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Getting Started
In Outlook Web Access   

STUDENTS.PPSD.ORG
(OWA)
	With Outlook Web Access (OWA), you can use a Web browser to access your Microsoft Exchange mailbox from any computer that has an Internet connection.  You can receive and send e-mail messages, organize contacts, create tasks, and schedule appointments.  

Outlook Web Access (OWA) is ready to use as soon as you log on. You don't have to change any settings or turn anything on or off to start sending and receiving e-mail messages by using Outlook Web Access.

Outlook Web Access (OWA) lets you do things like automatically check spelling in your e-mail message before it's sent, add a signature to the messages that you send, and select a default font for your messages.
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	Jump to:
	· Create E-Mail
	· Create a Distribution List

	
	· Delete an E-Mail Message
	· Working with Attachments

	
	· Save an E-Mail Message
	· Mailbox Quota

	
	· Create a Contact
	· Tracking Things To Do

	
	· Create a Calendar Event
	· Icons – What they Mean

	
	· Navigation Pane
	· Logging Off Email

	
	· Junk E-Mail Messages
	· Password Guidelines

	
	· Address Book
	


Working with Messages 

In addition to reading and sending e-mail messages from Outlook Web Access, you can customize your messages. Some of the ways you can customize a message are by adding attachments, requesting receipts when a message is read or delivered, and adding a category to a message.

You can use folders to organize your messages just as you would use a file system to organize papers. You can manage the messages that you receive by using rules to sort them into different folders. Creating and reading e-mail messages are the most frequent tasks you perform in Outlook Web Access. E-mail messages may be sent to individuals or groups. Outlook Web Access includes many options for managing e-mail messages.
Create E-Mail
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E-mail messages are delivered to your mailbox by a computer that runs Exchange. By default, messages are stored in the Inbox of your Exchange mailbox.
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The number of unread e-mail messages in your Inbox appears in parentheses next to the Inbox. The Inbox displays unread messages in bold type. After an e-mail message is opened or marked as Read, the message reverts to normal type.  
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The following table lists all the options that are available on the toolbar when you create a message.
	Button 
	Description 
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	Sends the message to the recipients.
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	Saves the message in the Drafts folder but does not send the message.
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	Attaches a file to the message. For more information about how to attach files
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	Opens the Address Book to look up recipient names.
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	Checks the names of the message recipients in the Address Book or in your Contacts folder. For more information about how to resolve names.
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	Sets the importance of the message to High.
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	Sets the importance of the message to Low.
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	Inserts a signature at the end of the message. For more information about signatures, see 
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	Checks spelling in the text of the message. For more information about how to check spelling, see 
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	Displays the Message Options dialog box. For more information about message options, see 

	Message Format list 
	Sets the Format of the message to HTML or plain text. For more information about how to format, see 


When you open an e-mail message in Outlook Web Access, it is displayed in the read message form. The read message form and reading pane display the following information in the message heading:

· Subject   The subject of the message.

· Importance   The importance level of the message if it is set to Low or High.

· From   The name or e-mail address of the sender or organization.

· Sent   The date and time the message was sent.

· To   The names or e-mail addresses of the primary recipients.

· Cc   The names or e-mail addresses of the carbon-copy (Cc) recipients.

Close an Email Message

To close an open message, click the Close button at the top of the message form window or press the ESC key.

Delete an Email Message
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To delete a message or multiple messages from a folder in Outlook Web Access, 
Select the messages, and then click Delete [image: image12.png]


 on the toolbar, 
or right-click and click Delete on the menu. 
You can also press the DELETE key to delete the selected message. By default, all deleted messages are sent to the Deleted Items folder. Messages are not permanently removed until you delete them from the Deleted Items folder. 

Save an Email Message
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You can save a message you want to send or complete later. This applies to new messages, in addition to messages that you are forwarding or to which you are replying. By default, saved messages are stored in the Drafts folder.
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Open a new message, or reply to or forward an existing one.
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On the toolbar, click Save [image: image13.png]


or press CTRL+S.

You can now safely close Set Message Options
Your document is stored in Drafts until you click on SEND.
Navigation Pane
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The Navigation Pane, located next to the main window, provides one-click access to all folders in your mailbox.

