelower section of the menu scree(see image on last page).

Select the person to whom you desire to send the message by clicking ofr th@me. It will
be highlighted in blue like the image below.

Mame Phone Alias Office Job title ~
Murray, April Murray_A
Murray, Christopher 'Chris' MURRAY_C Fres
Murray, Lewis MURRAY_L\W Sopk
Murray, Lisa Murray _L Teck
B Murray, Tom Murray_T Coor.
bt
£ >
Add redipient ta... [ To ][ Cc ][ Beo ] [ Properties... ] [Cln:nse]

When you have selected your name (like we did in the image above) you will hatitlee
bottom of the menu screen beconetive.” You can now use the To, Cc, and Bcc buttons to
add this person to your message. Click the button of your choice and your selectedlhbene
added to those who will receive the message.

You can continue typing in new names for others in the Global Address List, clibkifgnd
button and adding them to your message as indicated above.

When you have all the names you desire, simply click the Close button at theidfhwweorner
of the menu screen.

Contacts(in older versions of Outlook Personal Address Book)

How can youwcreate your own “automatic” address listfor someone who isot on the
campus/business Outlook 2003 mail system (especially off campus/businessezjidrdsere
is a feature calle@ontactsto take care of this. A contact is just what it indicatésu create
your own Contacts(like a personal address book). First we’ll show you how to gebtdacts
and then how tadd anddeleteaddresses.

14



When youclick-on theTo... , Cc... ,or Bcc... buttons (Page 12) th&ind Names — Web Page
Dialog menu screen appearsinthe upper right corner of theFind Names in:,you will see
an area thandicatesthat this is th&lobal Address List To the right of the title is a small
down arrow. Click on the down arrow and a menu screen similar to the be&w appears.

‘A Find Names -- Web Page Dialog

Find names in: | Global Address List w

e Global Address List
Last name: | First name: | |

v

Now, click on Contacts,and the screen below will appear. You will use this screen, just as you
used the Global Address List screen. InDigplay name: area type thename of the person
who you desire to add to your message, thiek theFind button.

2 Find Names -- Web Page Dialog

il Cu:untau:is B —

MR murray T T e e o S e e e S S
i SR

L L. ........................................
Company: _Degarh‘nent:.

Offce: G —
Mame Fhone E-mail Office Job tile Company
Murray, Br brai per.net
Murray, Br
Murray, Ke cmc COrp.com
Murray, Pe prriL
Murray, Pe pmiL
murraymig mur 1. il

Add redpient to... & Beco Properties

Once your Contacts appealick thename you desire t@dd to your messagend therclick
theTo, Cc or Bcc buttonsto add them to your message.

15



Adding Names to Contactglike Personal Address Book in older versions)

There are many ways &mld names tc€Contacts We’ll show you several of the more popular

procedures. You will also discover other methods, as you become more familiar vidtbkOut
Web Access 2003.

Adding Names to your Contacts as you receive e-mail in your I nbox

Big Note: Right-click on an e-mail addressvhen youreceive a messagfom

someone when you know that this address is not in your Cant&tisn you RIGHT click on
the address, your screen should look like the one below.

‘2 Re: software arriving - Microsoft Internet Explorer

"aReply| =& Reply to all |l Forward | 5§ =3 |0} X [@ ¥ | @ Hep

o = S rT———=y—

Tot Murray, Tor_Properties...

e Add o Contacts

Subject: Re: softwar  Add nder to Safe Senders List
Attachments: Add Sender to Blocked Senders List

You know this is a good address, because you received their messagetliddoan theAdd to
Contactschoice (like we did in the image above). Thtitled — Contact menu screer(like
the onebelow) will appear. Notice the persoresmail address is already entered

el save and Close = ] | K |.7> 2y [4d | @) Help

General I Details ‘

Last Name: ||

First Name: |

Business Phone: ‘

Middle Name: |

Home Phone: ‘

Job title: |

|

|

Mobile Phone: ‘ |

Company: | |

File As: Last, First -

‘ AssistantPhone | % |

Mailing address [] Display Name: |Karan Frase |
Street: E-mail address: |inher .net |
City: ‘ |

State/Province: ‘ |

Postal Code: ‘ |

—_— ‘ | \Web page address:

16



Now we’ll look at theContacts menu screernn more detail. In the upper half of the screen, you
can fill in any information you desire. We entered some whimsical data below.