The Navigation Pane also lets you manage your mail folders, calendar, and contacts.
· [image: image14.png]


 FAVORITES:    Lets you quickly access folders that you use the most.
· [image: image15.png]


 MAIL:    Provides access to all the folders in your mailbox (Deleted Items, Calendar, Contacts, Drafts, Inbox, Junk E-Mail, Notes, Outbox, Sent Items, and Tasks) and any personal folders that you have created. It also lets you manage the contents of your mailbox by creating, renaming, moving, or deleting folders.
· [image: image16.png]


 CALENDAR:  Lets you navigate your calendar and create additional calendar folders.
· [image: image17.png]=



  CONTACTS:   Lets you view and work with your contacts. Contacts lets you create additional contact folders and select which contacts to display.
· [image: image18.png]


  TASKS:  Lets you view and work with your tasks. Tasks lets you create additional task folders and select which tasks to display.
Create a Calendar Event
Outlook Web Access calendar is just like a paper calendar on the wall, but it has lots of extra features. Create appointments and set up meetings by using the calendar, send an invitation with calendar to other people. 
[image: image70.png]3 ankewval
@ Deletedtems.
> B Search Folders




[image: image71.png]Untitled Message - Windows Internet Explorer
2] hitps:/bzprd0101 exchangelabs.comfoma7ac=ltemiia=Newt=IPM NoteBec=TQUNCAZMEILMzASTWALAMSNDISNDKZNEISHS -

Ssed ([ 0 @& 18 B YR Bopons. b v

[ To... s000002@students.ppsd.ora

@ ce

Tehoma

instructions on saving an email.|

Q@ et oo -



Each person you invite will receive an e-mail that contains the details of the meeting. Depending on their e-mail service, they may be able to use the e-mail message that they receive to add the meeting to their own calendar.
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Junk E-Mail Messages


Incoming mail that is identified as possible junk e-mail is automatically moved to the Junk E-Mail folder. Any message in the Junk E-Mail folder can be marked as legitimate by selecting the message and then clicking [image: image19.png]


Not Junk on the toolbar. When this button is clicked on a selected message, the message is moved to the Inbox.
Address Book  
In OWA, you can select entries from the address book for your organization or from the Contacts folders in your mailbox.  You can view the address book by clicking the address book icon [image: image20.png]


at the top of the Outlook Web Access window or by clicking To or Cc in a new message. 
Use the navigation pane to select which set of addresses you want to view. By default, the global address list for your organization is displayed. You can change the selection to show other available address lists by clicking Show other address lists. To view your contacts, click the Contacts folder in the navigation pane.

When you open the address book from the top of the Outlook Web Access window, you see only the address book. When you open the address book by clicking To or Cc in a new message, you will see the address book and the To, Cc, and Bcc fields.
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Create a Contact 
The Contacts folder of your mailbox is where your personal contacts and distribution lists are stored. It's like a Rolodex or address book with an entry for each person or group that you want to store information about. A contact can be used to store information about a person or business that you want to communicate with. 
Click on Contacts, Click on New, type in the contact information in property sheet, click on Save and Close.

Create a Distribution List

Distribution lists let you add multiple contacts together in a single entry. When you send a message to a distribution list, it goes to every contact in the distribution list.  While in Contacts:
Click on the down arrow next to NEW
Scroll down and click on Distribution List
In the below example we will be using the Global Address List to find users to add to the distribution list.
1- Click on Default Global Address List      2-  Type in User’s Account      3 - Click on Search
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 Once you launch the Search, your user will appear as shown above.  
Double click on the users account then it will appear in the Member Selections: which is located on the bottom of the page.  Continue this step until you have selected all the users who should be added to the Distribution List, then click on OK.
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 Click on SAVE and CLOSE.   You have now added your contacts to a distribution list named Science Class.

Working with Attachments
You can use attachments to include one or more files on any item that you create in Outlook Web Access, such as an e-mail, calendar item, contact, or task. An attachment can be a file that is created in any program, such as a Microsoft Word document, a Microsoft Excel spreadsheet, a .wav file, or a bitmap file. You can also remove attachments from an item.

Some attachments may be removed or blocked by antivirus software and filter that is used  by PPSD or by the organization of the recipients of your e-mail.  
If you reply to a message that has an attachment, the attachment is not included in the reply.  
To attach the message in a reply you must “forward” the message to recipient.
Add an Attachment 
You can attach any kind of file that can be accessed from your computer or through your network to any Outlook Web Access item.
In a message, calendar item, contact, or task, click Attach File [image: image24.png]


on the toolbar.

In the Attach Files dialog box, type the path of the file that you want to attach, or click Browse to locate the file.

If you use Browse, highlight the file that you want to attach, and then click Open to add it to the attachments list.

Click Attach.


        The file name will appear in the Attach Files dialog box.
        Click on Send.
	

	


Remove an Attachment 

You can remove an attachment from an item.

Click the attachment that you want to remove.

Press DEL on the keyboard to remove the attachment
 
ICONS and What they Mean
	Format Button 
	Description 
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	Formats the selected text as strikethrough. 
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	Aligns the selected text to the left margin. 
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	Aligns the selected text to the center of the message form. 
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	Aligns the selected text to the right margin. 
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	Creates a numbered list (left-to-right text). 
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	Creates a numbered list (right-to-left text). 
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	Creates a bulleted list (left-to-right text). 
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	Creates a bulleted list (right-to-left text). 
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	Decreases the indent of your text (left-to-right text). 
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	Decreases the indent of your text (right-to-left text). 
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	Increases the indent of your text (left-to-right text). 