‘A Untitled -- Contact - Microsoft Internet Explorer

|zl save and Close |8 [l | X Iy ‘_| (G4 | & Help

General | Detais
Last Name: |Bim|:|ster
First Mame: ||,‘f.,ua|,,:|,,:I

Business Phone:

|
|
Middle MName: |Ral|:|h | Home Phone; I:
|
|

Job title: |InternEt wizard Mabile Phone:
Company: |Bim|:|ster Enterprises | Assistant Phone % | |
File As: | Last, First w

In the lower half of the screen, you can enter additional informatiomspetially importantis
thee-mail address It will have been automatically created by your right mouse clickouf y
desire to change it, you can do so by editing the Display Name: and E-mailaddees.

/

Business Address vl
Mailing address [ ] Display Name: |"-"'-"-?l|':|D Bimpster
Street: E-mail address: |I:uimpster@.‘msn.cu:um
City: | |
State Province: | |
Postal Code: | |
CountryRegion:

| | Web page address: I:

When you have completed entering the information you desire in the lﬂ Save and Close
Contacts menu screetlick theSave and Close buttonn the upper
right hand corner of the screen.

17



Manually adding e-mail address to your Contacts

Many times, friends will write you (the old fashioned way) or call you on the péwathéurnish
their e-mail address. Thereasother wayto add theire-mail addressto your Contacts.

£i Outlook Web Access

|_;_] Folders AW

== Murray, Tom
3 backup
[ calendar (1)

FEfContoc SO

In theNavigation Pane —
left side of thescreen —
there argwo choicesto

access Contacts

Click onContacts

= IN the uppefFolder

View, or thelower
button view.

A Contacts menu screen similar to the one below will appear.

Sanew + |24 X |5 O W] @Hep

| “}Log OFf

Abbott, John

E-mail abbott

Abbott, John

E-mail Small@hotshot. com
Account-Update
Adams, John

E-mail jadams@hotmail. com
Adams, Kerry

E-mail kadams
a-kurtg@microsoft.com
Almond, Bob

E-mail ralmaond

Almond, Jackie

E-mail Jackie
alouf@sbc.edu

Anderson '‘Robert
ASCUE 2002
Banner, Joe

E-mail jbanner
Barber, Gloria

E-mail gbarbe
beepetel@aol.com
Bennett, Dagrun
E-mail dbennett
bennett@acavax.lynchburg.edu
Benton, Don

E-mail donb

Berger, Joan

E-mail joanber

Bezos, Jeff

E-mail jeffo

Bill and Melinda Gates
E-mail Eill and Melinda Gates
Bimpster, Waldo Ralph
E-mail bimpster @msn.com
Black, Doug

E-mail dblack:

Bonzo, Brown

E-mail bonzo@aol.com

Home Address 123 Microsoft Street Redmond, WA

98765-0044

Business Address 123 Easy Street Basketville, HI

22257
Boudreau, Karen
E-mail karen_boudrea
Boyd, John
E-mail johnbd

To create a new contact “manually,” you must folgtk on theNew

button in theupper left hand corner of the Contacts menu scree(see

arrow above).

S=|New =

An Untitled Contact screen exactly like the one on Pages 16 and 17 will appe&nter the
Contact information as you desireand therclick theSave and Close button You canview
your Contactsthrough the above screen tmpving your cursor over the Contactand then

clicking the left mouse button twice quickly
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Note on viewing e-mail addresses

Once you begin using Outlook 2003 Maibu can checkaperson’s “information” by right
clicking the mouse on their namein theTo or Cc areas. In theop-up menuthatappears
click onProperties. If they are in your Global Address Book you will “see” how the system
administrator entered the information. If they are in your contacts listyyosee the Contacts
screen similar to the one above. This is very handy if you desire “quickimafmm about a
person in your system.

Personal Distribution Lists

Now that you have an idea of how to addividual namesto Contacts and are familiar with
the Global Address List, you may want to creagegroup of addresses to which you
frequently send e-mail In Outlook Web Access 2003 this is calleBexsonal Distribution
List. To create a Distribution List, you will follow several steps, sintdahose above.

To create a Personal Distribution Listyou will need to be inContacts,
Inbox, Sent Items, Deleted Itemspr aFolder. You will need to be in a
main screen where you can seébeNew Button. >

[E Conta 5 (Address

Message

Theimageon the right is theame for all folders(Inbox, Sent ltems, jjJ Al
Contacts, etc). On threght side of theNew button you'll see a B3 Contact
downward pointing triangle. Place youcursor on this triangle and @] Distribution List
click on it. Thedrop down menuyou see will includd®istribution List 3

—click onDistribution List . TheUntitled -- Distribution List image B¥  Folder
you seebelow will appear.

|5 save and Close| x |;J | @) Help
e ——
Add to Distribution List:
[ Name E-mail address

&] Dane B Internet

19



We'll now look at an enlarged view of the Distribution List menu screen on thedgst

‘A Untitled -- Distribution List - Microsoft Internet Explorer
|l save and Close | % ‘Eil] (@) Help

Add to Distribution List:

M MName E-mail address ‘

In theareato theright of List Name, type in a nhame for
your Distribution List (e.g. Lunch Bunch).e

Lunch Bunch

Add to Distribution List:

Next, click on theFind Names button

<} Find Names -- Web Page Dialog

This will d|sp|ay theFind Find names in: |Global Address List vl

Namesscreen. Display name |murray |
Last name: I_‘ | First name: | |

. . b
Notice that this screefooks Tite: | AN | Alas: | |
. . -

almost exactlyike theFind B N\ iy |

Namesscreen yowsed to offce: | | ity | |

address your messages

You’" use th|S menu screen Mame Phone Alias Office Job title .

. . . . Murray, A Murray_A

just like you did for adding Merray. C MRy e

names to your To..., Cc... and Murray, Le MURRAY_LW Sop

Bcc... on Pages 12 — 14. Murray, Li Murray_L Te

Type in anamethat you want

to add to your Distribution List

in theDisplay name area (see A

arrow). Thenclick theFind / . | o

button (see arrow). Select

your namein thelower area Gt ot | fopotes. Jges)

and therclick the Distribution;"

List button.
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As you add names to your Distribution List, using the Find Names menu screerill gae w
them added to your Distribution List each time you click the Distribution LisbbutWhen you
have added all the names from your Global Address and Contaatkdisthe Close buttonat

the bottom of the Find Names Screen.

/

Add redpient to... [

Distribution List

[ Properties. .. ][Close] ‘

You should now return to tHeistribution List screen. Your screen should look similar to the
onebelow. You'll seethename of your Distribution List in theList Name: area(and at the
top of the Distribution List screen) and th@mesof theMembersin thearea below.

|l Save and Close | % -’j &) Help

Add to Distribution List:

List Name: [EVglsg)=0ylss]

1 Name

Murray, Tom

|85 Waldo Bimpster

|85 Waldo Brown {waldo@acl.com)
|85 John Adams (jadams @hotmail, com)

E-mail address
murray

bimpster @msn.com
waldo@aol.com

jadams @hotmail. com

To remove membergrom the list simplyclick once on the member (see arrow below)
and therclick-on theRemove button You'll notice that they are removed from your list.

~

Murray, Tom

85 Waldo Bimpster

85 Waldo Brown (waldo@aol.com)
85 John Adams (jadams@hotmail.com)

Remove

E-mail address

murray. t@ynchburg.edu

bimpster @msn. com
waldo@aol.com

jadams @hotmail.com

To add new memberssimplyrepeat the steps on pages 19 to 21.
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Thenext time you “visit” Contacts, yourscreen will look something like the one below.
Thename will be in bold and there will be a “teeny” icon ofveoman and a manon the right.

[E Contacts (Address Cards ~) Items E wogefi1sz [l 4 [ [

| jcolel Knode, Steve

Any time you desire to make changes to this Distribution Listustdouble-click quickly on
a list and you'll betaken to that Distribution List screen that you used to create the list.

Sending Messages using your Distribution List

To send a message to everyone on your Distribution Ligtpe thename of the Distribution
List (e.g. Lunch Bunch) in the To: or Cc: areas of your message.