	[image: image36.png]



	Increases the indent of your text (right-to-left text). 
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	Removes formatting from the selected text. 
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	Inserts a horizontal line across the page. 
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	Undoes the last action. 
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	Redoes the last action. 
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	Adds a hyperlink associated with the selected text. 
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	Removes a hyperlink associated with the selected text. 
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	Formats the selected text as superscript. 
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	Formats the selected text as subscript. 
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	Makes the text begin from the left margin and move to the right (left-to-right).
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	Makes the text begin from the right margin and move to the left (right-to-left). 
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	Expands the formatting options selection menu. 


Deleted Items

By default, every item that you delete from your mailbox goes to the Deleted Items folder and stays there until it is either individually deleted from that folder or the Deleted Items folder is emptied. If you right-click a mail folder, you can delete the entire contents of that folder by selecting [image: image48.png]


Empty Folder. Using the Empty Folder command will not delete the contents of any sub-folders located within the folder that was emptied.
To Empty the Deleted Items Folder 

In the navigation pane, right-click [image: image49.png]


Deleted Items.

Click [image: image50.png]


Empty Deleted Items.

Click OK to verify that you want to permanently delete all items in the Deleted Items folder or click Cancel to cancel.

Layout – Views (reading pane)
Viewing the Inbox (or any other folder), the reading pane displays the contents of the currently selected message. You can turn the reading pane on or off in any folder by clicking Show/Hide Reading Pane [image: image51.png]


 on the toolbar. 
The reading pane can appear at the bottom of the page, on the right side of the page, or it can be turned off. 
In this example, the reading pane VIEW is on the RIGHT.

Mailbox Quota

When your mailbox reaches its limit, you will be unable to send or receive new mail until you delete some existing content in your mailbox. 

· In the navigation pane, click [image: image52.png]


Mail. 

· Point to your name at the top of the Mail folder list. 

A window appears that shows the current size of your mailbox your mailbox limit is 10GB.
Tracking Things to Do 

There are two ways that you can track things to do in Outlook Web Access. One is by creating a task. The other is by adding a flag to a message. Tasks and flagged messages appear in your Tasks folder. 

When you add a flag to a message, you can also specify a due date and set a reminder.

In addition to flagging messages, you can create tasks. You can create a task for yourself, or somebody can send you a task. You can also create a task and forward it to somebody else. Tasks include properties that flagged messages do not, such as multiple status options, percent complete tracking, and work tracking. Like calendar entries, you can also make a task recurring so that it appears on a regular basis.

Log Off 
When you finish using Outlook Web Access, be sure to click Log Off on the toolbar, and then close all browser windows. 
Logging off helps prevent someone else from using the computer to access your mailbox. Even if you plan to continue using the computer to visit other Web sites, click Log Off .
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Password Guidelines

This topic explains the rules and restrictions that apply to passwords for LIVE@EDU Students.PPSD.ORG accounts.

Password rules 

· The password is case-sensitive.

· The password can contain uppercase letters and lowercase letters.

· The password can contain numbers.

· The password can contain the following ASCII text characters:
·  ` ~ ! @ # $ % ^ * ( ) _ + - = { } | [ ] \ : " ; ' > ? , . /
· The minimum password length is six characters.

· The maximum password length is 16 characters.
Password restrictions 

The password can't contain any of the following items:

· Spaces

· Non-English characters

· The character &
· The character <
· The account name part of the e-mail address. 
· For example, if the e-mail address is S000001@students.ppsd.org, the password can't contain S000001. 
· This restriction isn't case-sensitive. Therefore, S000001 or s000001 can't be used in the password for S000001@student.ppsd.org
· The answer to the Windows Live ID secret question that helps you reset your password if you forget it. 
· For example, if the Windows Live ID secret question is Mother's birthplace, and Seattle is the answer, the password can't contain Seattle. This restriction isn't case-sensitive. Therefore, SEATTLE or seattle can't be used in the password.









While in your INBOX,


Click on NEW to compose an email











Type in the recipient’s email address in the TO: field.


Type in the topic of the email in Subject: field.


Type in the body of the email; large white space


Click on SEND


Email has been sent to recipient.





Click on Calendar in your View your Calendar by the day, week or month.





This view is by the day.  





Click on the icon day or week to change the current view.











To create a calendar event,


Click on Calendar


Click on New


Enter the information for your meeting, subject, time, date.  





Click on SAVE AND CLOSE


Your event has been added to your calendar.
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