Folders

£i- Outlook Web Access

™D
“_:'i — i When you first opened Outlook Web Access 2003atiea to
= M“r:";_“'m theleft of thescreen looked something like the image to the
% . left. The icons you see take you to different features of
g2 Contacts Outlook (Calendar, etc.) or contain e-mail.
H 4] Deleted Items (10) . L . .
(7| Drafts Theiconswe areconcerned within this tutorial are thenes
[ DT (10) that pertain to e-mail and hold messages (e.g. Inbox, Sent
&l Journal Items, and Deleted Items).
Lg Junk E-mail
J Motes
= Outbox
= Sent Items
B [ 5ync Issues
[&] Tasks

NOTE: When your Technical Support staff setup your Outlook and Outlook Web Access 2003
account, they create limits for the amount of mail messages you can have limbgiISent

Items, and Deleted Items folders. When you get near this limit, youesglve a cautionary
message, indicating that you need to delete messages that are no longer needed.

Frequently, you have certain messages that are related to a topic or groupy amdilg like to
retain for some period of time, and not have them “count” against your size limit.
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In your Office Outlook account, you are able to create folders which will saveaagesson your
hard drive (see the appropriate Outlook tutorial on how to do this). However, in Outlook Web
Access 2003, you can only setup folders to your Inbox, Sent Items or Deleteddiderns.

This will allow you to view the messages in both Outlook and Outlook Web Access 2003, but
will count against your capacity limit.

Creating Folders

To create &older (which is a part of your Inbox, Sent Items, or Deleted Iltataone of the
following steps.

You can eitheclick thedown triangle in theNew button, B Inbo  (Messages ~)
and therselect Folder

L: Inbox]el) Mess..age
1?3" Lpdate Folder Or you Cal‘RlGl-!T click the. zpplni:'nent
| Open folder under Whlch you desir i '|:.E )
Open in NEW../ to have your SpeC|aI folder. Distribution List
Task
Mew Fald Post in This Folder
&{hj Falder l,l.\g—-wz

In either case when the drop down menu appeaedect Folder (see arrows above).

The followingCreate New Folderscreen will A Create New Folder — Web Page ... [X]
appear: Mame:

|Cin|:|y's Spedal Items |

First, selectalogical namefor thefolder. it
For this tutorialve’ll usethe title ‘Cindy’s faitens K3
Special Items” Type the name you desire in 3 & Murray, Tom ~
theName area. [ badap

i calendar (1)
Next, move downtheCreate New Folder . %‘ Ezgtzjitems
screenwith the elevator arrows pn theright (3| Drafis
of the menu screen) until you selmbox, Sent o T (15)
Items, or Deleted Items. Logically, Inbox or 4 Eﬁ’hwnd
Sent Items would be best, but you can choos g Junk E-mail [2]
any folder. Click thefolder you desire. We | Notes L$
choselnbox in our image on the right. The (5 Outbox |
folder will turn blue. [ Sent Items pr
Now, click OK. e

23



._3 Folders L e ] ]
3 ¢ Muray, Tom f  Thiswill plz_;lcethe newly crea_tetblder under the_folder you
Fg badkup chose gee image on lejt Notice that our folder isunder”
4 Calendar (1) thelnbox. Also,notice that there is now kttle minus “ —*
3 Contacts sign to theleft of Inbox.
H fa] Deleted Items
[7 Drafts Anytime you see a little plus sign “ + “ next to a folder, it
= [ Inbox (16 indicates that there are other folders “below” the folder.
Ea If you click the plus sign, you will see the folders.
&& Journal

If you click the minus sign, the folders below the main folder will disappear and a gruwitii
appear. So, you can “show” or “hide” your folders as you choose.

Placing e-mail messages in your created Folders

Moving a single message

To “move an e-mail messagdrom one folder (Inbox, etc.) to another folder you simply
click-on the e-mailmessage you want to moveld down the left mouse button anddrag the
messag¢o the Folder.

Singleto. .. Wed 8/11...

.. Outlook web ac... Wed 8/11...
Campbe... RE: Rebate Wed 3/11... 2...
Campbe, .. RE: Rebate Wed 3/11... 2...

| @ Deleted Items
CA Drafts
= 3 O (13)

[C3 Cindy's Spéaal Items

£

P PRIE

In the image above, waicked on thehighlighted messaggeheld down the left mouse button
anddraggedthe messagiom the Inbox to the Cindy’s Special Items folder You will

notice, as you are “dragging your e-mail message,saall box appears “attached” to the
cursor arrow. Thecursor changesto acircle with a line through it (when you are over an

area where you can’t drop your message), anddhanges agairto the box with the arrow

when you have the cursor over an acceptgblder. When you have theox symbol overyour
Folder, releasetheleft mouse button. This will move the message from one folder to another.
Try this with one of the messages in your Inbox.
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Moving Several Messages

WicroactT {MSox

£i Outlook WebAccess ¥ Inbox (messages

e
25 Murray, Tom Subject v |
[ backup .. Mail Server Anti... Wed 8/11... Ou can also
77 Calendar (1) . move several
.. RE: Outlook we,.. Wed 8/11... 1... % .
2] Contacts - — = messages with
@ (3 Deleted Items - '”g"‘t""' p— " : = this drag
LElDraﬁ:s . raser, ... UUUooK web ac., .. e technlque
a3 TnboxJeEh ; Campbe... RE: Rebate Wed 8/11... 2... %
3 Cindy's Spedal Items -3 e... RE: Rebate Wed 8/11... 2... K
S8 Journal f&  Singleto... RE: ts.exe Wed8/11...4... ¥
i@ Junk E-mail [7] [} soft TechMetFlash: ... Wed 8/11... 3... [
_‘._] Notes E.;\;. Microsoft Exploring Windo... Wed 8/11... 3... i

To highlight several messagegou need to learn a new skill. If ybold down one of the Cirl
keys (at the bottom of the keyboard — one either side of the Space Bar) amtickem several
messagesyou’ll notice thatas you click each message it is highlightdgtike image on abovg.

When you areeady to movethe group of messages you highlighted, singfik onany of the
highlighted messagesandimmediately hold down theleft mouse button and therdrag all

the messages to tf@der where you want the messages. If you click-on one of the messages
and don’t drag the cursor immediately, this will “turn-off” the multiple messaggctions and
you’ll have to start again. It's kind of tricky the first time that youthig.

If you ever desire to “turn-off’ the multiple highlights, you simply click-ory amessage and that
will remove the highlights and select the message on which you clicked.

You can still delete the messages when you no longer desire to retain them.

[ ] Fraser, ... RE: Outook we... Wed 8/

¥ Follow Up
+' Flag Complete One more way to move messages — YOURBBHT
Clear Flag click on amessage When the drop down menu

. appearsselect Move/Copy to folder When the

P8 Mark az Read Move/Copy menu screen appears, simghigk on the

4l Mark as Unread / folder to which you desire to move the message and it
- will be moved.

X Delete
E&l Mnuefﬂnpyj.l_rto older There isalso a Move/Copy
bW, button in each folder Toolbar

which also works well.
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Moving, Deleting, and Recovering Mail Messages

You should now have a “feel” for Outlook Web Access 2003. Having just completed folders,
you can see that we can move a message from any folder to any folderksyrojitking on it
and dragging the message to another folder.

To deletea message, you have already learned that you can click on the message and then on the
“X” in the button bar fiot the X in theupper right hand corner). If you click on the upper
right hand corner X, this will simplglosethe message and return you to the Inbox, etc.

When youdeletean e-mail message in yombox, Sent Items or aFolder, this places the
message in thBeleted Items “trash can.” You can trag” an item fromDeleted Itemsto any
folder toretrieve it, or use the methods aboverézover a message to a folder.

“Really” Deleting Messages

To “really” delete an e-mail message in beleted Items trash canyou carclick-on the
messageandclick-on the X” button, or tap theDelete key Outlook Web Access 2003 will
ask you if you feally” want to delete the message. When you yag™ it's gone To delete
several individual messages at ongcelick-on thefirst message, themold down the Ctrl key,
andwhile holding down Citrl, click-on the other items You will see that they turrbtue,”
indicating that you aremiarking” them (just like we covered before). Now click th€ *button
or tap theDeletekey.

FZ roiders o [ |ainew - |22

Because you are in a web browseand not Outlook 3 (- Murray, Tom

on your office computegou cannot use the Select

walt g badwp
all feature to delete everything in your Deleted (i Calendar (1)
Items folder. However, there is another reatiice = Contacts

feature in Outlook Web Access 2003 that wallow / & (1

' | Drafts
you to delete all the messages in your Deleted (L7 Dra Bl Update Folder

Items trashcan RIGHT click on theDeleted Items [ Inbox (10) = L
trashcan and adrop down menu will appear (see Gl Journal - = P
image and arrow on right). Clickthe Empty ‘aﬂw o E,: e
Deleted Itemsselection. | Motes i

(= Outbox I

A message box will appeaasking if youreally want to delete all the items If you do,click
OK.

Microsoft Internet Explorer E|

.\_?(J Are you sure you want to permanently delete all the items and subfolders in the Deleted Items folder?

Ok l [ Cancel
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Adding, Sending, Receiving, Viewing, and Saving Adichments

There are many times when you wansémdaWord document, Excel spreadsheet,
PowerPoint presentation, picture,or file of some type to someone, or be able to receive one.
Outlook Web Access 2003 makes this relatively simple. The items indicated ab@entas
“attachments' to your e-mail.

When you are sending an e-mail message A Untitled -
and want to thclude” an attachmentit is | lm
relatively easy. When you are in the
Untitled-Message theForward or Reply
screens, you will notice gaperclip” in the button bar.
Text Area - Cursor g
i Maormal hd . A iTlmes Mew Roman

To add afile (attachment) to you messaggou Must |
be in the “text” area to do so.

You cannot addan attachment you are in the To..., Cc..., Bcc..., or Subject areasYou
will seeyourcursor “flashing” in thetext areaso you will know you are in the correct ardt.
you are in the To..., Cc..., Bcc... or Subject areagouwill not “see” the paperclip clearly.
You will see a definite outline of a paperclip (like the one above) when you are inttaes@x

This paperclip is thebutton thatallows you toinsert anattachmentin your e-mail message
Go to the place, in your e-mail messag&here you want the attachment located (in the
Text Area). Most often, people place attachments at the beginning or end of their messages.

When you are at the point where you want the file (attachment) lochteld,on the
paperclip. The followingAttachments menu screen will appear

2 Attachments -- Web Page Dialog

'@ Help
Choose a file to attach:
) =
When thisAttachments | onee
menu screen appears
click the Browse Button Attach

on theright side of the
screen (searrow at
right).

Current file attachments

Close
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When you click the Browse button, the followiGfpoose filemenu screen withppear.

Choose file

Look in: 1@ My Documents

&= B £ B

| |3 Collign Received Files
L\é 5] My Data Sources

! DM: Recent ICMy eBooks
cumerts |[h My Library

Fﬁ My Music

— [C2My Notebook
Desktop E_ll‘v‘ly' Motes

= : |ﬁ My Pictures
\ |

__;Ji Iy PSPE Files

- I'~"I1,r Webs
My Documents

] 2002 tax letter.doc

) chaise letter. doc
@,_]cl:nllege buys text.doc

*§ ASCUE 2004 presentation.ppt

B |
ig!;g (M) c about tutorials-merge 2003.doc

Bppay DAV talk.doc
|E;jliilDay' Revenue Analysis Wor
@]DDay Revenue Analysis Waor
ﬂli:]D-Day volunteers.ppt
Epel nvoice.pub

) directions to lab.doc
BFDpR, doc

E)hold for label.pub

i§1-'-"1;.‘]H|:|'.w to make a great 2003 PI
lﬂl_jjames monroe positions.doc
] jean suttenfield letter. doc
ig:!-Ilif]Ii1:er.5n:1,-' Farum.ppt
L@]Mailing Label.pub
@_]Miausnft Bio one page.doc
@I_]Mia'nsuft bio two page.doc

My Metwo File name: 1;’-'-.SCL|E 2004 presentation ppt

Files of type: i;’-‘-.ll Files =)

When thisChoose file menu screen appearshoose théocation of yourfile (attachment)on
your computer (A or C drives, etc., or on a network drive) by usingdbk in: area (see the
arrow above —we have chosen My Documents on the C: driye Thenchoose the fileby
clicking on it (we chosea PowerPointfile called ASCUE 2004 presentation.ppfor our
attachmernt Click onOpen. You will nowreturn to yourAttachments menu screen Your
screen should look similar to the one below. Nibek the Attach buttongee arrow below.

2 Attachments -- Web Page Dialog

Choose a file to attach:

|C: \Documents and Settings \MURRAY _T.LOGIN-DOMAINMy Documents\ASCUE EIIIIII{

Add the file to the list
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When you clickAttach, the lower portion of your Attachments menu screen will blink and look
similar to the image below.

Current file attachments
st [7]: |1 ASCUE 2004 presentation.opt

.[ Close

In order to “attach” your file to your message you'll need to tell Outlook Wede#s 2003 that
this is the file to attach. You do this bycking in thelittle square to the left of your file.
When you do, amall check mark will appear in the box When your screen looks similar to
the image abovelick theClosebutton.

When you click the Close button, you will return to your message. The Attachmeatsf ar
your message should now show your attachment — similar to the image below.

Subject:

Attachments: | |_] ASCUE 2004 presentation.ppt{162KE)

When you or, another person, receives this attachment, all you have wodiblis-click on the
attachmentand it will load into the proper program! Or, yoan RIGHT click the mouse on
the attachment,and amenu will appear. Once you have the document in its normal
“environment,” you can save it, etc. Pretty neat!

Calendar | |
|| Inbox
_>ﬁ Calendar
There is gersonal calendaryou canusethat is included {"_’)
with Outlook Web Access 2003. You can access the | contacts
calendar bylicking-on the calendar iconin Outlook /| Tasks
Shortcuts area on the left of your Outlook screen. You can
learn how to usethis Calendar byglicking Help.

excellent. Calendar Help covers each feature of the Calendar in gre
detail.

The Help in Outlook Web Access for Calendar, and all features, is ‘ 7 Help
R
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Outlook Web Access Options

If you are used to Out of Office Assistant, Signature, and many other feat@atlook, most
of these are now located in the Options menu screen.

—_— 1]
. Inbox
If you look at thebottom of theNavigation Paneon the -] catendar
left side of yourscreenyou will see théptions button. 5| contacts

;ﬂ Tasks

Click theOptions button.

We'll now review several of the most popular topics in the Options
menu. Most are self explanatory, and you can peruse them if you deSI‘ ;E_i!.l Help
Again theHelp feature in Outlook Web Access 2003 is excellerand

will guide you through each option

Out of Office Assistant

|zl Save and Close | Close | @) Help If you aregoing to be away fro.m
your office computer for a period

iR of time, and you want to leave a
_____ courtesy message for folks to let
.| @ Imaurentyin the office them know that you'll be away,
CY el ik of e ol you can use th@ut of Office
Assistantto do this. To activate
the Out of Office Assistardlick-on

.ﬁ.ub::REply only once to each sender with the following text:

I will be away from campus until Thursday, 5 "" Tools in theMenu bar and then
,.ﬁ.ugust 2004 at a technology conference. Iwilbe = lick £ Offi .
reading my messages periodically. 4l click-on Out of Office Assistant...

Type the messagéhat you want others to receive when they send you an e-mail me3s$ege.
click in thesmall circle to theleft of | am currently out of the Office. This message will be
sentto each persothe first time that they send you an e-mail message telling them that you are
away from the office.

As you change various Options, like the Out of Oftie Assistant, you’ll need to
click Save and Close button at the top of the Optits screen (see arrow above).
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When you return (to your office), and Out Of Office Turned On
load Outlookyou will see a screen
prompt reminding you that Out of Out of Office is currently on. Would you like to turn it off?
Office Assistant is active You can
“turn off” the Assistant when you see
this message.

fes ] [ Mo ]

Auto-Signature

There is an Outlook Web Access 2003 feature, which allows you to plaesigried
signature at the end of your e-mail messages.

Scroll down the Options Menu screemuntil your screetooks like the image below

Messaging Options

Mumber of items to display per page:

After moving or deleting an item: | open the next item b

Display a notification message when new mail arrives
Play a sound when new mail arrives

Automatically indude my signature on outgoing messages.
H? Edit Signature. ..

el Mail ecitor font: | 12 pt. Times Mew Roman | [ choose Font...

When the above screen appedisk theEdit Signature button (see upper arrow abovg

The Signature screen(image orright)

will appear. Type your signature as you Save and Close | Close| @) Help
desire it to look in your messages. Adjust
the Font and Font Size if you wish. |Mormal v | A | Arial vl 12 [ A

When you have your signature just the
way you want itclick the Save and Have a wonderful day,

Close buttonat thetop of the screen
Janet Steele
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Font for your messages

Below the Edit Signature buttonthe menu screen indicatekil editor font : (seelower arrow
on last pag¢. If youdesire a font different from the Arial font defaultclick theChoose Font
button and select the font you desire.

Other interesting features in Options

As you scroll down the Options screen, you will see that many of the Optioysthadrmally
find in Outlook Mail (Tools — Options) in the Outlook Web Access 2003 Options area. Some of
the more often requested features are here.

* Reading Pane Options

» Spelling Options

* Privacy and Junk E-mail Prevention

» Appearance — change the color of your screen

» Recover Deleted Items — that you delete-deleted

At your leisure, peruse the various Options. If you have any questions "
can e-mail the address at the end of this tutorial or refer to the excellent LE_E!.' Help
Help in Outlook Web Access 2003.

Other neat things in Outlook Web Access 2003

Grouping Messages

If you desire to group your messages there are two Siiliei

ways to do this. Thérst method is toclick the
Messages buttomext to thdolder title (Inbox, Sent
Items, etc.) andelectthegrouping you desirefrom
the drop dowmmenu list Your menu should look
like the image on the right. Experiment here as you
like.

Unread Messages
Two-Line View
' By Sender
By Subject
By Conversation Topic
Unread By Conversation Topic

SentTo i

Thesecond methods to _»
click one of theselections | ! | O] 8|From Subject
in thebutton bar above the '

messages When you click any of the selections (From, Subject, Recelyédiachments, etc.,
the messages will be sorted by your choice. Again, experiment as you desire
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Multi-colored Flag selection

' | O | 1] | From |Su|::jen:t |F‘.EEEi'u'EL'.| |Size r
#®  Campbe... RE: Rebate Wed 8f11... 3...

In Outlook Web Access 2003
you canmark each message
individually, as you desire,
with a different colored
importance flag. You can
then view your flags by color
groups.

Red Flag
Blue Flag
Yellow Flag

Orange Flag

—

¥

?’

'n.i_r

% Green Flag
?

% Purple Flag
~

Flag Complete

Clear Flag

In thepreview screen simplyRIGHT click on thesmall “blank” flag on the right of a
message A “flag list” will appear as a drop-down menu (image above).

Click the flagcolor you desire.

Multi-colored flag grouping and Message Order

You cangroup/arrange your message$y Flag, once you've selected flags as indicated above.

* @ From Subject Received | Size

Once you have “colored” your flags, to place them in order, sicijl thesmall flag at the
end of the button bar above the messagesitsage above.

Nice features while creating messages — Spell Cheuk

In Outlook Web Access 2003 you are also ablepkll check your messagedn the button bar
at thetop of themessagdhere is &5pell Check button Anytime you desire to spell check your
messages, simply click ttgpell Check button

After you have composed your messadiek theSpell Check button(arrow above) and the
Spelling menu screemwill open as shown at thep of the next page
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23 Spelling - Outlook Web Access -- Web Page Dialog

checked.

——)- Spelling Language:
ll Always check spelling before sending

_.L Check Document ] [ Cancel ]

Select the Spelling Language you desire and then click the Check Document buttosy #n ea
use Spell Check screen will appear for each misspelled word. When you have abyqlete
Spell Check, the check screen will close.

HELP

Once again, the Help in Outlook Web Access 2003 is really great and ej o

to understand. Anytime you have a question the Help button is availabl LE_E!.' Help
on each feature. If you still have a question, please don't hesitate to

contact the e-mail address below.

Microsoft Office Tutorials

In addition to this tutorial, Outlook tutorials for Outlook, Outlook Calendar, Outlook Folder Size
and Outlook Web Access, as well as other Office tutorials, are available at:

http://www.officetutorials.com
This site is updated frequently with tutorial revisions as well as tutdreatsa number of

collegiate institutions. Please feel free to visit and download as you desire.

This has been an introduction into the basics of Outlook Web Access 2003 mail. If yomyave a
guestions about Outlook 2003, or comments on this tutorial, please contact either:

murray.t@lynchburg.edu or Fraser@mercury.hendrix.edu

Thank you for your patience and good luck.
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